
CHAPTER I:  PRELIMINARY STATEMENT AND DEFINITION OF TERMS

Rule 1.1                                             Preamble:     The Merit System

Section  1.1.1 Statutory Authority for these Rules and
Regulations

   1.1.2 Content of Rules
   1.1.3 Interpretation and Application of Rules
   1.1.4 Terminology
   1.1.5 Judicial Review
   1.1.6 Enforcement of the Rules and Regulations

Rule 1.2                                             Amendment, Deletion, or Addition of Rules

Section 1.2.1 Merit rules Advisory Committee
1.2.2 Procedure for Amendment, Deletion or

Addition of Rules

Rule 1.3                                             Definition of Terms



CHAPTER 2:             THE PERSONNEL COMMISSION

Rule    2.1                                           Commission Organization and Procedure - By
Laws

Section 2.1.1 Organization
  2.1.2 Appointment
  2.1.3 Qualification for Membership
  2.1.4 Terms of Office
  2.1.5 Election of Officers
  2.1.6 Removal of a Commissioner

Rule    2.2                                           Meetings

  2.2.1 Regular Meetings
  2.2.2 Special Meetings
  2.2.3 Adjournment
  2.2.4 Public Meetings
  2.2.5 Closed Session
  2.2.6 Rules of Order
  2.2.7 Order of Business and Agenda
  2.2.8 Items from the Floor
  2.2.9 Quorum
  2.2.10 Recording of Motions
  2.2.11 Minutes
  2.2.12 Payment for Meeting Attendance

Rule    2.3                                           Commission Employees

Section 2.3.1 Status of Commission Employees
    2.3.2 General Duties of the Director of Classified

Personnel

Rule    2.4                                           Miscellaneous Provisions

Section 2.4.1 Budget
  2.4.2 Annual Report
  2.4.3 Counsel for the Commission
  2.4.4 Office Accommodation
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CHAPTER III:  CLASSIFICATION

RULE 3.1 THE CLASSIFIED SERVICE

Section 3.1.1 Positions Included
3.1.2 Exemption from the Classified Service
3.1.3 Effect of Exemption
3.1.4 Professional Expert Assignments
3.1.5 Restricted Positions and Employees
3.1.6 Weekend/Holiday Positions

RULE 3.2 THE CLASSIFICATION PLAN

Section 3.2.1 Assignment of Duties
3.2.2 The General Classification Plan
3.2.3 Class Specifications
3.2.4 Creation of New Positions
3.2.5 Allocation of Positions to Existing Classes
3.2.6 Changes in Duties of Positions
3.2.7 Review of Positions
3.2.8 Working Out of Class
3.2.9 Consolidation of a Class

RULE 3.3 RECLASSIFICATION

Section 3.3.1 Reclassification of Positions
3.3.2 Effective Date of Reclassification
3.3.3 Effects of Reclassification on Incumbents
3.3.4 Reemployment List for Displace Incumbents
3.3.5 Reappraisal of Eligibility List Due to Reclassification
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CHAPTER IV: APPLICATION FOR EMPLOYMENT

RULE 4.1 AUTHORIZATION TO FILL VACANCY

RULE 4.2 JOB EXAMINATION ANNOUNCEMENT BULLETIN

RULE 4.3 BULLETING DISTRIBUTION AND POSTING

RULE 4.4 WAIVER OF POSTING REQUIREMENT

Rule 4.5 APPLICATION

Section   4.5.1 Filing of Applications
4.5.2 General Qualifications of Applicants

RULE 4. 6 DISQUALIFICATION OF APPLICANTS AND CANDIDATES

Section  4.6.1 Causes for Disqualification
4.6.2 Appeal from Disqualification
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CHAPTER V: RECRUITMENT AND EXAMINATIONS

RULE 5.1 RECRUITMENT
              

Section 5.1.1   Announcement of Examinations

RULE 5.2                      EXAMINATION

                Section 5.2.1 Determination of Examinations
                                    5.2.2 Open Competitive Examinations
                                    5.2.3 Promotional Examination
                                    5.2.4 Promotional and Open Competitive Examinations
                                    5.2.5 Merged Examinations
                                    5.2.6 Continuous Examinations

5.2.7 Retaking of Examinations
                                    5.2.8 Types of Examinations
                                    5.2.9 Written Examinations
                                       5.2.10 Interview panel Examinations
                                       5.2.11 Evaluation of Training and Experience
                                    5.2.12 Admission to Examinations
                                    5.2.13 Examination Procedures
                                    5.2.14 Seniority Credit
                                    5.2.15 Veteran’s Preference
                                    5.2.16 Notice of Final Score

RULE 5.3                        REVIEW AND PROTEST OF EXAMINATION

Section 5.3.1 Review and Protest Procedures



CHAPTER VI:                        ELIGIBILITY LISTS

Rule    6.1                                           Eligibility for Employment

Section 6.1.1 Establishment of Life of Eligibility Lists
    6.1.2 Types of Eligibility Lists

  6.1.3 Duration of Eligibility Lists
  6.1.4 Merger of Eligibility Lists
  6.1.5 Reemployment Lists
  6.1.6 Termination of Eligibility Lists
  6.1.7 Eligibility of After Appointment
  6.1.8 Waivers of Certification
  6.1.9 Removal of Names from Eligibility Lists

Rule    6.2                                           Certification From Employment Lists

Section 6.2.1 Appointing Authority
  6.2.2 Order of Precedence in Filling Vacancies
  6.2.3 Rule of Three (3) Ranks
  6.2.4 Procedure for Certification and Appointment 

From Eligibility Lists
  6.2.5 Procedure When Fewer Than (3) Ranks 

Remain
 6.2.6 Certification of Additional Eligibles
 6.2.7 Withholding Names from Certification
 6.2.8 Restoration
 6.2.9 Certification from List for Another Class
 6.2.10 Duties of Eligibles
 6.2.11 Selective Certification
 6.2.12 Reduction in Eligibility
 6.2.13 Certification of Names for Differential 

Compensation
 6.2.14 Confidentiality of Lists



CHAPTER VII:                       APPOINTMENT TO CLASSIFIED POSITIONS

Rule    7.1                                           Procedures for Appointment

Section 7.1.1 Procedure for Selection
   7.1.2 Appointment
   7.1.3 Discrimination Prohibited
   7.1.4 Nepotism

Rule    7.2                                           Provisional Appointment

Section 7.2.1 General Provisions
  7.2.2 Qualifications of Provisional Appointees
  7.2.3 Status of Provisional Employees
  7.2.4 Terminating Provisional Appointment

Rule    7.3                                           Special Appointments

Section 7.3.1 Procedure of Emergency Appointment
  7.3.2 Conditional Appointment
  7.3.3 Summer Session Assignment

Rule    7.4                                           Limited Term and Substitute Appointments

Section 7.4.1 Positions Defined
  7.4.2 Procedure for Establishment of Limited Term 

and Substitute Positions
  7.4.3 Eligibility for Appointment
  7.4.4 Compensation
  7.4.5 Rights and Benefits
  7.4.6 Termination of Appointment

Rule    7.5                                           Employment of PERS Retirees

Section 7.5.1 General Policy
  7.5.2 Compensation
  7.5.3 Assignment



CHAPTER VIII:          EMPLOYEE CLEARANCES

Rule    8.1                                           Physical Examinations
Section 8.1.1 Initial Employment

  8.1.2 After Employment
  8.1.3 School Bus Drivers
  8.1.4 Medical Review Board

Rule    8.2                                           Criminal Records

Section 8.2.1 Fingerprinting
  8.2.2 Review of Criminal Records



CHAPTER IX:                        EMPLOYMENT STATUS

Rule    9.1                                           Certification of Payrolls

Section 9.1.1 Procedure for Certification of Payrolls

Rule    9.2                                           Employee Assignments

Section 9.2.1 Assignment Data
  9.2.2 Orientation of New Employees
  9.2.3 Work Schedules
  9.2.4 Part-Time Employment
  9.2.5 Four Day Work Week

Rule    9.3                                           Probationary Status

Section 9.3.1 Initial Probationary Period
  9.3.2 Completion of Initial Probation
  9.3.3 Subsequent Probation for Permanent 

Employees

Rule    9.4                                           Permanency

Section 9.4.1 Permanent Status
  9.4.2 Rights, Benefits and Burdens of Permanent 

Classified Employees

Rule    9.5                                           Transfer

Section 9.5.1 Definitions
  9.5.2 Position Transfer
  9.5.3 Lateral Transfer
  9.5.4 Transfer Procedure
  9.5.5 Application of Transfer Procedure of Unit 

Members

Rule    9.6                                           Changes in Assigned Time

Section 9.6.1 General Rule
             9.6.2 Increases in Assigned Time

  9.6.3 Decreases in Assigned Time



Rule    9.7                                           Demotion and Restoration

Section 9.7.1 Voluntary Demotion
     9.7.2 Involuntary Demotion
     9.7.3 Restoration

Rule    9.8                                           Assignment of Disabled Employees

Section 9.8.1 General Rule
    9.8.2 Reassignment
     9.8.3 Effect of Refusal by Employee

Rule    9.9                                           Employee Personnel File

Section 9.9.1 General Rule



CHAPTER X  :           PERFORMANCE EVALUATION

Rule    10.1                                        General Provisions

Section 10.1.1 When Evaluations are to be Made
  10.1.2 Procedure to be Followed
  10.1.3 Special Evaluations
10.1.4 Application of Evaluation Procedures to Unit 

Members



CHAPTER XI:            VACATION, LEAVES OF ABSENCE AND HOLIDAYS

Rule    11.1                                                    Vacation

Section 11.1.1 Ratio for Earning Vacation Leave
11.1.2 Ratio for Earning Vacation Leave for

Unit Members
11.1.3 Vacation Leave Procedures
11.1.4 Vacation Leave for Twelve Month

Employees
11.1.5  Vacation Leave for Less than Twelve

Month employees
  11.1.6 Interruption of Vacation Leave
11.1.7 Application of Vacation Leave
 Provisions to Unit Members

Rule    11.2                                                    Leaves of Absence

Section 11.2.1 General Provisions
  11.2.2 Application of Leave of Absence to Unit 

Members

Rule    11.3                                                    Sick Leave

Section 11.3.1 Regular Sick Leave Provisions
 11.3.2 Industrial Accident, Injury and Illness

Leave
 11.3.3 Verified Illness Leave (Extended Sick

Leave)
  11.3.4 Unpaid Illness Leave

             11.3.5 Return from Sick Leave
 11.3.6 Application of Sick Leave Provisions to

Unit Members

Rule    11.4                                                    Bereavement Leave

Section 11.4.1 General Provisions
   11.4.2 Immediate Family Defined
 11.4.3 Bereavement for Other Than Immediate

Family
 11.4.4 Application of Bereavement Leave

Provisions to Unit Members

Rule    11.5                                                    Personal Necessity Leave



Section 11.5.1 General Provisions
11.5.2 Application of Personal Necessity to

Unit  Members

Rule    11.6                                                    Pregnancy Disability Leave

Section 11.6.1 General Provisions
11.6.2 Application of Pregnancy Disability

Leave to Unit Members



CHAPTER XII: SALARIES, OVERTIME PAY, AND BENEFITS

RULE 12.1  DETERMINATION OF SALARY SCHEDULES
Section   
 12.1.1 Fixing Annual Salary Schedules
 12.1.2 Factors in Salary Determination
 12.1.3 Salary Studies
 12.1.4 Salary Recommendations

    
RULE 12.2  GENERAL SALARY PROVISIONS
Section
              12.2.1     Interpretation of the Salary Schedule
  12.2.2 Payroll Procedure
  12.2.3 Correction of Error in Salary
  12.2.4 Salary on Employment
  12.2.5 Salary Increments
  12.2.6 Withholding Salary Increments
  12.2.7 Salary on Promotion
  12.2.8 Salary on Demotion
  12.2.9 Salary on Reclassification
  12.2.10 Salary on Reallocation
  12.2.11 Salary on Transfer
  12.2.12 Salary on Reemployment, Reinstatement, and Return from Leave 
of Absence
  12.2.13 Differential Pay
  12.2.14 Longevity Pay
  12.2.15 Effective Date of Salary Changes
  12.2.16 Application of Salary Provisions to Unit Members

RULE 12.3  OVERTIME PROVISIONS
Section    
 12.3.1 Overtime Defined

12.3.2 Overtime Compensation
12.3.3 Assignment of Overtime
12.3.4 Compensatory Time
12.3.5 Call Back
12.3.6 Exemption from Overtime
12.3.7 Application of Overtime Provisions to Unit Members

RULE 12.4  EMPLOYEE BENEFITS
Section   
 12.4.1 Health and Welfare Benefits

12.4.2 Mileage Reimbursement
12.4.3 Application of Employee Benefit Provisions to Unit Members
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CHAPTER XIII: SENIORITY, LAYOFF, DISPLACEMENT AND REEMPLOYMENT

RULE 13.1 SENIORITY PROVISIONS

Section   13.1.1 Seniority Defined
13.1.2 Seniority Computation
13.1.3 General Provisions
13.1.4 Seniority Lists

   
RULE 13.2 LAYOFF PROCEDURES

Section  13.2.1   Procedure for Employee Layoff

RULE 13.3        DISPLACEMENT (BUMPING) RIGHTS

Section   13.3.1 Displacement Rights for Permanent Employees
13.3.2 Rights of Non-Permanent Employees

RULE 13.4        REEMPLOYMENT

Section  13.4.1 Reemployment Rights of Permanent Employees
13.4.2 Reemployment Rights of Retired Employees



CHAPTER XIV:                      DISCIPLINARY ACTION AND APPEAL

Rule    14.1                                        Disciplinary Action-Suspension, Demotion
and     Dismissal

Section 14.1.1 General Provisions
  14.1.2 Notice of Disciplinary Action
  14.1.3 Definitions
  14.1.4 Cause for Suspension, Demotion or

Dismissal
  14.1.5 Suspension for Specific Causes
  14.1.6 Procedure for Disciplinary Action
  14.1.7 Procedure for Notification of Right to Appeal

Rule    14.2                                        Procedure for Appeal and Hearing

Section 14.2.1 Procedure for Appeal
  14.2.2 Procedure for Hearing
  14.2.3 Findings and Decision
  14.2.4 Hearing Transcript



CHAPTER XV:                       RESIGNATION AND REINSTATEMENT

Rule    15.1                                        Resignation

Section 15.1.1   Resignation
  15.1.2 Retirement
  15.1.3 Early Retirement

Rule    15.2                                        Reinstatement

Section 15.2.1 Reinstatement Procedure



CHAPTER XVI:          GRIEVANCE PROCEDURE

Rule    16.1                                                    Grievance Procedure

Section  16.1.1 Purpose
16.1.2 Consideration by the Personnel

Commission
   16.1.3 Matters Excluded
   16.1.4 General Procedures
   16.1.5 Levels in the Grievance Procedure




