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2 MCAR § 2.004 

^ 

;> 

Chapter One §§ 2.001—2.006 Purpose, Adoption and Amendment of Rules 

2 IvfCAR § 2.001 Purpose of the rules. It is the purpose of these rules to provide an 
unifonh\comprehensive and effective system of personnel administration for the State of 
Minnesota^spnsistent with Minnesota Statutes. 
To provide suoNa system of personnel administration: 

A. The state serv^e shall be made attractive as a career. 

B. Fair and equal oppb^unity shall be accorded to all qualified individuals to enter state 
employment on the basis otmerit and fitness. 

C. Positions essentially aliicbyshall be treated in a uniform manner in all personnel 
processes, and positions not so alike shall be treated with appropriate recognition of the 
nature and extent of the differences^between them. 

D. Agencies of the state shall be involVed in the selection of competent employees and 
the development of employees to assure the^maximum effectiveness in state government. 
[Filed July 3, 1975] 

2 MCAR § 2.002 Adoption and amendmentof^trnfrules. These rules, prepared by the 
commissioner, after public hearing, shall*be,*Rnown as the "Personnel Rules". 
Amendments shall be preparei-approved and made effective as provided by law (Minn. 
Stat. § 15.0412) 

Personnel actions<faken prior to the effective date of the new, abolished, or amended rules, 
tied by the rules that were in effect on the date that such actions were taken. 

3, 1975] 

jles. 

^R § 2.003 Scope of rules. Certain negotiable matters covered by the personnel 
rules areirtekujed in collective bargaining agreements between the State of Minnesota and 
the exclusive reprftsejitatives of state employees. If a subject matter is clearly covered by a 
collective bargainingagreement, the collective bargaining agreement controls in any 
conflict with the personnel" 
[Filed July 3, 1975] 

2 MCAR § 2.004 Employees covered by persopaefrfules. Unless otherwise specified, 
the personnel rules apply only to emplc2see*1n*the executive branch of government. All 
personnel rules apply to all clgssfflSSemployees. 

Certain personnel rule>*e"Dver unclassified employees which include, unless otherwise 
specified, all exgptjffve branch unclassified employees except those in the offices of the 

rx ^Js.constitutioijaI^fficers, and those employees in the state university system. Higher 
\ i i EducatjcmCoordinating Board, and the state community college system whose salaries 

y^ agp^stablished under the provisions of Minn. Stat. § 43.064. 

2 MCAR §§ 2.005—2.006 Reserved for future use. 
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2 MCAR § 2.010 

Chapter Two: §§ 2.007—2.015 State Service and Its Divisions 

2 MCAR § 2.010 Temporary designation of positions in the unclassified service. The 
commissioner may authorize the designation of a position in the unclassified service for a 
limited period of time. The appointing authority shall report to the commissioner the 
description of the position and the conditions under which it is to be established, which 
serve to limit the duration of employment, the expected termination date and the nature of 
the function to which it is to be assigned. Any position which has been designated in the 
unclassified service by the commissioner, in accordance with this rule, and which will 
continue for longer than two years, shall be reviewed at the end of the second year by the 
commissioner to determine whether it shall continue in the unclassified service. No 
position assigned to the unclassified service in accordance with this rule shall continue 
longer than three years in the unclassified service and, except as provided by Minn. Stat. § 
15.61, no employee shall continue in a position or positions established in the unclassified 
service under the provisions of this rule to perform the same function in the same agency n • 
for a total of more than three years. (Minn. Stat. § 43.05). * - SPjfr?^ ^ - ^ ^ -

2 MCAR § 2.011 Contractual services. Notwithstanding 2 MCAR § 2.004vth'is m\t/&nC^f^ 
^ also applies to all unclassified employees in the executive branch. Specialized personal <Sf 

services rendered by an individual to the state under contract as an independent contractor 
as a part of, or incidental to, the individual's regular professional occupation, and not as a 
state employee, or by individuals employed by a firm contractingjvith the state, shall be 
designated as a contractual service and shall not be subject to the.provisions of these rules. 

A. In determining whether the services to be rendered constitute contractual service or 
an employer-employee relationship, the following guidelines will be used: 

1. Consultants generally contract to produce-'certain results or conclusions within 
given specifications. v*^ 

2. Consultants are generally responsible for approaches, techniques, and results. 
3. Consultant's services shall be'offered andavailable to the public, and-to the 

state incidentally as a prospective user of such consulting services. 
4. Consultant services a/e offered to the state as a part of or incidental to the 

consultant's regular occupatic 
5. Consultant's carfttacts shall extend for a limited period, with clearly specified 

time limits indicated in/fne contract, to attain specific results. 
6. Except wjrere provided in the contract specifying special circumstances related 

to the nature and requirements of the work to be performed, consultants shall not perform 
services on state premises, use state equipment or supplies, or utilize state employees. 

V 
7. Consultants generally deliver a completed work, usually organized into a 

formal report with recommendations. 
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2 MCAR § 2.022 

B. In addition to the financial information, the contraOflhSTT specify results to be 
accomplished, delivery dates, and the manner inwhietrtne contractual arrangements are 
to be conducted. 

C. Retired state employees mayBe used for contract employment providing their 
services are necessary fortbe^completion of a specific project in which the former 
employee was engaged^afihe time of retirement. 

D. NoagencyxJfthe state shall contract for the services of persons who, were they 
members'of^he classified service, would occupy positions assigned to schedule "C" , 
excepUifaccordance with law (Minn. Stat. § 43.20, subd. 6). 

Chapter Three: §§ 2.016—2.027 Classification Plan 

2 MCAR § 2.022 Class specifications. The commissioner shall pro/fde, and may 
amend, written class specifications for any class in the classification/plan. Each of the 
class specifications shall include the class title, a general descriptionof the scope of the 
work, as well as a statement of the qualifications an incumbentiKould possess to enable 
that individual to perform the duties of the particular position wan reasonable prospects of 
success. Where a classification consists of only one position, the approved position 
description may, at the discretion of the commissioner, constitute the specification for that 
classification. 

Specification of the classes of positions in the clarification plan are hereby delcared to 
have the following force and effect: 

A. Definitions are descriptive and not n^Strictive, tending to indicate the kinds of 
positions allocated to classes, and shal lot be construed as limiting in any way or 
modifying the power of the appointing authority, to appoint, direct, and control the work 
of employees. The use of a particulaxjexpression or illustration of duties shall not be held 
to exclude others not mentioned tjrat are of a similar kind or quality. 

B. In determining the class tiffwhich any position shall be allocated, the definition of 
each class shall be considered^ a whole, and consideration shall be given to the general 
duties, areas of accountably, specific tasks, responsibilities, qualifications, as well as 
relationships to other classes, to the extent that they clearly indicate a picture of the kind of 
employment the class^rs intended to embrace. 

C. Qualifications^ommonly required of an incumbent for positions of any class, such 
as honesty, integrty, initiative, and willingness to cooperate, shall be deemed to be 
implied as quaHlication requirements for entrance into, and continued employment in 
each class, even though they may not be specifically mentioned in the class specifications. 

D. Specifications for any class, as interpreted herein, and job analysis data and other 
relevan/information, where available, shall constitute the basis and source of authority for 
the development or modification of screening devices or techniques to be used in 
examining for the class. 

Copyright © 1982 by the Revisor of Statutes, State of Minnesota. All Rights Reserved.
                                                                      



2 MCAR § 2.023 

2 MCAR § 2.023 Use of class titles/The title of the class shall be the official title of 
every position allocated to that clayoor all purposes having to do with the position and 
shall be used on all payroll, budget estimates, official records and reports related to the 
position. Any other title desura by the appointing authority may be used to designate any 
particular position for thtydurposes of internal administration and in any other connection 
not involving the personnel processes covered by the law or these rules. 

[Amended and file^uly 3, 1975] 

Chapter Four: §§ 2.028—2.037 Compensation Plan 

se 

\ c c 

2 MCAR § 2.029 Administration of the wage and salary plan. Except for subdivisions 
F. and G., this rule also applies to those unclassified positions which have been directfy 
compared to the classified service. The following provisions assume that funds are 
available and expenditures have been authorized by the Commissioner of Fina 

A. Beginning salary. The minimum rate of pay shall normally be paid upon appoint­
ment to a class. In schedules A and C, the appointing authority may, however, make an 
original appointment within the salary range but not to exceed the third salary step. 

All original appointments beyond the minimum rate for a class shaMfe documented in the 
form prescribed by the commissioner and shall be based upon theexceptional qualifica­
tions of the candidate or the unavailability of candidates ar the minimum rate, and 
consideration shall be given to the salaries of current employees in the same or related 
classifications. / 
In the Special Teachers salary schedule, appointmentsmiay be made up to and including 
the sixth step under conditions outlined in the compensation provisions relating to that 
schedule. 

B. Salary on promotion. Promotional increases shall normally be of one or two salary 

steps, depending on the actual increase uriressponsibilities assumed upon promotion, 
unless greater adjustment is necessary to/oring the employee's salary to the minimum of 
the new pay range. Any promotional increase beyond that provided for above must be 
approved in advance by the commissioner based on documentation to support such 
additional increase. No salary increase may be granted which would place the employee's 
rate of pay above the authorized/salary range. 

C. Salary upon reemployment or reinstatement. If a former employee is reemployed or 
reinstated into a class in whiA that employee was previously employed, the appointing 
authority may make an appointment at the same rate of pay the employee had been 
receiving at the time of separation from the state civil service and/or the class, plus any 
automatic adjustments that may have been made since the employee left the state civil 
service and/or the clajis. Appointments above such rate of pay must be approved by the 
commissioner beforemey can take effect. 

D. Salary increases. Salary increases may be granted in accordance with law. (Minn. 
'Stat. §§ 43.12, 4G.121—43.122. 43.126—43.127 and other applicable provisions.) 
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2 MCAR § 2.029 

E. Achievement awards. In addition to being eligible for normal salary ina^ases. 
employees whose positions are assigned to salary Schedule A are eligible for achievement 
awards based on demonstrated outstanding performance. Increases in this schedule must 
be submitted and awarded within the context of a results-oriented management or 
standards of performance system which has been approved by the commissioner. An 
achievement award shall be awarded as prescribed by law. Achievement awards shall be 
administered in a manner that will encourage and recognize excellence among employees. 
Achievement award increases may be granted up to 30% of the classified and 30% of the 
unclassified employees whose salary ranges are set by direct comparison to the classified 
service authorized for the agency at the beginning of the fiscal year. Unclassified positions 
where the salaries are set by statute are not to be included in tijl calculations of the number 
of allowable increases for unclassified employees. 

F. Salary decreases. Salary decreases for just cause rrriry be made to reduce the salary of 
the employee within the salary range. In the case of a rcrmanent employee, written notice 
of intent to effect such reduction in pay, and the reasons for such action, shall be given to 
the employees at least 5 working days prior to the eijrective date of the reduction and a copy 
submitted to the commissioner prior to the effective date of the reduction. The permanent 
employee so affected may request a hearing before the board as provided in the law. 

G. Salary on transfer. An employee who ̂ transferred to a different agency in the same 
class or to a similar class shall receive the^alary being paid before such transfer. In any 
case of transfer, no employee shall receive a rate of pay below the minimum of the range 
for the class to which such employee Was been transferred. 

H. Salary on demotion. An employee who has been demoted to a class in a lower salary 
range shall be paid a salary rate witftfn the range of the class to which such employee has 
been demoted except as providedyby law. (Minn. Stat. § 43.12, subd. 26). 

I. Total remuneration. Thisysubdivision applies to all classified and unclassified 
employees in the executive branch. Except as otherwise provided in these rules, no 
employee shall receive pay iryfiddition to the salary authorized for services rendered either 
in the discharge of the assigned ordinary duties, or additional duties which may be 
performed by the employe or which the employee may undertake or volunteer to 
perform. 
An employee may rec/ive a separate salary from more than one state agency for hours 
worked during the same pay period under the following conditions: 

1. The wofk assignments performed for another state agency is not part of the 
employee's nornral duties; the employee is qualified to perform the assignment; and the 
appointing authorities of both agencies and the commissioner approve the assignment in 
advance; or 

2. Tiie employee is appointed under provisions of these rules to less than full-time 
positions ui more than one state agency, and the combined established work schedules do 
not exceM a normal 40 hour work week. 
Employes in payroll status in two or more agencies for a total of 75% or more of the time, 
because of concurrent appointments, shall be eligible for state paid insurance in the same 
manner as other employees. The state paid premium for such eligible employees shall be 
borne by the agency in which the majority of the time is worked. 

'}. Hourly rates. Hourly rates for pay shall be paid in accordance with law. (Minn. Stat. 
4 § 16.027 and 43.01, subd. 9). 
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2 MCAR § 2.029 10 

K. Project employment. The commissioner may authoHie'a rate of pay which may 
exceed the maximum of the range provided by notoMJrethan 70% where skilled craft 
employment is on a strictly project basis. In case^ofproject employment, the employee 
shall not be entitled to any other benefits. 

Project employment for purposes of tru>»ftfle shall be restricted to a planned work program 
which normally will be completedina specified time period and is not of a seasonal or 
regularly recurring nature. ' 
[Amended December 17i/J<79] 

2 MCAR § 2.030 Computation of payments for less than a full payroll period. 
Computations ofaayments to all classified and unclassified employees in the executive 
branch, if mad^for less than a full payroll period, shall be determined by multiplying the 
hourly equiyflent computed for the monthly salary by the number of working hours for 
which the/employee is to be paid. (Minn. Stat. § 16A.17). 
[Amended and filed March 15. 1976] 

Zhapter Five: 2 MCAR §§ 2.038—2.055 Selection Processes 

I MCAR § 2.038 Announcements. Announcements shall specify theytrtle, scope and 
lature of the class for which the selection process is announced, as well'as the time, place 
ind manner of making application. Further, the announcement shall also provide any 
>ther pertinent information that the commissioner considers^necessary to effectively 
ecruit and is consistent with the law and these rules. 

" "he announcement of promotional selection processgs^hall, in addition, specify the 
(fganizational unit or units for which the resulting^figible lists will be used and, when 
i ppropriate, the class or classes of employees/which shall be considered eligible to 
(ompete. 
1 lottce shall be given by means of pubUeannouncement posted on the office bulletin 
1 oards of the Department of Personnereufficiently in advance of the last date for filing 
i pplications. Announcements shalUrc given such publicity as the commissioner deems 
) warranted in the interest of attracting adequate numbers of qualified applicants. In the case 
c f promotional selection processes, announcements shall be supplied to each appointing 
authority under whom there/are employees eligible to compete therein, and it shall be the 
duty of each appointing aiffhority to post such notices on the appropriate bulletin boards or 
through other established communication systems. The appointing authority shall notify 
all employees of thp'fnethod and location of all job postings and it shall be the responsibil­
ity! of e a c n e mB^y e e t 0 De aw a r e of postings. 
[Filed J u n e ^ 1974] 
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11 2 MCAR § 2.039 

2 MCAR § 2.039 Eligibility to compete. 
A. Open competitive selection processes. Competitive selection processes shall, after 

public notice, be open to all applicants who meet the reasonable standards or requirements 
fixed by the commissioner with regard to factors that relate to the ability of the candidate 
to perform the duties of the position with reasonable efficiency and effectiveness. Persons 
with physical disabilities who, when demonstrated to the satisfaction of the co>nmis: 
sioner, could not be selected in the normal manner, shall be selected in such a mjifiner that 
will fairly test their ability to perform the duties of the position. 

In the case of an applicant who is blind, the department will provide th^pplicant with 
either a braille selection process, or the services of a reader chosen bv^ne applicant with 
the approval of the department, or subject to the approval of the Applicant, whichever 
means of screening is available to the department. 
No applicant shall be rejected because the applicant lacks jfQucational qualifications, 

unless such qualifications relate directly to the duties of the^lass for which the announce­
ment is made, or where such educational requirementsnire established by the federal 
agencies making grants-in-aid or otherwise contributing to state programs. 

B. Promotional selection processes. Promotionapselection processes shall be open to 
all employees of the state, the agency or other organizational unit for which the selection 
process is being held who meet the requiremenigdescribed in the annoucements and who 
hold classified positions in the executive branrfn of the state civil service, or the Minnesota 
State Retirement System, or the TeachersfRetirement Association, or the Legislative 
Audit Commission; or who hold unclassified positions in the executive or legislative 
branches of the state civil service. Erndrgency employees and interns are not eligible to 
compete in promotional selection processes. 

C. Selection processes for incumbents of reallocated positions. The commissioner may 
authorize any appointing authority to promote the incumbent of a reallocated position to a 
higher class without examinatuBn in accordance with law. In the absence of such authori­
zation the incumbent of a poafton which has been reallocated in accordance with 2 MCAR 
§2.019 and 2 MCAR § 2. 2#D shall be permitted to compete in the selection process for the 
class to which the positiiBn has been reallocated. (Minn. Stat. 8 43.19, subd. 1(2)). 

If the incumbent of a reallocated position passes the examination process, notwithstanding 
the provisions of 2 J4CAR § 2.084, the commissioner may certify only the name of the 
eligible incumber 

Where the incuinbent of a position which has been reallocated has failed to qualify in the 
selection process and/or otherwise is ineligible to continue in the position in the new class, 
the employee must be removed from the position within 30 calendar days from the date of 
notification to the appointing authority of the incumbent's failure to qualify. 

Whereyfie incumbent is ineligible to continue in the position and is not transferred, 
prorn/fted or demoted, the lay-off provisions of the personnel law and rules apply. 

[Amended December 17, 1979] 
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2 MCAR § 2.040 12 

2 MCAR § 2.040 Applications and admissions 
A. The form of application. The application shall be madron forms prescribed by the 

commissioner. The forms shall require information requited by the commissioner and 
requested on the announcement. The application fty-m shall contain a statement that 
wrongful statements on the application may subject^ne applicant to the penalty provisions 
of Minn. Stat. § 43.35 and 2 MCAR §§ 2.108^110, or 2.111 and a statement regarding 
the responsibility of the appointing authoritypursuant to Minn. Stat. § 43.162 to verify 
information provided on the application^ 

B. Selection processes. Persons>mose applications are received within the Depart­
ment of Personnel on or before theiast date for filing, and whose applications clearly show 
that the applicants meet the se'quirements for admission to the selection process as 
specified in the official announcement, shall be admitted to compete in the selection 
process for which they are/applying. Where doubt exists as to whether an applicant meets 
the admission requirements, the commissioner may conditionally authorize the applicant 
to participate in the selection process, but such action shall not be construed as entitling the 
applicant to beconrfe eligible for certification or appointment until the circumstances 
leading to the c/mditional acceptance are clarified to the commissioner's satisfaction. 
Each individual whose application has been accepted shall be notified of the date, time and 
place for thdse parts of the selection process which require the candidate to appear in 
person. No person shall be admitted to any part of the selection process without proper 
authorisation, or satisfactory evidence of acceptance or conditional acceptance of the 
application by the commissioner. 

2.?ftCAR § 2.041 Disqualification opfipplicant. Whenever the commissioner refuses to 
accept an application or certifies anrffpplicant ineligible under provisions of Minn. Stat. § 
43.14, the commissioner, uponJne request of the person so rejected, shall furnish that 
person a statement of the reasons for the refusal. 

[Filed June 28, 1974] 

2 MCAR § 2.042 Postponement or cancellation of the selection process. The commis­
sioner may postpone the last filing djrre and the date of any part of the selection process or 
cancel the examination, and in arch cases shall give the applicants suitable notice. 

[Filed June 28, 1974] 

2 MCAR § 2.044 Conduct of selection processes. Any or all parts of the selection 
processes shall be held at such times and places as m/fhe judgment of the commissioner 
most nearly meet the needs of the service, practicability of administration, and the 
convenience of applicants. The selection process/^hall be conducted either by the commis­
sioner or persons designated by the commissioner. No person whose application has been 
accepted shall be entitled to take any part o^the selection process on a date, time or place 
other than those determined by the conrfrnissioner. In order to protect the security of 
examinations by providing a reasonable period between test administrations, applicants 
shall be prohibited from participatyig in the same written or oral tests more than once 
within any six month period. However, if the same written or oral test is used for more 
than one classification or if a classification is opened for competition on both a competi­
tive and promotional basis witfun a six month period, an applicant who would otherwise 
be prohibited from participating in an examination because of the six month retest 
prohibition shall, upon submission of another application, have the scores obtained on the 
[written or oral portion ojjmie initial examination apply to the subsequent examination. 
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13 2 MCAR § 2.049 

2 MCAR § 2.046 Rating results of selection processes. 
A. Appropriate scientific techniques and procedures shalUdE used in scoring the results 

of selection processes and in determining the relative jranking of competitors. Such 
techniques may include electronic data processing o£«est answer or experience and 
training rating forms filled out by the applicant. The minimum rating for which eligibility 
may be achieved shall be set by the commissioner, taking into account the number of 
vacancies anticipated during the term of the eliaftle list. Final rank may be based on all 
factors of the selection process and other qualifying elements as shown on the competi­
tor's application or other verified information. Final ratings of each competitor shall be 
determined by averaging the earned scare of each part of the selection process in 
accordance with the weights establisheitfor each part prior to the date of any part of the 
selection process. All competitors maybe required to obtain at least a minimum rating in 
each part of the selection process in order to receive a final passing rating or to be rated on 
the remaining parts of the process Where rating procedures involve assignment of a 
numerical score, a score of 70 is jjccessary to pass and a score of 100 is the maximum score 
awarded to any competitor. 

B. The commissioner m ^ announce, in advance of the establishment of an eligible 
list, the maximum numbejaof competitors who shall have their names placed on the list, or 
who shall be permitted w compete in any of the separate parts of the selection process. 
Under such procedureXhose considered as having passed and who are permitted to take 
the remainder of thxscreening process shall be the set number of candidates scoring 
highest in the proems or part thereof. The commissioner also may establish a procedure 
for admitting caoaidates to a subsequent stage of the selection process in rank-order of 
score on the previous stage and candidates may be invited to complete the examination 
process as th^need to create or enlarge an eligible list is determined. 

C. Competitors failing to qualify as eligible for the class for which the screening 
process vras conducted may, with the approval of the commissioner, be rated with 
reference to their eligibility for a lower class for which a selection process is being 
conducted and in cases where competitors signify their willingness to accept appointment 
to such lower class. If found eligible, names of these competitors shall be added to the 
eligible list for such lower class. 

(mended December 17, 1979] 

2 MCAR § 2.049 Notification of resuJf/AlI persons competing in any selection process 
shall be given written notice of thej^sults. Papers and records of ratings of competitors 
shall be held as official records^fthe department. Upon request, the department shall 
provide to the competitor oradthorized representative an explanation of the methods by 
which the rating was detearftned. Such request shall be made within thirty days of the date 
of mailing of the notic^Reports of character and other investigations in the department 
shall be kept confidential. 
[Filed June 28/i974J 
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Chapter Six: 2 MCAR §§ 2.056-2.080 Eligibl^Tists 

2 MCAR § 2.056 Eligible lists. The commissioner shall establish and maintain eligible 
lists necessary to carry out the purpose^ the personnel law and rules. Eligible lists shall 
be by class of employment and shaprc statewide in application, except where the rules or 
actions of the commissioner sratffically make provisions for establishment of lists by 
geographical areas, agency ̂ bargaining units, or organizational units. 

[Amended and filed MarcJfl5, 1976] 

2 MCAR § 2.061 Reemployment list. The reemployment list sha^contain the names of 
all permanent or probationary employees laid off in the clas«of employment, and the 
names of former permanent or probationary employees iffthe class whose written 
applications made within three years of separation in good^tanding are approved by the 
commissioner based on considerations of quality of service. The commissioner shall 
consider the recommendation of the appointing authonty before approving or disapprov­
ing applications for reemployment. A person mayjernain on a reemployment list for up to 
three years and must return to employment in thajnass within four years of separation from 
the class. 
The name of a laid-off employee shall be pWeed on the reemployment list for all classes in 
which the employee possessed permanent or probationary status prior to layoff and for 
locations and employment conditions wr which the employee is eligible and has expressed 
a willingness to accept employment^When notice of layoff is given to the department, the 
appointing authority shall also notify the department of the classes, locations and employ­
ment conditions which the employee is willing to consider. The laid off employee may 
make changes in availability f̂ r classes, locations or employment conditions at any time 
within three years from the^ate of layoff. 
[Amended December 17,/979] 

2 MCAR § 2.064 Duration of eligible lists. The commissiopeT shall determine the 
period during which promotional or open competitive eligibleclfsts shall remain in effect. 
However, this period shall not be less than six months fofopen competitive lists or one 
year for layoff, reemployment or promotional lists, nopmore than three years for any list 
except for layoff lists, where the eligibility of a candidate shall be extended to a period of 
time equal to the employee's length of continuous/service to a maximum of eight years. If 
an eligible list exists for any class and the commissioner deems it necessary to establish 
another such list for the same class, the existing list shall either be cancelled, or combined 
with the new list by placing names of eligitfles in order of final ratings as provided in these 
rules. In making this decision the commissioner shall consider the following factors: the 
number of anticipated vacancies, the'Trequency of previous examination administrations, 
continued candidate availability/or changes in the selection process. The eligibility of 
individuals placed on such combined lists shall expire at the end of the period established 
by the commissioner, but a^uie discretion of the commissioner, such eligibility may be 
extended for an additional^period or periods not to exceed three years. With eligible lists 
for classes for which continuous or frequent testing is conducted, the term of individual 
candidate eligibility sHall begin on the date of placement of the candidate's name on the 
eligible list and continue for a period established by the commissioner, based on consider­
ation of the following factors: the number of anticipated vacancies, continued candidate 
availability, or onanges in the selection process. 
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2 MCAR § 2.065 Removal of names from eligible lists. In addition to theyfises stated 
in Minn. Stat. § 43.14, the commissioner may remove names from eligible lists perma­
nently or temporarily for any of the following reasons: 

A. Appointment through certification from such list to fill a permanent position. 

B. Appointment to fill a permanent position through certificatum from a list for another 
class at the same or higher salary. If an employee is on moredran one eligible list at the 
same or higher salary, the employee may be kept on other elijrole lists by a written request 
to the commissioner. 

C. Failure to respond within seven days from the dat^f mailing to a written inquiry of 
the commissioner relative to availability for appointment or failure to respond within 
seven days from the date of mailing to a written inquiry of an appointing authority sent by 
certified mail relative to availability for employjfient. 

D. Failure to respond within two days to a/Telegraph inquiry from the commissioner 
relative to availability for appointment. 

E. Declination of appointment undersell conditions as the eligible previously indi­
cated would be acceptable. 

F. Failure to report for duty or fo^scheduled employment interview within the time 
prescribed by the appointing authority. 

G. Expiration of term of elimbility on the eligible list. 

H. Failure to maintain accord of current address with the department. For this 
purpose, the return of a lelrer by the postal authority, if properly addressed to the last 
address on the records, sjrall be deemed sufficient grounds for such removal of the name 
from the eligible list. 

I. In the case of agency promotional lists, appointment or transfer of an employee to a 
new agency or anyfner duly established organizational unit. 

J. In the caso^f promotional lists, upon termination in the state service. 
K. In the c/se:of promotional lists upon certification to three separate positions except 

that the name of an individual so removed shall continue to be referred to positions in the 
class in thyagency which gave the individual a satisfactory or better rating in the selection 
process ior such class. 

L. JDpon certification at least seven times to the same or different appointing authorities 
whe«e no appointment is made. 

Subsequent documentation that the candidate on the eligible list does not meet the 
£quirements of the position(s) to which such^eandidate may be certified. 

f[Amended December 17, 1979] 

2 MCAR § 2.066 Restorationjtfnames to eligible lists. Any eligible whose name is 
removed from an eligible Usras provided above may make a written request to the 
commissioner for the restoration of that individual's name to such list for the duration of 
the list. Such request^Hall set forth the reasons for the conduct resulting in the removal of 
the name from the^fit, and shall further specify the reasons advanced for restoration of the 
name to the list/The commissioner, after full consideration of the request, may restore the 
name to theyeTigible list, or may refuse such request. 
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Former employees reinstated in the state service shall have theTr names restored to an 
existing statewide promotional list from which they were removed because of separation 
from the state service, provided the commissioner approves a written application by the 
employee for such action and the eligible list is sj*tfin existence. 

Former employees reinstated in the state senate shall have their names restored to any 
existing agency promotional lists from wkien they were removed because of separation 
from the state service, provided wriuenapplication by the employee for such action is 
approved by the appointing authojify and the commissioner. 

Probationary or permanent employees whose names have been removed from an agency 
promotional list because oHransfer or original appointment with probationary or perma­
nent status under a new^appointing authority may have their names placed on the agency 
promotional list for the same class in the new agency, provided written application is made 
by the employee dimng the duration of the list from which the name was removed, and this 
application is approved by the new appointing authority and the commissioner. 

An appointing authority may make any of the above citedr^quests on behalf of an eligible 
employe 

[Filed June 28, 1974] 

2 MCAR § 2.067 Statement of availabHjt^. Whenever an eligible submits a statement 
restricting the conditions under which tbm individual will be available for employment the 
eligible's name shall be withheld from all certifications which do not meet the conditions 
specified. An eligible may file anew statement any time during the duration of an eligible 
list, modifying any prior statement regarding conditions under which the eligible will be 
available for employmcntyexcept that if such statement results in the withdrawal of the 
eligible's name from the certification outstanding at the time of receipt of statement, it 
may be deemed a declination of appointment. If such statement would result in the 
addition of the eligjole's name to a certification outstanding at the time of receipt of the 
statement, it m'av̂ >e added at the request of an appointing authority. 
[Amended Deifember 17, 1979] 

2 MCAR § 2.068 Cooperative use of eligible lists by/governmental merit system 
jurisdictions. Upon the request of an appointing authoctfy, and after due consideration of 
the needs and interests of the state service, the commissioner, in the absence of an 
appropriate state eligible list or when there are nourfufficient names on the state eligible list 
to make a complete certification, may authorise the use of an eligible list established by 
another governmental merit system jurisdiction employing U.S. Civil Service Commis­
sion-approved standards to make an appointment to a classified position in the state 
service, providing the job classificationfor which the eligible list was established in the 
cooperating jurisdiction is determineerto be similar in job duties to the position for which it 
is to be used in the state service anpVthat the selection process measures knowledges, skills 
and abilities essential for satisfactory performance in the position in the state service for 
which the list will be used. Any eligible list adopted under this rule shall be considered to 
constitute an open competitive list and the ranking and referral of candidates' names shall 

in accord with the provisions of 2 MCAR §§ 2.082 and 2.084. 
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Chapter Seven: 2 MCAR §§ 2.081—2.095 Certification and Appointment 

2 MCAR § 2.084 Certification of eligibles. 
A. Order of certification. 

1. In the case of a layoff list, the one name highest jtfi the layoff list shall be 
certified for one vacancy. 

2. In the case of competitive eligible lists, the com/fiissioner shall certify the first 
ten names, when available, on such lists; together with die names of any persons having 
the same score as the tenth name so certified; and as inany additional names as may be 
necessary to comply with Minn. Stat. § 43.15, suhp. 5. 

3. In the case of promotional eligible listsifne commissioner shall certify the first 
three names on such lists, together with the napes of any persons having examination 
ratings within three points of the person on thejBt with the highest examination rating; the 
names of any persons having the same scorers the last name certified in accordance with 
the above; and as many additional names as/nay be necessary to comply with Minn. Stat. 
§43.15, subd. 5. 

4. Eligibles shall be certified if strict order of standing without regard to sex or 
special qualifications, except when thf commissioner is satisfied that the facts and reasons 
specified by the appointing authority warrant such action, certification may be limited to 
the eligibles possessing the special qualifications. 

B. Concurrent certification^roups of eligibles shall be certified to the vacancies in 
order of receipt of requisition^ for employees, with due regard for the right of eligibles 
standing highest on the list. #nis section shall not require simultaneous certification of the 
same names on differemVcertifications made concurrently, but certification in such 
instances shall be consistent with guidelines established by the commissioner. 

C. Fewer than the Squired number of eligibles. Whenever there are not sufficient 
names on an eligibleJlst to make a complete certification, the commissioner may augment 
those names by ayufficient number of names from other appropriate lists to make a 
complete certification. 

D. Incomplete certification. Where the number of names available to fill a vacancy are 
fewer than authorized by the law, except in the case of certification from the layoff list, the 
commissioner may proceed to fill the vacancy in any other manner provided by the law or 
these rules^f there are fewer candidates on the eligible list for a class than the number of 
names tĥ f can be certified to a vacancy as provided by the law and these rules, the 
commissioner may determine that the existing eligible list is a complete certification for 
consideration by the appointing authority. 

E. Certification from related lists. The commissioner may certify from eligible lists for 
higher classes to vacancies occurring in lower classes or from eligible lists for one class for 
vacancies in another class where the commissioner determines the examination reasona­
bly measures the ability of the eligible to perform the duties in the class to which 
ertification is made. 
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F. Nonappointment of a veteran whtffi certified. In the event of rejection by the 
appointing authority of an eligible entitled to veterans' preference under Minn. Stat. § 
43.30, when certified for a promotioiror to fill a vacancy or a new position, the appointing 
authority shall forthwith file in writing the reasons for such rejection and shall furnish to 
the rejected veteran a copy thejeof. 

G. Withdrawal of certificaOon. In the event the appointment is not reported within ten 
days of the date of certification, the commissioner may withdraw such certification and 
shall certify the names ofi^ligibles included in such certification on the next requisition 
received for the appropriate class gt employment. 

2 MCAR § 2.085 Permanen/appointments from eligible lists. All vacancies in 
positions in the classified servjre having a duration in excess of six months shall be filled 
by appointment through certification from eligible lists except as otherwise provided by 
Minn. Stat. ch. 43 and thra rules. In making an appointment from an eligible list, the 
appointing authority shaUrgive consideration to the quality and length of service of any 
eligible state employee jn addition to the primary consideration of the knowledges, skills 
and abilities of the candidate in relation to the specific vacancy and the needs of the 
agency. An appointment shall be effective on the date stated on the report of appointment. 

2 MCAR § 2.088 Provisional appointment>In the absence of an appropriate eligible list 
and when authorized by the commission^, the appointing authority may appoint a 
qualified person to fill a vacant positioiyfjn a provisional basis. The appointment shall 
terminate 90 days after establishmenyof an eligible list from which a selection and 
appointment could be made as a resi/lt of examination, or upon the expiration of six 
months, whichever comes first. In ifluividual cases, the commissioner may grant excep­
tions based on written documentation of continued shortage of qualified eligibles. 

The appointing authority in nominating a person for provisional employment, shall 
transmit to the commissioner a/Statement of qualifications of the nominee in such form as 
the commissioner shall prescribe. 

2 MCAR § 2.090 Trainee appointments. Trainee appointments are subject to the 
approval of the commissioner. Such appointments may be noncompetitive and shall not 
exceed two years in duration except for p/ychiatric residencies where, periods shall not 
exceed five years. Trainees shall acquiredio permanent classified status by virture of such 
appointments. Each appointment underprovisions of these rules shall be approved by the 
commissioner. 

A permanent or probationary enlployee may be appointed as a trainee in a pre-service 
training program approved by tne commissioner. During the course of such program, the 
employee's status and seniority will accrue in the class from which the employee is 
detached for training and the appropriate salary rates for the class and other benefits for 
which the employee is eligible in the classified service will apply as though the employ­
ee's service in the clas/had not been interrupted for training. 

iled June 28, 1974 
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2 MCAR § 2.091 Transfers. 
A. An employee may be transferred to a position in the same class injf different 

agency, or organization unit, with the approval of the commissioner and the appointing 
authorities concerned. Transfers of an employee may be made from a posUffon in one class 
to a position in another class only if it is determined by the corrulfissioner that the 
employee to be transferred possesses satisfactory qualifications and tffiie commissioner is 
satisfied that such transfer is in the best interests of the service. Jne commissioner may 
require written examinations or other evidence for the purposeycf determining qualifica­
tions for transfer. 

B. No transfer or change in work assignment imposedyfa penalty or which otherwise 
prejudices any employee, and without the employee'^oluntary consent, shall be ap­
proved unless the commissioner is satisfied that such a^ion is necessary in the best interest 
of the state service. 

C. Seniority shall be transferred in all cases of transfer within the same agency, or in 
cases of transfer by the Commissioner of Administration, but shall not be transferred in 
other cases of inter-departmental transfer. 

D. A transferred probationary or permanent employee may be required to serve a full 
probationary period beginning on the date of transfer at the request of the receiving 
appointing authority. The agency shalJffile notice of this requirement in writing with the 
commissioner and shall provide a cony of the notice to the employee prior to completion of 
the transfer. In the absence of suchrnotice, transfer of a probationary employee will not 
affect the running of the probationary period, and transfer of a permanent employee shall 
be with such status and not subject to a probationary period. When a probationary period is 
required in the case of a transfer of a permanent employee, such employee shall have a 
thirty calendar day trial perioC in the new position before the employee may be dismissed 
(except for just cause) demoted, or transferred without the employee's consent. Upon 
dismissal during the probationary period for cause other than misconduct or delinquency 
on the part of the employe during the probationary period and after the thirty calendar day 
trial period, the employee shall be restored to the position held prior to transfer. 

E. The commissioner may enter into arrangements with public personnel agencies in 
other jurisdictionsnbr the purpose of effecting transfer of employees. The commissioner 
shall not approye any transfer of an employee from a jurisdication without a federally 
approved meiy system to a grant-in-aid agency. Transferred employees shall accrue 

vacation leaye in accordance with these rules and may be credited with accumulated 
service in the agency from which transfer is made for purposes of determining vacation 
accrual rate. Transferred employees may be required to serve a new probationary period 
and may/>e credited with accumulated sick leave as provided in 2 MCAR § 2.136. 

F. Amy state employee who is transferred on a temporary basis to a non-state agency 
shall «)ntinue to accrue benefits, seniority and retirement of a state employee. 

[Amfended December 17, 1979] 
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Chapter Eight: 2 MCAR §§ 2.096—2.1Q5*Probationary Period 

2 MCAR § 2.096 Objective. The probationary period shall be regarded as an integral part 
of the selection process and shall be/dtilized for closely observing the employee's work, 
for securing the most effective a<fjustment of new employees to the position, and for 
rejecting any employee whose/performance does not meet the required work standards. 

[Filed June 28, 1974] 

Chapter Ten: 2 MCAR §§ 2.116—2.124 Reinstatement 

2 MCAR § 2.118 Reinstatement after resignationy&irement, voluntary demotion, 
or expiration of a leave of absence. Upon writtpfTapproval of the commissioner, an 
appointing authority may reinstate a former Deflationary or permanent employee to a 
position in a former class within one year of thedate or resignation, retirement, voluntary 
demotion, or expiration of leave of absence. Seniority upon reinstatement shall be 
calculated as provided in 2 MCAR §2/119. No former employee shall be reinstated 
directly as provided in this rule if a/ayoff list exists for the class for the agency or 
organizational unit but may make amplication to have his/her name placed on the reem­
ployment list. 
[Amended December 17, 197^ 

Chapter Thirteen: §§ 2.160-2.169 EnjpJoyee Development 

2 MCAR § 2.165 Trainee programs. Pre-service training programs may be established 
by the operating departments vnth the approval of the commissioner. Trainee appoint­
ments under these programyshall be consistent with 2 MCAR § 2.090. 
[Filed June 28, 1974] 

Chapter Fifteen: 2 MCAR §§ 2.175-2.179 Grievance P/6cedure 

2 MCAR § 2.179 Appeals. 
A. Appeals from selection process scores. Any competitor may appeal directly to the 

commissioner for reconsideration of a score received in any selection process within 30 
calendar days after the date of mailing notice/of the score by written request to the 
commissioner. The commissioner shall grantVreview in the event that reasons satisfac­
tory to the commissioner are presented. Tha^ommissioner may change the score of the 
competitor if it is determined that an error/was made in the original score. If such review 
discloses errors affecting the scores of ojher competitors, the review may be extended to 
the scores of such other competitors/No change made in the scores of such other 
competitors shall invalidate or in an/way affect an appointment already made in good 
faith as a result of the original scor/which may have been changed subject to this rule. 
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B. Appeals from reallocation of position^fify classified or unclassified employee 
whose position is reallocated, upon writtgj»*equest within 30 calendar days of the date of 
notice of reallocation of the positi^ffshall be entitled to appeal the action of the 
commissioner for reconsideration^uch request shall be writing and shall include materi­
als and exhibits to support th^equest for reconsideration. 

C. Other appeals an^nvestigations. The commissioner may consider any matters 
concerned with the^aministration of the personnel law and rules, cither on his own 
initiative or upoj^protest of an employee. The commissioner may conduct any necessary 
investigation/fmd may order any remedial action deemed warranted. 

[Filed Mdrch 15, 1976] 

Chapter Sixteen: 2 MCAR §§ 2.180—2.187 Travel and RelocationrtExpenses 

r relocation expenses under the 
.182 B.6. are met and if: 

2 MCAR § 2.182 Relocation expenses. 
A. Authorization. An employee shall be reimburse, 

provisions of this rule if the conditions of 2 
1. The appointing authority determinerfhat an employee is required to be trans­

ferred or reassigned to a different work statjjdT when the transfer or reassignment is not for 
the employee's sole benefit, or: 

2. The employee must chapfe residence as a condition of employment, or: 
3. The employee accetfB an appointment at a higher salary range, or: 
4. The employee Reassigned, transferred or demoted to a vacant position in the 

employee's agency due t^ne abolishment, transfer of the function to another governmen­
tal jurisdiction or privpre enterprise, removal to a new location or to another state agency 
of all or a major offftion of the operations of the employee's appointing authority. 

An employee tamsferred under these conditions shall receive prior authorization before 
incurring an^xpenses authorized by this rule. 
An emplflyee who is demoted during the probationary period after the trial period, shall 
receiyerthose relocation expenses provided in 2 MCAR § 2.182 B.3. and 4. 

rcation expenses authorized by this rule may be paid to a person initially accepting 
(Jployment in the state service with the advance approval of the commissioner. Payment 

be made only after the person becomes a state employee. 
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B. Relocation expenses covered. 

1. Travel status. An employee transferred or reassigned at the convenience of the 
state service as defined in A. above shall be considered in a travel status for ajperiod of up 
to ninety calendar days and shall be authorized to be reimbursed for jeturn to such 
employee's original work station once a week. During the first ninety aflendar days the 
state may also reimburse the cost of transporting the employee's spousertwice during such 
period, including the cost of mileage, meals and lodging, but not to^xceed a total period 
of seven calendar days. In addition, the state may reimburse theywnployee's family for 
reasonable transportation costs to the new work station at the poytt that the move is made, 
including mileage, meals, and lodging. Such expenses shall (^reimbursed consistent with 
these rules. 

2. Realtor's fees. The state may pay the cost of>£altor's fees on the home being 
sold by the employee but in no case shall such payment exceed $3,000.00. 

3. Moving expenses. The state shall payjme cost of moving and packing of 
household goods. The employee shall obtain twoilr more bids for packing and moving of 
household goods. Approval shall be given by tharappointing authority before authorizing a 
mover to pack and ship household goods. fWstate shall also pay for the cost of moving 
house trailers where that is the domicile of thpemployee, including the cost of transporting 
blocks, skirts, or other attached fixturesVihe employee shall obtain two or more bids. 

4. Miscellaneous expenses. Thpemployee shall be reimbursed up to a maximum 
of $350.00 for miscellaneous expenses directly related to a move. Such expenses shall be 
reimbursed when supported by docimientation. These expenses may include such things 
as disconnecting and connecting appliances and/or utilities, or other costs associated with 
the purchasing or rental of a new residence not covered elsewhere in this rule. 

5. Liability. Neither/the State of Minnesota nor any of its agencies shall be 
responsible for loss or damage to any employee's household goods or personal effects as a 
result of such transfer. 

6. Eligibility .IA order to be eligible for any payment of moving expenses or to be 
eligible for reimbursement of any expenses under this section, the new permanent work 
station shall be at least 35 miles from the current work station or the change in residence 
must be required By the appointing authority as a condition of employment and the change 
in residence must be completed within 6 months of the effective date of the appointment to 

| the new position, unless an extension of time is approved by the appointing authority. 

\ .{Amended Jffly 1, 1979 and December 17, 1979] 
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<f 

Chapter Seventeen: General Provisions 

2 MCAR S 2.198 Social Security Administration for the/public 
sector. ^r 

A. Authorization. Pursuant to Minnesota Stajfutes, section 
355, the following rules are promulgated to bey^plicable to the 
state, any political subdivision thereof, or c^/erage group to 
be included under the Federal Old Age and Suntfivors Insurance 
System. f 

B. Definition of terms. The terms defined in this section 
shall have the meaning ascribed to themyfierein. 

1. The terms "state agency," "jfages," "employment," 
"employee," "Social Security Act," "xolitical subdivision," and 
"Federal Insurance Contributions Ag£, " mean as defined Minnesota 
Statutes, section 355. f 

2. The term "coverage gyup" means the grouping of 
positions in any political subdivision or political subdivisions 
of the state as they are brought under the provisions of the 
Federal Social Security Act^pursuant to Minnesota Statutes, 
section 355, and for which^ontributions for each grouping are 
required by law to be transmitted to the state agency. 

C. Employee accounynumbers. At the time a political 
subdivision makes its ifirst quarterly report for Federal Old Age 
and Survivors Insurance, it shall be necessary for each covered 
employee of such political subdivision to have a social security 
account number. f 

1. Each employee shall make available for the records of 
the payroll recgfd unit the social security account number which 
has been assigned by the Social Security Administration. If an 
employee doesinot have a number, the employee shall make 
application tinerefor with any field office of the Social 
Security Administration within seven days after the employee 
begins worj/for the reporting unit, except that the application 
shall be made on or before the employee leaves the employ of the 
reportingfunit, if such date of leaving precedes the seventh 
day. Amplication is made on Form SS-5. 

f.. Only one account number shall be assigned to any 
employee. Any employee whose name is changed by marriage or 
othe^fise, or has stated incorrect information on Form SS-5, 
shoJTld report such change or correction to a field office of the 
Soafi.al Security Administration. The old name should be used for 
^pdyroll and for wage report purposes, however, until the change 
ihjas been processed by the Social Security Administration. 

/ 3. The political subdivision shall enter the employee's 
'name and account number exactly as shown on the individual's 
account number card on all records, returns, reports and 
claims. Upon failure of an individual to show the card when the 
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individual first performs services under an agreement, the 
political subdivision by which the individual is Employed shall 
request to see the individual's card. 

D. Identification number for coverage grojsfps. The Social 
Security Administration will assign an employer identification 
number to the state, each political subdivision thereof, and 
coverage group to be included under the Faaeral Old Age and 
Survivors Insurance System. If any political subdivision 
maintains more than one payroll record-pnit, a unit number will 
be assigned to each separate payroll jBcord within the coverage 
group. The identification number, including the unit numbers 
assigned to payroll record units, ifirany will be entered on all 
reports, returns, forms, claims andfcorrespondence. 

E. Employee's contribution, ^he employee's contribution is 
measured by the amount of wages^actually received on or after 
the effective date of the agreeinent or modification entered into 
between the state and the Secr/tary of Health, Education and 
Welfare (hereinafter referred/to as "state agreement") with 
respect to services performed in employment by the employee in a 
coverage group included in auch agreement or modification. 
After the maximum reportable wages as provided in Title II of 
the Federal Social Security Act have been paid an employee 
during a calendar year, additional wages paid that employee 
during the remainder of tpe calendar year are not subject to 
deductions for social security taxes and no further wage 
contributions are required. 

1. The social afecurity tax rates to be applied against 
the wages of employees within the coverage group and which are 
to be matched with a/ equal amount by the payroll record unit of 
the state or politi/al subdivision (hereinafter referred to as 
the "reporting unit/') are the contribution rates established by 
Title II of the Fefleral Social Security Act. 

2. Taxes spall be computed on the basis of the rate 
effective at the/time the wages are actually or constructively 
received or paic 

However, wages received by an employee subsequent to the 
effective data of coverage for services rendered in a period 
prior to the yeffective date of coverage cannot be regarded as 
"wages received for employment" and such amounts are not subject 
to tax. Therefore, where the state agreement makes social 
security coverage effective January 1 of a calendar year, wages 
received by an employee in such calendar year for services 
rendered im the previous calendar year cannot be regarded as 
"wages received for employment" and such amounts are not subject 
to tax. 

3./ Where an employee performs services during a calendar 
year for the state and one or more political subdivisions or for 
two or Aiore political subdivisions, the wages paid in any 
calendar year to such employee by the state and each such 
political subdivision not in excess of the maximum reportable 
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wages as provided in T i t l e II of the Federal Social Sesrtirity Act 
shall be reported by the state and each political 
with the following exception: Where the state of 
the matching employer social security contributio: 
for teachers in Minnesota public schools, then 
reportable wages as provided in Title II of the 
Security Act paid to such individual in the 

sub 
M: toes 

egat 
subject to the social security tax and reporteiT as wages. 

lvision, 
sota pays 

ax, such as 
the maximum 
ral Social 
e are 

4. The reporting unit shall be r 
collect from each employee the amount o 
due by deducting said amount from emplo 
or constructively paid. The reporting 
tax notwithstanding the fact that the ' 
medium other than cash. After the mats 
provided by the reporting unit, the 
contribution shall be remitted to thjf s 
the Social Security Contributions 
following schedule: 

esponSible for and shall 
f tax determined to be 
yeaf s wages when actually 

shall collect the 
jes are paid in any 
ng amount has been 

al social security 
tate agency for credit to 
in accordance with the 

a. For each month 
due on the wages paid shall be 
within the fifteen days peri 
beginning with the month of 
the 15-day period is a lega 
social security contributic 
preceding work day. 

the/social security contributions 
rwarded to the state agency 
llowing the end of each month 

y 1980. Where the last day of 
liday or a nonwork day, the 

payment is due on the next 

b. Where the 
matching employer socij 
Minnesota Statutes, sei 
payments under a. abc 
contribution withheld 

:e assumes the responsibility for the 
security contribution pursuant to 

:ion 355.46, subdivision 3 (b), the 
shall be equal to the required employee 
ily. 

c. In li|?u of remitting at times indicated above, the 
reporting unit majf remit the required social security 
contribution paynrent at the end of each payroll period or after 
each salary paWent made to the employees, but in no event shall 
the contributiam payment be made later than the time periods 
specified in a* of this section. 

'with each contribution payment, the reporting unit 
must submit/a completed approved remittance form prescribed by 
the state jrgency. 

If any monthly contribution payment is not received 
by the sAate agency within the deadlines specified in a. above, 
interes/c will be charged to the reporting unit at the rate of 
six pe/cent per annum on the contributions due for each month or 
part ft a month from the due date, but in no case shall such 
inte^st charge or penalty be less than five dollars ($5). 

5. The reporting unit is liable to the state agency for 
employee's share of the tax whether or not such share has 

=n withheld from the employee's wages. Notwithstanding the 
foregoing, the employee remains liable for the employee's share 
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of the tax on all wages received by the employee not iiyexcess 
of the maximum reportable wages as provided in Title Ifi of the 
Federal Social Security Act per calendar year. 

6. If any reporting unit fails to make the ̂ >cial 
security contribution payments required by law andr these rules, 
the delinquent payments due with interest thereolf at the rate of 
six percent per annum or the minimum penalty as/established by 
these rules, whichever is greater, may be rec 
by the state agency in a court of competent 
each and every political subdivision liable 
the request of the state agency, be deductj 
moneys payable to such political subdivis 
or agency of the state. 

'ered in an action 
Lsdiction against 
jrefor or may, at 

from any other 
by any department 

7. The state or a political subc 
to begin making deductions for social 

the> 

Lsion is not authorized 
irity taxes from the 

tate agreement has been 
ernment by the Secretary of 
er, as soon as the state 
has been approved, the 
necessary deductions from 

date of said agreement or 
total contribution payments 
f the state agreement are 

earnings of employees until after 
approved on behalf of the federal 
Health, Education and Welfare. How 
agreement has been fully executed 
political subdivision shall make 
earnings, retroactive to effecti 
modification thereof, so that t'. 
required from the effective dat 
transmitted to the state agenc^ along with initial reports 
before the initial deadline asfdetermined by the state agency. 
The exact method and time of deducting retroactive contributions 
from employees are matters tp be determined by each political 
subdivision individually 

8. The responsibility of each reporting unit to make the 
required deductions from Earnings of all covered employees shall 
not be affected by the fact that some employees may, while 
employed, be receiving f̂ecial security benefits. 

F. Wage reports.- Every political subdivision, and coverage 
group therein, included in the state agreement shall make a wage 
report to the state arcjency for each reporting period beginning 
with the first reposing period with respect to which the 
agreement or modification is effective, until it files a final 
report as required/by law. 

1. Quar 
for periods pri 

ter Ly reporting of covered wages paid is required 
to January 1, 1981. 

a. Ttfe original and one duplicate copy of the 
consolidated quarterly payroll report shall be submitted on Form 
SSA-3963 for yeach reporting unit in conformity with the 
requirements/of the Secretary of Health, Education and Welfare. 
Each quarterly report must be a consolidated report, which shall 
include aly covered wages paid to personnel employed by any 
epartment/ boards, and commissions reportable under the 
dentification number assigned to the political subdivision or 
coverage/group. The summary information shall be shown at the 
bottom dt page 1 of the Form SSA-3963. 
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b. Each quarterly report, properly completed^ must be 
received by the state agency not later than the following dates: 

April 20 (for the quarter ending March 31) 

July 20 (for the quarter ending June 30) 

October 20 (for the quarter ending Septamiber 30) 

January 20 (for the quarter ending December 31) 

ab' 

c. Each quarterly report mus 
check or checks made payable to Minne 
Contribution Fund, or by a copy of th 
prescribed in 2 MCAR S 2.198 E.4 
equal the sum of both the required 
subdivision and the required deduc 
personnel in the coverage group 
the state agency, the reporting 
part of a cent unless it amounti 
which case it shall be increasa 

accompanied by a 
State Treasurer, 

remittance form 
which amount shall 

ribution of the political 
s from the earnings of all 

n payment of contributions to 
it may disregard a fractional 

"onti 

to'one-half cent or more, 
to the nearest cent. 

d. The initial quarterly reports and required 
remittances for the period Kom the effective date of coverage 
to the end of the quarter ^n which any political subdivision 
becomes covered under the^tate agreement must be transmitted so 
as to be received by theistate agency on or before the date 
fixed by the state ageng# for the filing of such initial reports. 

e. Even tho 
reporting unit must 
"no covered wages 
body of the form. 

h no wages are paid in a quarter, the 
e a report on Form SSA-3963 indicating 

d." This notation shall be made on the 

f. If 
state agency wil 
interest will b? 
six percent pe: 
or part of a 
interest charjOe 

arty quarterly report is not received by the 
'in the respective established deadlines, 
charged to the reporting unit at the rate of 
annum on reportable contributions for each month 
th from the date due, but in no case shall such 
or penalty be less than five dollars ($5). 

lual reporting of covered wages required for 
calendar yf(ar 1981 and for each year thereafter. 

_. Each report must be a consolidated report which 
shall in/lude all covered wages paid and reportable under the 
identification number assigned to the political subdivision. 
The information shall be furnished on forms prescribed by Social 
Security Administration. 

b. Each report must be received by the state agency 
.ater than January 31 of the following year. Reports and 

iribution payments which have not been prepared in accordance 
state agency rules and instructions will not be accepted 

will be subject to the penalties imposed by these rules. 
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c. The contribution payments remitted for ea 
calendar year pursuant to E.4. shall equal the social/security 
contributions due on the covered wages included on tire report 
submitted pursuant to this section. Any difference^ shall be 
fully explained and the additional contributions, ^f any, shall 
be remitted with the completed report. 

ions, jfi 

blished due 
additional 

($5) for the 
) for each 
11 be assessed 

d. Wage reports received after the es 
date will be considered delinquent. To cover 
administrative costs, a penalty of five doll 
first day of the delinquency and one dollar 
additional day that the report is delinquent) 
against the reporting unit. 

.e. In addition to the wage reports required by the 
above paragraphs of this section, quarterly summary data as 
prescribed by Federal Social Security regulations shall be 
submitted in accordance with state agency instructions. 

3. The original and one copy of any adjustment report 
called "State's Report of Adjustment/," Form SSA-3964 shall be 
immediately completed and forwarded/to the state agency upon 
determination by the reporting unil? that one or more of the 
following errors were made on^ one/or more quarterly wage reports 
or on a previously submitted adjustment report. 

a. Wages omitted froy report. 

b. Not enough wages/reported. 

c. Excessive wages reported. 

d. Wages reported in excess of the maximum reportable 
wages as provided in Title II of the Federal Social Security Act. 

tfn c e. Wages shown on report for wrong period. 

f. Wages reported for wrong individual. 

The reporting unit shall be liable for the payment of 
interest on any FOOTI SSA-3964 adjustment report which is 
determined by the federal government to be delinquent. 

4. The ad/ustments listed in 2 MCAR S 2.198 F.3. above 
must be submitted before the expiration of the time limitations 
established by^;he federal statute of limitations which are as 
follows: 

a. /Adjustments covering reporting of additional wages 
resulting iri the assessment of additional taxes must be received 
by Social Security Administration before the latest of the 
following; 

(1) Three years, three months, and 15 days after the 
year in/which the wages, upon which the additional tax became \ 
due under the state agreement, were paid; or ^ 

V 
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became due. 
(2) Three years after the date on which such Jsax 

b. Adjustments covering reduction or cancelation of 
wages previously reported and resulting in a claim foir refund or 
credit must be received by Social Security Administration before 
the latest of the following: 

(1) Three years, three months and 15 rfays after the 
year which includes the calendar quarter in whicJJT wages were 
paid or alleged to have been paid with respect go which the 
overpayment occurred; or 

(2) Three years after the due da^e of the payment 
which included the overpayment; or 

(3) Two years after the overpayment was made to the 
Secretary of the Treasury by the state ajjency. 

G. Records. Every political subdivision shall keep accurate 
records of all wages, whether in cash#or in a medium other than 
cash, paid or available for payment ]fo employees of the 
political subdivision. 

1. Each political subdivision shall use such forms and 
systems of accounting as will enable the state agency, the state 
agency's duly authorized representatives, or the agents of the 
Secretary of Health, Education Jind Welfare, to ascertain whether 
the social security taxes for Jthich the political subdivision or 
coverage group is liable are /orrectly computed and paid. Such 
records shall show with resn/ct to each employee: 

a. The name, addiress and account number of the 
employee and such additioi^l information with respect to the 
employee as is required fefy these regulations when the employee 
does not show the employee's social security account number card 
as issued to the employee. 

b. The tota/ amount (including any sum withheld 
therefrom as contribution or any other reason) and date of each 
wage payment and th/ period of services covered by such payment. 

c. The 
wages subject to 

nount of such wage payment which constitutes 
:ax. 

d. Th£ amount of employee's contributions withheld or 
collected with/respect to each total wage payment, and if 
collected at J time other than the time such payment was made, 
the date collected. 

If the' total wages, item b. above, and the amount thereof 
which is subject to tax, item c. above, are not equal, the 
reason therefor shall be made as a matter of record. 

icurate records of the details of each adjustment or 
settlement, made pursuant to any state agency instructions or 
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rules or federal regulations, shall also be kepj? by the 
political subdivision. 

2. Each such political subdivision sha*ll keep a copy o f 
any return, report, schedule, statement or jmy other documents 
as a part of its records. 

3. Any such political subdivisionJbr any employee 
claiming refund, credit or abatement ofJany tax or interest 
collected shall present a detailed record to establish the 
validity of such claim. 

4. All records required by thise rules and federal 
regulations shall be kept at a convenient and safe location 
accessible to representatives of tMe Secretary of Health, 
Education and Welfare and of the tftate agency. Such records 
shall at all times be open for inspection by such officials. 

5. Each political subdivision shall establish a system of 
controls whereby no employee sjftall be taxed on wages in excess 
of the maximum reportable wages as provided in Title II of the 
Federal Social Security Act /or each calendar year. These 
controls shall be set up so/that the tax will be withheld on the 
exact amount of the reportable wages as provided in Title II of 
the Federal Social Securiw Act received by an employee in a 
calendar year. There shafl be no pro-rating of the year's total 
tax liability of such employees over the 12 months' period. 

6. All records required by these rules and federal 
regulations shall be m/intained for a period of at least four 
years after the date trie contributions, to which the records 
relate, became due, off after the date the contributions were 
paid, whichever is l/ter. Records required in 2 MCAR S 2.198 
G.3. above shall be/maintained for a period of at least four 
years after date in/which the claim is filed. No records shall 
be destroyed or otherwise disposed of, even after the lapse of 
the four years, without the written consent required pursuant to 
Minnesota Statutes, section 138.17. 

7. Any political subdivision whose existence is 
terminated by reorganization, consolidation or annexation or 
which is abolished by statute or other legal action shall report 
such fact to fane state agency at the time the final report is 
submitted and/also indicate at that time where all records and 
documents wi/l be stored or maintained and the name of the 
individual ox officer responsible for the safekeeping of such 
records and/documents. 

8. /Each such political subdivision shall furnish to each 
individual performing service in employment as an employee in a 
coverage/group included in the state agreement a written 
statement showing with respect to wages paid or available for 
payment/to the employee for such service on or after the 
effectj/fe/iate of the agreement or modification: 

The name and identification number of the political 
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subdivision or coverage group in which services were performed 

b. The name and account number of the employee; 

c. The period covered by the statement; 

d. The total amount of wages subject to contributions 
paid during this period; and 

e. The amount of employee's contributi<yf withheld in 
respect to wages. 

The statements must be given to employees^not later than 
January 31 of the year following the calenda^year covered by 
the statement unless the employee leaves 
coverage group, in which case, the final 
to the employee on the date the last p; 
Since all employers, including the stats 
subdivisions, are required to furnish 
of income tax withheld and statements/of 
contributions withheld, Form W-2, 
be used for the above purposes. 

oyment in a 
tement must be given 
of wages is made, 

and political 
'loyees with statements 
social security 

Withholding Statement, shall 

H. Administrative costs. Eaafi department or agency of the 
state and each political subdivision which is included in the 
coverage agreement or modification entered into between the 
state and the Secretary of HeaAth, Education and Welfare will be 
liable for a pro-rata share cK. the costs of administration of 
Minnesota Statutes, section^55, as certified by the state 
agency. The amounts certilT.ed will be based upon the social 
security contribution taxX>aid or payable on wages paid to 
employees of said political subdivisions or coverage group 
coming within the provi/ion of said law, provided that in 
addition to the above afrdinary reimbursable expenses, the state 
agency may charge a political subdivision for any extraordinary 
costs of administration relating to matters affecting 
exclusively that pa/ticular political subdivision. 
Notwithstanding th^ above provisions for determination of the 
pro-rata charges, /there shall be a minimum pro-rata charge of 
five dollars ($5/ for each reporting unit which reports wages 
for any individvml during the period involved. The amounts 
certified shal/be due and payable upon notice from the state 
agency /and al]r checks shall be payable to Minnesota State 
Treasurer, Stfate Agency Revolving Fund. Further, the amounts 
appropriated^, if any, by the state legislature to cover the 
pro-rata co^ts of state departments and agencies operating on 
state /appropriations shall be considered to fully cover the 
pro-rataycharges of such departments and agencies for such 
perio(d. 

Neither wage reports nor social security contributions 
made direct to the Social Security Administration or 

ral Reserve Bank by a political subdivision. 
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Chapter Eighteen: ̂ definitions 

The following words and teams wherever used in these rules 
shall have the meaning indicajjie'S below: 

\2 MCAR S 2.201 "Affirmative action" means a management posture 
^X*or point of view that^n.1 barriers to employemnt opportunity 

.A that are not based qjr specific job requirements should be 
\) identified and removed; further, that initial employment and 

X
v, advancement opportunities for persons in protected groups shown 
T\to be underutilized in an agency's work force should be 

facilitated sar that the inbalance is redressed. 

fl 

A* 
2 MCAR S>2.202 "Affirmative action plan" means a coherent set of 
management policies and procedures designed to find the barriers 
contributing to imbalance in an agency's work force and to 
fosjrer the correction of any imbalances which are found to exist. 

O'-.X 
A. 
rU' authority. ( 

2 MCAR S 2.205 "Agency subdivision" for purposes of affirmative 
action, means a state hospital/nursing home, state school, state 
university, commusnty college, correctional facility or regional 
or district offyce under the jurisdiction of a state agency, 
which is geographically separate and which has an appointing 

M>\ 2 MCAR S 2^208 "Board" /(feans the State Personnel Board. 

0" 

4>N 

0T-

2 MCAR S 2.212 "Craft" meanfe those positions involved in skill 
specialized work, where thre completion of formal 
apprenticeships, vocatiojral school, or equivalent training are 
normally required for sjlccessful work performance. Usually 
special licensing is acquired. 

y 

.g& 2 MCAR S 2. 
^ iXDepartment, 

0^ 

2 MCAR S 2.2121 "Craft-sun4rvisory" means those positions which 
^g^meet the definitions of bfcth 2 MCAR SS 2.212 and 2.259. 

215 "Department^means the State Personnel 
including the ̂ commissioner and the employees thereof. 

^ 

2 MCAR S 2. 
list means 
commissione 
eligible li 

222 "Exist or 
that a list ha 
r or has not 
st as presc 

2 MCAR S 2. 
Acorrect an 
group membe 

ting" for purposes of an eligible 
t been abolished by the 

eeded the maximum duration for an 
by the law. 

224 "Goal" means/a numerical objective designed to 
identified deficiency in the utilization of protected 
rs. 
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2MCAR § 2.231 

25 "Handicapped" means any person who: 

has a physical/>r mental impairment which substantially 
:s one or mere manor life activities, 

B. has a recoVd/of such an impairment, or 

is regarde/ having such an impairment. 

For purposes of •fihese rules, the term "handicapped" does 
not include any individual who is an alcohol or drug abuser 
whose currentyuse of alctohol or drugs prevents such individual 
from performing the duties^ of the job in question or whose 
employment. Jay reason of sufh current alcohol or drug abuse, 
would constitute a direct threat to property or the safety of 
others. 

. i ' 

<v\\ 
0 
r 

• 

v -A 

MCAR S 2.227 "Intern" means persons employed in programs which 
i ai\. associated with an academic institution where the intern 

.ves credit from the academic institution for the work 
experience. These programs are generally one year in length 
with eftoloyment being effected by contract through the 
coordinator of internships. 

2 MCAR S 2.2"^ "Labor force statistics" means figures as 
determined by>the most recent federal census published by the 
U.S. Departmeni^^if Commerce, Bureau of the Census on the 
estimated numberNof persons sixteen (16) years of age or over 
who are working o\are seeking work or who are unemployed at the 
time. 

«\ 

2 MCAR S 2.229 "Labor ml 
which an employer is seelil 
of worker and there is an 
jobs in that occupational 

et area" means a geographic area in 
.g a particular occupational category 

ilable supply of workers seeking 
caXegory. 

^\ 2 MCAR S 2.230 "Laborer" means tTtose positions performing 
. unskilled manual work requiring noVspecial training and usually 

_v\ done with clearly-defined procedure^ under class supervision or 
with specific directions, such as digging, loading or wrapping 
m a t e r i a l s . / 8 S/t #7? /Z-/?-g$ 
2 MpAR S 2.2301 "LabBur^r-supervisory" means those positions 
which meet the definitions of both 2 MCAR SS 2.230 and 2.259. 

2 MCAR S 2.231 
VA amendments 

ans the state personnel act and 
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2 MCAR S 2.233 "Leadworker 
provide work direction to 
also participating in the 
work performed has to do w 
performed by subordinates 
ordinary production or pr; 
of the employee's dutie 
the supervisory authority 
term "supervisor." Where 
judgment in dealing/with o 
routine or clerical nature 

means employees whose function is to 
a limited! number of co-workers, while 
work jrt the unit. The majority of 
ith^the same kinds of tasks as that 
p̂ v where not the same, has to do with 
essional work which is a regular part 
Leadworkers typically do not exercise 

described in the definition of the 
leadworkers are required to exercise 
ther employees, decisions are of a 

/ 

2 MCAR S 2.236 "Occupational category" means one of the groups 
of classes defined in 2JTCAR SS 2.212, 2.2121, 2.230, 2.301A, 
2.234, 2.237, 2.2371,^239, 2.2391, 2.249, 2.2491, 2.256, 
2.2561, 2.260, and 2^E601. 

/olving J 

sing j 

2 MCAR S 2.237 "Of f ice/clerical^neans those positions invo 
a wide variety of office ski liar needed to carry out office 
processes and procedures, sudf as keeping records, process 
paperwork, operating of f ice >fiachines and handling communications 

2 MCAR S 2.2371 "Office/clerical supervisory" means those 
positions which meet the deflations of both 2 MCAR SS 2.237 and 
2.259. 

2 MCAR S 2.239 "Operative" means/those positions performing 
semi-skilled manual work invol^ng limited training and 
judgment. Work is generally .performed under close supervision 
and may include the operation of light trucks and vehicles or 
other machines and equipment'. 

2 MCAR S 2.2391 "Operative-sup 
which meet the definitions of 

y" means those positions 
MCAR SS 2.239 and 2.259. 

N* V 

2 MCAR S 2.245 "Pre-service trainee'^neans persons employed in 
programs which are associated with/a specific class or position 
and lead directly to employment ior the classified service. 
These programs vary in length fr̂ ni 30 days to two years. 
Training plans for specific pro/grams are received and approved 
by personnel's training divisaron. .*** 

2 MCAR S 2.249 "Professional" means any employee engaged in work' 
predominantly intellectual and varies in character, as opposed 
to routine mental, manual, mechaniaal, or physical work; 
involving the consistent exercise^if discretion and judgment in 
the theoretical principles and techniques of a field of science 
or learning, however acquired,/but customarily acquired by a 
prolonged course of specialized instruction and study in an 
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institution of higher leajanng, as distinguished from a general 
secondary education, oj^fechnical post-secondary education such 
as an apprenticeship^ior training in the performance of routine 
mental, manual,^or^physical processes. 

2 MCAR S 2.2491 "Pa^essional-supervisory" means those position 
which meet the definitions of both 2 MCAR SS 2.249 and 2.259. 

2 MCAR S 2.251 "Pro 
"protected group" 
subdivision 1 
2.225. 

group" means all groups defined as 
sota Statutes, section 43.15, 

lso definition of "handicapped," 2 MCAR S 

2 MCAR S 2.252 "Provisional emn^yee" means an employee who has 
been appointed to a position^fithout having been appointed from 
an eligible list on a conditional basis in accordance with 
Minnesota Statutes, s e c ^ n 43.20, subdivision 2, pending 
examination and probationary appointment in accordance with-
Minnesota Statutes^^hapter 43 and these rules. 

i^Trn 2 MCAR S 2.255 " Seasonal means employment for a period not to 
exceed ten months du-rang 12 consecutive months. 

2 MCAR S 2.256 "Se 
the personal rathe 
group or the gener 
provide personal 
institutions, or 
maintenance, s 
requires littj^or 
positions arjrdist 
positions usually 
commonly Aork insi 

rvice" m&jffis those positions which attend to 
r than^roduction needs of a particular client 
al p^^ic. Positions in this category may 

alth care to residents of state 
orm work in areas such as building 

ity, food service, or inspection. Usually 
no prior training and experience. Service 
inguished from laborer positions since such 
do not involve as much heavy work and most 
de. 

2 MCAR S 2.2561 "Serv^Pe-supervisory" means those positions 
which meet the definitions of both 2 MCAR SS 2.256 and 2.259. 

V 

2 MCAR S 2.258 "Student workaf means persons employed in 
programs which are related^to an academic program and/or 
department speciality anffpersonnel needs. No academic credit 
is given and the trawjrtmg experience does not lead directly or 
indirectly to employflfeht in the classified service. These 
programs are generally seasonal or temporary in nature with 
persons employe>ffin the unclassified service. 

2 MCAR S 2.259 "Supervisory'''means those positions which are 
primarily involved with Jme human resource, accountable for; 
getting things done through and with assigned personnel. This 

\ 
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includes providing work direction, and utilising allotted /I 
resources in order to accomplish assignments. The significance 
of positions included in this category is^that they have 
authority to perform the following actions, or to effectively 
recommend them: hire, transfer, susp»ihd, layoff, recall, 
promote, discharge, assign, reward,Vor discipline other 
employees or responsibility for directing them or adjusting 
their grievances. To be defined^as a supervisor, positions needj 
not perform all or a majorityirc these responsibilities. 
However, a substantial amoun^of time must be consumed by the 
activities described above.> 

2 MCAR S 2.260 "Technical/parapro 
positions requiring a basic know 

ional" means those 
of the practice and 

O'yVi procedures of a scientific or professional field. Work 
t}\ ̂  performed is normally suppory?ve of a professional discipline, 
Q^ but does not require knowledge of the theoretical principles of 
I the field. Some independence in judgment is normally required. 
I Some positions in this c/AT:egory may require licensing or 

registration 

2 MCAR S 2.2601 "Technical/paraprofessional-supervisory" means 
those positions which meet theySefinitions of both 2 MCAR SS 
2.260 and 2.259. 

2 MCAR S 2.261 "Temporary employeeJV^rieans an employee who has 
been appointed to a position whiciThas a definite ending date. 
(Minnesota Statutes, section 43^20, subdivision 5) 

2 MCAR S 2.262 "Timetable" means a prescribed reasonable time 
period in which affirmative action goals are expec£sgd to be 
achieved. 

2 MCAR S 2.263 "Transfer" means the movement of an employee from 
one department or organizational unit to smother department or 
organizational unit, or from one class Jo another class within 
the same department or organizational jimit in a comparable 
salary range and usually involving the performance of similar 
duties and requiring essentially thp same basic qualifications. 
Job rotation assignments made in aCnjunction with an established 
job rotation program designed to^icquaint employees with various 
operations of an agency are nojrtransjfers. 

2 MCAR S 2.264 "Under utilization" means the employment, in an 
occupational category, of fewe^qualified protected group 
members than would reasonabl/be expected by their availability^ 
in the labor market area. 
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Chapter Twenty: Statewide Affirmative Action Program 

2 MCAR S 2.290 Policy. It is the policy of the state of 
^Minnesota to"implement and maintain an affirmative action 

:ogram designed to eliminate underutilization of qualified 
protected group members within the state civil service through 
series of specific result oriented procedures combined with goojd 
faitb effort. 

2 MCAR ̂ S 2.291 Scope. The provisions of this chapter shall 
apply tovall agencies in the executive branch and to both 
classified and unclassified positions of those agencies, 
notwithstanding 2 MCAR S 2.004. In the event of a conflict or 
duplications between requirements of these rules and federal 
regulations^nd at the request of the agency head, the 
commissioner^hall permit an agency to substitute a federally 
required procadure for a similar procedure otherwise required b^ 
these rules. 

2 MCAR S 2.292 Rei 
head. 

Donsibility and accountability of the agency 

A. The agency he£ 
the agency's affirmati 
existing laws, federal 

shall be responsible for administering 
action program in compliance with 

regulations and state rules. 

B. The agency head snail be accountable to the governor and 
to the commissioner for affirmative action compliance. I 

2 MCAR S 2.293 Requirements $pr agency affirmative action plana. 

A. The head of each agencyNwith twenty-five (25) or more 
employees shall submit to the commissioner an agency affirmative 
action plan that shall contain a^least the following but at th'e 
discretion of the agency head may^pntain other provisions not 
in conflict with these rules: 

1. Identification of the prote\ted 
underrepresented in the agency's work 
covered by the affirmative action plan 

group or groups 
e and, therefore, 

2. Designations of those persons 6V groups responsible 
for directing and implementing the agencyVtffirmative action 
program and the specific responsibility, accountability, and 
duties of each person or group. 

3. Statement of the agency head's con 
affirmative action program and to the implen 
agency affirmative action plan. 

Ltment to 
Vtation of the 

V 4. Specify a readily accessible location 
of the agency's affirmative action plan. 

sr the postings 
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5. Description of methods by which the agency affirmative] 
action program is communicated internally and externally to | 
employees and other interested persons. 

6. Description of internal procedure for processing 
complaints of alleged discrimination from employees. 

as to 
compla 
inte 
establi 
determine 

srnal 

other appr 
time limi 

a. The initial step shall provide for a determination 
ther the complaint is properly a discrimination 
and, therefore, appropriate to be addressed by the 
rocedure. Time limits on such determinations shall be 
d to permit the employee to pursue a complaint 
.to be other than a discrimination complaint through 

ta 
sriate grievance procedures in accordance with the 
Lons of those procedures. 

b. Stomplaint procedures shall provide for a final 
written answer\within sixty (60) days of the filing of a formal 
complaint. 

c. Di 
commissioner with 

sp\sition of complaints shall be filed with the 
thirty (30) days of final determination. 

7. Goals andtimetables that shall be established using 
the following standards. 

a. NumericalXgoals shall be established for the agenc 
and for each agency's subdivision with 25 or more employees that 
is in a geographic locaMon with a labor market area separate 
from that of the central\office. 

b. Agency heads^hall use labor force statistics from] 
census data when availableVto examine work force participation, 
or when an agency requests \he authority to substitute more 
specific data, the commissiajner shall consider alternative data 
sources and determine their Applicability based on the following} 
criteria: 

(1) the objectivity 

(2) the reliabili 
to generate the data, and 

ty 

of the supplying organization, 

kof statistical procedures used 

(3) comparability of 
geographic, handicapping conditic 

:a categories (occupational, 
for example) used. 

c. Underutilization of protected groups shall be 
determined using statistical formulae\which shall be based on 
the fol 

ined using statistical formulae*whic 
llowing criteria: \ 

(1) Types of jobs within each 
subdivision; 

agency and agency 

(2) Number of employees in thosi^ jobs, by state 
class title and by protected group; 
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(3) Availability of protected group workersyfiaving 
the qualifications for those jobs and; 

(4) Geographic locations and applicableVLabor market 
areas for each type of job in each agency and agerjjjy subdivision. 

d. Goals shall be established for each^occupational 
category by protected group based upon a comparison of the 
composition of the agency or the agency's subdivision work force 
to the composition of the relevant civilian Ĵ ibor force in an 
identified labor market area. 

e. Goals shall be established £&c each occupational 
category by protected group for which th#comparison shows an 
underutilization of one or more protec^a groups. 

f. Timetables shall be esti 
upon turnover and hire rates withii 
in the agency or within each agenc; 

ished to meet goals based 
'ach occupational category 

ivision. 

8. Identification and description of methods for 
developing programs and programyobjectives designed to meet 
affirmative action goals. 

9. Methods of auditing, evaluating, and reporting program 
success to include a procedure that requires pre-employment 
review of all hiring decisions for occupational categories with 
unmet affirmative action jgoals. 

10. The offici. 
which provides for sec 
components. 

affirmative action transmittal form 
Lon by section verification of the plan's 

B. The head ofj£ach agency with fewer than twenty-five (25) 
employees shall sufcmit to the commissioner an agency affirmative 
action plan that JShall contain the following: 

1. Statement of the agency head's commitment to the 
affirmative ac/ion program. 

2. Statement of the agency head's objective to hire 
members of nfrotected groups when vacancies occur if an apparent 
underutili^tion of protected group members exists in the agency 
work foi 

omp 

3./ Description of internal procedure for processing 
complai/ts of alleged discrimination from employees. 

a. The initial step shall provide for a determination 
to/whether the complaint is properly a discrimination 

aint and, therefore, appropriate to be addressed by the 
rnal procedure. Time limits on such determinations shall be 
stablished to permit the employee to pursue a complaint 
rmined to be other than a discrimination complaint through 

er appropriate grievance procedures in accordance with the 
limitations of those procedures. 
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b. Complaints procedures shall provide for final 
written answer within sixty (60) days of filing of a formal 
complai 

commissic 
Disposition of complaints shall be filed with the 
within thirty (30) days of the final determination. 

2 MCAR S 2.29? ffirmative action plan review. 

A. Agency h&tds shall submit an affirmative action plan 
annually to the Vtate director of equal employment opportunity, 
within thirty (30\days following the end of the prior fiscal 
year. 

B. Within thirty\(30) days of receipt of the agency plan, 
the state director ofVequal employment opportunity shall review 
the agency affirmative\action plan and shall notify the agency 
head of the approval oriof the need to modify the plan. 

C. The state director of equal employment opportunity shall 
approve an agency plan whlich meets the requirements of the 
foregoing rules and shallV.ndicate the basis on which an agency 
affirmative action plan wa\ not approved. 

D. An agency affirmativeV action plan that is not approved by 
the state director of equal employment opportunity shall be 
modified as necessary by the agency head and resubmitted to the 
state director of equal employment opportunity within thirty 
(30) days from the date of notification. 

E. The state director of equalk employment opportunity shall 
respond within ten (10) days of receipt of the resubmitted 
affirmative action plan. 

2 MCAR S 2.295 Reporting requirements. 

A. Agency heads with twen^Uy-five (25) or more employees 
shall submit quarterly to the commissioner a report of the 
agency's efforts to meet affirmative action goals and the 
progress resulting from J?hose efforts. 

B. Agency heads with fewer than twenty-five (25) employees 
shall submit semi-annually to the commissioner a report of the 
agency's efforts tpmeet affirmative action objectives and the 
progress resulting from those efforts. 

C. Reports^hall be due thirty (30) days following the close 
of the reporting period. 

/ 
D. Agency heads shall submit to the commissioner, concurrent1 

with the Jsiennial agency budget request, a report on the results 
of the agency's affirmative action plan. The commissioner shall 
submit^hese reports to the governor and the legislature. 
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AFFIRMATIVE ACTION PUN 
Fiscal fear 

For 

(Agency or Agency Subdivision) 

This annual review revealed underutillzation of the following protected 
group(s) in the following occupational categories: (Check each category 
appropriate) 

OCCUPATIONAL 
CATEGORIES WOMEN 

PROTECTED GROUPS 

MINORITIES HANDICAPPED VETERANS 

Unclassified 
HanagemVit 
Professional-S 
Professional " 
Teohnical-SV 
Technical \ 
Crafts-S \ 
Crafts \ 
Office-S \ 
Office \ 
Operative-S \ 
Operative \ 
Laborer-S \ 
Laborer \ 
Service-S \ 
Service \ 

2 . This annual plan i s 
so that every employee 
action for the year. 

w i l l be posted at the following central location 
aware of the agency's commitments in affirmative 

3. This annual plan contains an Xnternal procedure for processing complaints 
of alleged discrimination fromumployees, and each employee has been 
apprised of th i s procedure as wa^l as our agency's affirmative action 
goals for this f i s ca l year. 

Affirmative Action Officer Date 

This annual plan contains clear designations of those persons and groups 
responsible for implementing the attaches affirmative action plan as well 
as my personal statement of commitment to\achieving the goals and 
timetables described herein. 

Agency Head Date 

This annual plan meets the rules governing affirmative action, Chapter 20: 
2 MCAR 2.290-2.299, and contains goals and timetables as well as methods 
for achieving them which are reasonable and suff ic ient ly aggressive to 
deal with the identif ied d i s p a r i t i e s . 

Equal Opportunity Division 

PE-00102-01 (12/80) 

Date 
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