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COMMOWALTH OF THE NORTHERN MAREANA ISLANDS 
OFFICE OF THE C M L  SERVICE Ce,WSION 

P.O. BOX 150, CHRB 
SAIPAN, CM 96950 

Phone: 692517327 

PUBLIC NOTICE 

PROPOSED PERSONNEL SERVICE SYSTEM RULES & REGULATIONS 
for the Judicial Branch 

The Northern Mariana Islands Civil Service Commission, pursuant 
to Section 16 of Article 111, Northern Marianas Constitution, 
and in accordance with the provisions of 1 CMC §9104(a) and 
§2153(f), hereby gives notice to the public of its intention to 
adopt the proposed permanent personnel policies for the 
"administrative stafft1 of the Judicial Branch. 

All interested persons will be given a reasonable opportunity 
to submit their views, comments and/or arguments, in writing, 
concerning the proposed regulations. Written comments must be 
submitted to the Personnel Officer of the Civil Service 
Commission not later than the close of business thirty (30) 
calendar days following the date of publication of this Notice. 

Dated, this 14th day of August, 1984. 

SUBMITTED BY: 

APPROVED BY: 

JESUS P. MAFNAS 
m s o n n e l  ~f f icer 
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COMMOWEALTH OF THE NORTHERN M A W A  ISLANDS 
OFFICE OF THE C M L  SERVICE COMMISSION 

P.O. BOX 150, CHRB 
SAIPAN, CM 96950 

Phone: 692517327 

Arongorongol Towlap 

Npare 

Alegh me Mwoghutughutul 

Judicial  Branch 

Northern Marianas Civil Service Commission eisisiwow albgh 1101 Section 
6 r ee l  A r t i  l e  111, 1101 Northern Marianas Constitution, me sangi 1CMC 

49104(a) me 5 2193(F) , e kke ngalleey t?wlap arongorong ngare meta yaar 
mengemeng ree l  a r  rebwe l e  abungulo aleghul personnel pol icies  r ee l  
"Administrative StaffT1 ree l  Judicial  Branch. 

Iwe, alongeer towlap me schb6kka r e  t i p e l i  nge rebwe ngalleer lugb6d 
bwe rebwe atoto$ong mangemangiir nge ebwe isch. Mangemang kka e ischitiw 

.. bwelle r ee l  allegh kkaal nge ebwe akkafangeld rqe l  samwoolul Personnel 
4 mellol Civi l  Service Commission nge ess6bw luulo e l i igh  (30)ral  sangi 

r a a l i l  ye e toowow arongorong yeel. 

E ish 1101 r a a l i l  ye14 @4 gosto, 1984. 

ATOLONGEYAL : 

ALUGHULUGH SANGI: 

/V Civil  Service Commission 
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COMMONWEALTH OF THE NORTHERN hlARUNA ISLANDS 
OFFICE OF THE C M L  SERVICE COMMISSION 

P.O. BOX 150, CHRB 

i SAPAN, CM 96950 

IAN PUPBLIKU 0' " / 
PUT 

Prupositon Areklo yan Regulasion siha 

para i Personnel Service na Sistema 

gi Ufisinan Fiskat 

I Civil Service Commission i Sangkattm siha na Islas Mariana, 
konsisti nu i Seksiona 16 gi Attilollu I11 gi Kanstitusion i 
Sangkattan siha na Islas Marianas, yan i prubision siha gi 
1 LMC Seksiona 91 0(a) yan Seksiona 2lS3(F), ha nanar i i 
pupbliku nutisia put i entension-iia umadapta i prupositon 
areklon petsonat para i emplehaon Atminis trasion i U f  isinan 
Fiskat . 
Todu manenterisao na petsona siha para u fanmanar i rasonapble 
"a tiempo para u matugei ya i manaihalom hafa hinasson-Aiha, 
sinienten-Aiha pat atgumenton-fiiha pot i maproproni na areklamento 
s .  Todu tinigei pot este na asunto u mana'fanhalom guatu gi 
Personnel Officer i Civil Service Commission trenta (30) dias 
pot mas atrasao despues di mapupblika-Aa este na nutisia. 

Mafecha, guine na /yeil;mi gi Agosto, 1984. 

INAPRUEBA AS: 
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PERSONNEL SERVICE SYSTEM REGULATIONS - JUDICIARY 
PART I 

PURPOSE AND SCOPE 

PURPOSE. 

These regulations implement the provisions of Article 111, Sec- 
tion 16 of the Constitution of the Northern Mariana Islands 
which extends the authority of the Civil Service Commission to 
the administrative staff of the Judicial Branch. 

1.2 POLICY. 

It is hereby declared to be the policy of these regulations to 
establish a system of personnel administration based on merit 
principles and generally-accepted methods governing the classi- 
fication of positions and the employment, conduct, movement, 
and separation of Judicial Branch employees. 

It is also declared to be the purpose of these regulations to 
build a career service which will attract, select and retain 
the best-qualified civil servants on merit who shall hold their 
offices or positions free from coercion, discrimination, 
reprisal or political influences, with incentives in the form 
of genuine opportunities for promotions in the public service, 
to provide competent and loyal personnel to render impartial 
service to the public at all times, and to render such service 
according to the dictates of ethics and morality. In order to 
achieve these purposes, it is declared to be the policy of the 
Commonwealth that the personnel system hereby established be 
applied and administered in accordance with the following merit 
principles: 

A. Equal opportunity for all regardless of age, race, 
sex, religion, handicap, political affiliation or 
place of origin: 

B. Impartial selection of the ablest person for govern- 
ment service by means of competitive tests which are 
fair, objective, and practical; 

C. Just opportunity for competent employees to be promot- 
ed within the Service: 

D. Reasonable job security for the competent employee; 
E. Systematic classification of all positions through 

adequate job evaluations; 
F. Fair and reasonable grievance procedures for all 

employees pertinent to condition of employment; and 
G. Proper employer-employee relations to achieve a well 

trained, productive and happy work force. 
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I. 3 COVERAGE. 

These regulations apply to all employees and positions in the 
Judicial Branch of the Commonwealth of the Northern Mariana 
Islands, and all personnel services performed for the Judicial 
Branch now existing or hereafter established except the follow- 
ing: 

A. Employees and positions covered by the United States 
Civil Service System, until and unless exempt by the 
United States Office of Personnel Management or by 
United States law; 

B. Persons or organizations retained by contract where 
the Personnel Officer has certified that the service 
to be performed is special or unique and nonpermanent, 
is essential to the public interest, and that because 
of the degree of expertise or special knowledge re- 
quired and the nature of the services to be performed, 
it would not be practical to obtain personnel to per- 
form such services through normal public service 
recruitment procedures; 

C. Positions of a temporary nature needed in the public 
interest where certified by the Personnel Officer and 
when the need for the same does not exceed ninety (90) 
days; provided, however, that in the event of a major 
disaster declared by the President of the United 
States or a disaster declared by the Governor, the 
Personnel Officer may extend the 90-day period for a 
maximum of an additional one hundred eighty (180) days 
for positions engaged in relief, repair, or rehabili- 
tation as a result of such disaster; 

D. Persons appointed by the Chief Judge to fill adminis- 
trative positions such as Clerk of Court, persona1 
assistants, law clerks, and personal secretaries. 

E. Positions specifically exempt by any other law of the 
Commonwealth; 

F. Any position involving intermittent performance which 
does not require more than forty (40) hours in any one 
(1) month; 

G. Positions of a part-time nature requiring the services 
of four ( 4 )  hours or less per day but not exceeding 
one (1) year in duration; and 

H. Positions of a temporary nature which involve special 
projects having specific completion dates which shall 
not exceed one (1) year. 

The Personnel Officer shall determine the applicability of 
this section to specific positions not expressly covered by 
law. 
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1.4 SCOPE. 

These regulations cover all aspects of personnel management and 
administration in the Judicial Branch, including but not limit- 
ed to development and promulgation of personnel policy, staff- 
ing, position classification, employee relations, employee 
development and training, employee benefits and services, 
incentives and awards, performance evaluation, employee health 
services, employee safety and accident prevention, labor- 
management relations, personnel management program evaluation, 
and records and reports. Each of the foregoing elements is 
presented in detail and in subsequent parts of the regula- 
tions. Procedures developed by the Personnel Officer for the 
implementation of these regulations appear as manuals hereto. 

ELIGIBILITY FOR EMPLOYMENT. 

It is the policy of the Commonwealth of the Northern Mariana 
Islands that the personnel system shall be applied and adminis- 
tered according to the principle of equal opportunity for all 
Commonwealth of the Northern Mariana Islands and United States 
citizens and nationals regardless of age, race, sex, religion, 
political affiliation or belief, marital status, handicap or 
place of origin. 
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PERSONNEL SERVICE SYSTEM REGULATIONS - JUDICIARY 
PART I1 

ORGANIZATION FOR PERSONNEL MANAGEMENT 

PERSONNEL MANAGEMENT. 

Personnel managment is the responsibility of all executives, 
managers and supervisors who direct the work of others. It is 
the policy of the Civil Service Commission to continuously pro- 
mote labor relations, human relations, communications, and 
improved working conditions in order to provide all employees 
the opportunity to satisfy their needs for recognition, a sense 
of personal worth and personal achievement. To accomplish 
these goals, the Personnel Officer has the responsibility to 
plan, develop, and implement programs and procedures which give 
effect and meaning to the laws of the Commonwealth, giving due 
consideration to the changing needs of the several programs of 
the Commonwealth now in progress and to be initiated in the 
future. 

CIVIL SERVICE COMMISSION. 

The Civil Service Commission represents the public interest in 
assuring compliance with the basic policy concerning personnel 
administration and in insuring that the integrity of the system 
is preserved. To this end, the Commission has the following 
powers and duties: 

A. To prepare a comprehensive personnel management plan 
and proposed personnel policies of the Commonwealth, 
and submit copies thereof to the Chief Judgd; 

B. To oversee the operation of the Personnel Office; 

C. To hear and decide appeals of employees for discipli- 
nary actions, for suspensions of more than three work- 
ing days, demotions and dismissals from the Civil 
Service. The Commission may utilize the services of 
qualified hearing officers if the services are deemed 
essential by the Commission. Hearings are to be pub- 
lic except when the appealing employee requests a 
closed hearing; 

D. To administer oaths to witnesses in any matter pending 
before the Commission; and 

E. To perform any other lawful acts required by law 01: 
deemed by it to be necessary to carry out its duties. 
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PERSONNEL OFFICE. 

There is in the Civil Service Commission a Personnel Office, 
headed by a Personnel Officer. The Personnel Office implements 
the personnel plans and policies of the Commission and conducts 
day-by-day Commonwealth personnel management functions, includ- 
ing classification and recruitment, appointments, promotions 
and discipline, public personnel labor relations, and related 
functions. 

11.4 PERSONNEL OFFICER. 

The Personnel Officer directs and supervises all the adminis- 
trative and technical activities of the Personnel Office. Sub- 
ject to the Commonwealth Civil Service Act, 1 CMC 58101. & 
seq., and these regulations, the Personnel Officer shall: 

Serve as the principal adviser to the Chief Judge and 
his staff on all matters concerning personnel adminis- 
tration; 

Administer the system of personnel administration for 
the Judicial Branch of the Commonwealth Government; 

Formulate and recommend to the Civil Service Commis- 
sion policies and regulations to carry out the provi- 
sions of the Commonwealth Civil Service Act; 

Establish and maintain a roster of all persons in the 
Judicial Branch, setting forth as to each the class of 
position held; the salary or pay; any change in class. 
title, pay or status; 

Encourage and exercise leadership in the development 
of effective personnel administration within the Judi- 
cial Branch and make 
office to this end; 

Foster and develop, 
officials and others, 
service and to improve 

available the facilities of his 

in cooperation with management 
programs to promote the public 
employee efficiency; 

Develop and maintain adequate position classification 
plans and compensation plans; 

Develop adequate and reasonable selection instruments 
and procedures for recruiting employees for the public 
service, and determine when employees meet specific 
qualification requirements for positions; 

Provide advice and assistance to management on matters 
concerned with the administration of employee disci- 
pline, as well as in the processing of grievance and 
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appeal actions; 

J. Develop training programs for the improvement of em- 
ployee skills and the public service, and for the 
development of a systematic career ladder for employ- 
ees of the Judicial Branch; 

K. Administer a program for staff housing for the Common- 
wealth Government; 

L. Administer and interpret these regulations; 

M. Perform other duties assigned by the Civil Service 
Commission; and 

N. Perform any other lawful acts deemed by the Personnel 
Officer to be necessary to carry out the purposes and 
programs of the Personnel Office. 
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PERSONNEL SERVICE SYSTEM REGULATIONS - JUDICIARY 

PART I I1 
STAFFING 

This Part covers a11 the elements appropriate to acquirinq, 
maintaining, reassigning, promoting, and releasing employees of 
the Personnel Service System in the Judicial Branch. Merit 
principles, open competition, and, in specific application, em- 
ployee seniority, shall be underlying consideration in perform- 
ance of the staffing function. 

The several sub-parts of this Part treat specifically and in 
some detail the regulations to be fulfilled in the execution of 
the respective functions. Procedures to guide personnel spe- 
cialists and technicians, management officials and employees in 
determining the intent, meaning and processes for implementa- 
tion of these regulations are published as procedural manuals 
hereto. 

COMMONWEALTH REGISTER, VOL. 6, NO. 8 AUGUST 15, 1984 Page 3002 



'ERSONNEL SERVICE SYSTEM REGULATIONS - JUDICIARY 
1 

PART 111, SUB-PART A 
EXAMINATIONS 

This sub-part prescribes the examining system to be used in the 
Personnel Service System of the Judicial Branch. It describes 
the several types of examinations, the assembly of eligible 
lists, and the referral of eligibles from those lists to 
selecting officials. 

COMPETITIVE EXAMINATIONS. 

All examinations shall be competitive and open to the public 
except where specifically exempted. All examinations shall be 
either: 

A. Assembled, wherein the applicants assemble in a desig- 
nated place at a specified time to take written or 
performance tests germane to the position(s) sought. 
Assembled examinations will be conducted under condi- 
tions affording maximum security at all times to pro- 
tect the confidential nature of examination questions 
and related documents. 

B. Unassembled, wherein the candidates, responding to an 
examination announcement, submit, to designated places 
and by designated times, their records of education, 
training, experience, and such other information as 
requested in the announcement, to be evaluated and 
rated by a qualified analyst or by a board of rating 
examiners. The examination shall stipulate the dates 
of opening and closing of the examination, the forms 
to be used for filing, and the places to which the 
forms and associated information shall be sent. 

III.A2 NON-COMPETITIVE EXAMINATIONS. 

Non-competitive examinations, either assembled or unassembled, 
may be used when, in the judgment of the Personnel Officer, one 
of the following conditions or circumstances occurs: 

A. The position to be filled requires rare or special 
qualifications or training which do not permit compe- 
tition; or 

B. There is a lesser number of qualified applicants than 
there are positions to be filled; or 

C. To determine the qualifications of an employee to be 
placed as a redress for error or omission in processes 

COMMONWEALTH REGISTER, VOL. 6, NO. 8 AUGUST 15, 1984 Page 3003 



under the merit promotion program; or 

D. To determine qualifications as part of the in-service 
placement process, or for placement of persons with 
reinstatement eligibility. 

III.A3 EXAMINATION ANNOUNCEMENTS. 

Examination announcements shall contain, as a minimum, the fol- 
lowing information: 

A. Class title, pay and pay level of the position: 

B. Brief description of the duties and responsibilities; 

C. Geographical and organizational location of the posi- 
tion; 

D. Minimum qualifications for the position to include 
general experience, specialized experience, and such 
qualitative evaluation elements as may be deemed 
appropriate and necessary; 

E. Instructions on how to apply for the examination, in- 
cluding place to apply, form of application required, 
documentary support required when appropriate; and 

F. Period of the announcement. In no instance shall this 
be less than fifteen (15) calendar days. This period 
may be extended by the Peronnel Officer if the re- 
sponse has been inadequate to the need, provided that 
the extension shall be announced in the same manner as 
the original announcement. 

? 

III.A4 PUBLICITY. 

Optimum publicity shall be given to examination announcements 
through posting in the Personnel Office and at such other 
places as may be designated by the Personnel Officer (e.g., 
official bulletin boards in offices or work places). In addi- 
tion, public announcements through the news media may be used. 
Management officials shall make every effort to bring announce- 
ments to the attention of all personnel under their jurisdic- 
tion. 

III.A5 CONTENT OF EXAMINATIONS. 

Examinations shall be practical and reasonable, and shall exam- 
ine for the qualifications, capacity, and relative fitness 
necessary to perform the duties of the positions to be filled. 
Any acceptable method of examination may be used, including 
verification and evaluation of education, training, experience, 
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ed examination method deemed appropriate by the Personnel Offi- 
cer. 

III.A6 CONTINUOUS EXAMINATIONS. 

When difficulty is experienced in attracting sufficient numbers 
of qualified applicants for vacancies in the Personnel Service 
System, the Personnel Officer may issue a continuous examina- 
tion. Notice of closing of a continuous examination shall be 
posted at least fifteen (15) calendar days prior to the final 
closing date for such examination. 

ADMISSIONS TO EXAMINATIONS. 

Applications for examination shall be made on forms prescribed 
by the Personnel Officer. Proper completion of applications 
and submission of supplemental information shall be accom- 
plished in accordance with the examination announcement and 
established procedures. Applications shall be signed and such 
signature shall certify to the truth of all statements con- 
tained therein. A knowingly false answer or statement shall be 
grounds for denying admission to the examination, removal from 
the eligible list, or for dismissal from the Personnel Service 
System if the person is employed prior to the discovery of a 
false answer or statement. The Personnel Officer shall desig- 
nate persons authorized to accept applications. Applications 
for specific positions shall be accepted only during the period 
specified on the examination announcement. Applications sub- 
mitted by mail shall be postmarked no later than the announced 
closing date. Late applications will not be accepted unless 
approved by the Personnel Officer because of unusual circum- 
stances. Such determination shall be made a matter of record 
and similar circumstances in other examinations shall be treat- 
ed equally. 

DISQUALIFICATION OF APPLICANTS. 

The Personnel Officer may refuse to examine an applicant for 
failure to meet the minimum requirements for admission to the 
examination. Applicants who do not meet the minimum qualifica- 
tions shall be notified as soon as practical. If an applicant 
is disqualified following placement on an eligible list, his 
name shall be removed from the eligible list. 

III.A9 NOTIFICATION OF ACCEPTANCE FOR ASSEMBLED EXAMINATION. 

Each applicant who has been accepted shall be given sufficient 
advance notice of the date, time, and place of an assembled 
examination; inclusion of the requisite information on the 
examination announcement meets this notification requirement. 
No applicant shall be entitled to take an assembled examination 
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at a date, time, or place other than that stated in the notifi- 
cation unless specifically a'uthorized by the Personnel Offi- 
cer. The Personnel Officer shall not be responsible if a 
notice is lost in the mails or sent to an applicant's former 
address through failure of an applicant to report a change of 
address. Where mail service is not adequate to meet these 
notification appointments, oral notification in person, by 
telephone, or by radio may be given if the foregoing time and 
content provisions are met, and if such oral notification is 
properly documented. 

III.Al0 CONDUCT OF ASSEMBLED EXAMINATIONS. 

The Personnel Officer shall appoint a representative to admin- 
ister the examinations at the time and place designated in the 
notification of acceptance for examination or the examination 
announcement. 

CANCELLATION OF EXAMINATIONS. 

Examinations may be cancelled at any time by the Personnel 
Officer if there is no longer need for eligibles covered by the 
examination, or if the examination no longer meets the ex- 
pressed requirements of the government. 

III.Al2 RATING OF EXAMINATIONS. 

A. Examinations shall be rated by a qualified rating 
examiner from the Personnel Office. 

B. Appropriate statistical techniques and procedures 
shall be used in scoring and rating examinations, and 
determining the relative ranking of candidates on com- 
petitive examinations. The final rating required to 
pass an examination shall be set by the Personnel 
Officer, who may also set minimum ratings for each 
part of the examination when the examinations are 
arranged in readily identifiable parts. The final 
earned ratings of each candidate shall be determined 
by combining the earned ratings of each part of the 
examination in accordance with the weights established 
for each part. 

III.Al3 REVIEW OF EXAMINATION RESULTS. 

Any applicant may request a review of his rating within ten 
(10) calendar days following the notification of examination 
results. Such request for review shall be addressed to the 
Personnel Officer, who shall comply with the request and make 
whatever changes, if any, the facts warrant. 
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III.Al4 CHANGES IN RATING. 

Changes in rating may be made as a result of correction of 
errors in the scoring or rating process, or as a result of a 
request for review wherein the facts warrant a change. Correc- 
tion of errors shall be applied equally to all participants. 
An amended notice of rating shall be reported to all applicants 
affected by such change in rating. 

III.Al5 ESTABLISHMENT OF ELIGIBLE LISTS. 

A. Following the completion of an open competitive exami- 
nation and rating process, the Personnel Officer shall 
establish eligible lists called llRegisters of Eligi- 
bles," in which all candidates who received an eligi- 
ble or passing rating on the examination shall be 
listed. The Register of Eligibles shall list the can- 
didates in the order of their respective ratings; 
highest rating first. When the Personnel Officer pro- 
vides a list of eligibles to a management official, 
the names of those candidates with the highest rating 
shall be certified first. A Register of Eligibles 
shall be considered lies tablishedI1 when approved by the 
Personnel Officer. 

B. In the event a list of eligibles for any position con- 
tains less than five (5) names, and the appointing 
authority deems the range of choice to be inadequate, 
the Personnel Officer shall announce a new examination. 

C. In the event two or more applicants have identical 
ratings, their names shall be placed according to 
their scores on the most heavily weighted portion of 
the examinations. If all portions are equal, the 
receipt time of their applications will determine pri- 
ority. An open competitive list shall be certified by 
the Personnel Officer only after it has been deter- 
mined that a qualified candidate is not available 
through the reemployment priority list or promotional 
examinations. 

III.Al6 CERTIFICATION FROM ELIGIBLE LISTS. 

A .  Appointments and promotions in the Personnel Service 
System shall be made from certified eligible lists 
resulting from examinations, except as otherwise pro- 
vided by these regulations. The process of providing 
a list of eligible candidates to a selecting official 
is known as I1Certification of Eligibles." A Certifi- 
cate of Eligibles shall be drawn from among the high- 
est rated candidates in precise numerical order, high- 
est rate first. Where a list of eligibles exceeds 
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"ive ( 5 )  names, only the top five names shall be cer- 
tified. The appointing authorities shall be entitled 
to the certification of not less than five (5) eligi- 
bles for each vacancy, however, when less than five 
persons comprise a list of eligibles, the appointing 
authority may accept such lesser number or return the 
list until sufficient names are available. If a 
selecting official intends to fill more than one posi- 
tion from the same examination at the same time, the 
number of names certified shall be increased by one 
eligible for each additional position to be filled, 
where possible. 

B. Requests for eligibles shall be made on forms pre- 
scribed by the Personnel Officer, and shall clearly 
identify the position to be filled, including its 
position number. 

No person shall report to work nor receive a salary unless an 
appropriate personnel action has been approved by the Personnel 
Officer or his authorized representative. 

III.Al.7 PROCEDURE WHEN ELIGIBLES ARE REQUIRED. 

Whenever eligibles are required, the Personnel Officer shall: 

A. Prepare the Examination Announcement; 

B. Administer the examination; and 

C. Establish an eligible list, as determined by the 
examination results. 

III.Al8 REMOVAL OF NAMES FROM ELIGIBLE LISTS. 

The Personnel Officer may remove the name of any person who 
has been disqualified under Part III.A8 of this sub-part. The 
name of any person may also be removed if: 

A. The eligible candidate fails to respond within fifteen 
(15) calendar days from the date of dispatch of an 
inquiry as to availability for employment, provided 
that the name may be restored for reasons deemed 
sufficient by the Personnel Officer. 

B. The person is appointed from that list to a permanent 
position in the Personnel Service System. 

C. The eligible voluntarily withdraws. 

D. There is evidence of physical or mental unfitness to 
perform the duties of the position, as indicated by 
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appropriate medical examination. 

The eligible fails to report for duty within the time 
prescribed by the selecting official. 

The eligible is found to be no longer qualified to 
perform the duties required of the class of position. 

Intentional false statements, deception or fraud is 
included in the application or in the examination pro- 
cess or appointment. 

SELECTIVE CERTIFICATION. 

Where the Personnel Officer determines that a position has a 
special requirement which is not a general qualification 
requirement for that class of position, he may certify from the 
appropriate class eligible list those eligibles who meet that 
specific 

Whenever 
official 
position 

requirement. 

USE OF ELIGIBLE LISTS. 

a vacancy arises in the Personnel Service System, the 
responsible for initiating the process to fill that 
has the following options: 

When the position to be filled does not have promo- 
tional potential, the selecting officer may request 
certification from the appropriate reemployment prior- 
ity list or eligible list or choose to redefine the 
position at a lower level and fill it through the 
Merit Promotion Program. If the position is in an 
established career ladder, it must be filled at the 
entry level unless there are overriding reasons not to 
do so. The Personnel Officer is authorized to grant 
exceptions to this procedure upon proper justifica- 
tion. Appropriate records of such approvals and asso- 
ciated material shall be maintained by the Personnel 
Officer . 
When the position has promotional potential, the first 
option shall be to fill the position under the provi- 
sions of the Merit Promotion Program. If the internal 
search for qualified applicants is unsuccessful, the 
recourse is to the eligible lists produced by the 
examination process. 

DURATION OF ELIGIBLE LISTS. 

The life of an eligible list, other than the reemployment 
priority list, shall be for a period of one (1) year, unless 
extended by the Personnel Officer. An eligible list may be 
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extended up to one year beyond its original expiration date. 
No person shall be retained on an eligible list beyond the 
period of extension of the original list. Remaining eligibles 
shall be combined with those on the new list for the remainder 
of the term of the original list. An open examination eligible 
list and a noncompetitive examination eligible list shall be 
combined only as a noncompetitive eligible list. If an eligi- 
ble candidate successfully participates in a subsequent com- 
petitive examination and the resulting eligible list is com- 
bined with that of a previous competitive examination eligible 
list bearing his name, that eligible candidate may elect to 
have his name retained on a combined list, either at the posi- 
tion and for the remainder of the term of the original list or 
of the subsequent list, but not at both positions. 

III.A22 ORDER OF USE OF ELIGIBLE LISTS. 

The following order shall be followed in the use of eligible 
lists: 

A. Reemployment Priority List 
B. Promotional List 
C. Open Competitive List 

REEMPLOYMENT PRIORITY LIST. 

Any person who has held a permanent position in the Personnel 
Service and has been demoted or terminated through reduction- 
in-force, shall be permitted to have his name placed on a re- 
employment priority list (provided he so requests in writing to 
the Personnel Officer). The name of such person shall be 
placed on the reemployment priority list for the same or re- 
lated class of position as he last held under a permanent 
appointment. Names shall be arranged on the reemployment 
priority list in the chronological order of their separation 
from their respective competitive levels. Names shall be 
removed from the reemployment priority list at the expiration 
of three (3) years from the date of separation or demotion, or 
sooner if the individual is reemployed in a position at the 
same or higher pay level as that he formerly held in the Per- 
sonnel Service System. The individual may be removed from the 
list if he refuses a reasonable offer of employment. A reason- 
able offer is of the same position or one equivalent to that 
last held in the Personnel Service. 
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PERSONNEL SERVICE SYSTEM REGULATIONS - JUDICIARY 

PART 111, SUB-PART B 
POSITIONS AND APPOINTMENTS 

TYPES OF POSITIONS. 

All positions in the Personnel Service of the Judicial Branch 
shall be identified in the records of the Personnel Officer as 
permanent, or such other status as is authorized by law. 

III.BZ PERMANENT POSITION. 

A permanent position is a full-time position which is estab- 
lished based upon the continuing need of the government and 
which is authorized to continue longer than one year. 

III.B3 TYPES OF APPOINTMENTS. 

Appointments in the Commonwealth of the Northern Mariana 
Islands Personnel Service System are placed in the classes 
defined in the following: 

A. Probationary Appointment. An appointment in which the 
appointee is selected from an eligible list resulting 
from an open examination to fill a permanent posi- 
tion. The appointee shall serve a probationary period 
of one (1) year from the beginning of his probationary 
appointment and shall demonstrate his capacity for 
satisfactory performance before being converted to a 
permanent appointment. Separations during probation 
are not processed under adverse action procedures or 
reduction-in-force (RIF). 

B. Permanent Appointment. An employee who has been 
appointed to a permanent position and who has satis- 
factorily completed his probationary period of one (1) 
year is entitled to the full benefits of these regula- 
tions. Permanent appointment may be made to less than 
full-time positions with a regularly scheduled tour of 
duty. 

Limited-Term Appointment. A limited-term appointment 
is one in which the appointee is appointed for a peri- 
od of not more than one (1) year. The appointee who 
serves thirty (30) or more hours per week shall be 
entitled only to Workmen's Compensation, Social Secur- 
ity, annual leave (if the period exceeds ninety [go] 
days), sick leave, overtime, compensatory time, and 
holiday pay unless the last day of the appointment 
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falls on a holiday. An appointee to a part-time posi- 
tion who serves for less than thirty (30) hours per 
week shall not be entitled to group life insurance. 
An employee serving a limited-term may serve in either 
a full-time or part-time position. Any person given a 
limited-term appointment must meet the minimum quali- 
fications for the class of position to which appointed. 

D. Provisional Appointment. A provisional appointment is 
usually limited to ninety (90) days, and is used to 
fill a permanent position in the absence of an appro- 
priate eligible list. The Personnel Officer may 
authorize extension of a provisional appointment 
beyond ninety (90) days for a maximum of one hundred 
eighty (180) days when the examination fails to make 
available an adequate number of qualified candidates. 
Any person given a provisional appointment must meet 
the minimum qualifications for the class of position 
to which appointed. 

E. Temporary Appointment. A temporary appointment is 
utilized when it is anticipated that an employee will 
temporarily occupy a position for a period in excess 
of three (3) months. An employee can be temporarily 
promoted only if he meets the qualification standards 
of the new position. See Part IV.B6. 

llA~tinqll Appointment. An "actingu appointment is the 
designation, in writing, that an employee will act for 
a period of up to thirty (30) days in place of a 
supervisor. When the supervisor's absence exceeds the 
initial thirty (30)-day period, a new designation 
shall be made for an additional thirty (30) days. 
This thirty (30)-day renewal of the llactingu assign- 
ment is repeated until the supervisor returns to his 
position. Whenever the acting assignment exceeds 
ninety (90) days, the employee shall be temporarily 
promoted if he meets the qualifications standards of 
the position. See Part IV.B7. 

III.B4 PRE-EMPLOYMENT PHYSICAL EXAMINATIONS. 

All persons selected for probationary or permanent appointments 
in the Personnel Service System must be physically capable of 
performing the duties of the position. They must be free from 
communicable diseases and any present or potential medical con- 
dition which would be detrimental to successful performance of 
duty or to the health of other employees, or reflect discredit 
upon the Personnel Service System. 
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III.B5 ADMINISTRATION OF PHYSICAL AND PEDICAL EXAMINATIONS. 

Physical and medical examinations shall be administered by 
medical personnel authorized by the Commonwealth to conduct 
such examinations for employment purposes, and shall be record- 
ed on forms prescribed by the Personnel Officer. 

PROHIBITED ACTIONS. 

A. Employment of any person without an approved personnel 
action is prohibited. Supervisors or management offi- 
cials who permit an employee to report to work without 
an appropriate and formally approved personnel action 
shall be held personally liable for any claim for com- 
pensation resulting from such improper appointment as 
provided by 1 CMC 58144 (b). 

B. Retroactive personnel actions shall not be made unless 
approved by the Personnel Officer prior to commence- 
ment of such action. 

RE INSTATEMENT. 

An employee who has successfully completed a probationary peri- 
od in the Personnel Service and subsequently left the Personnel 
Service for any reason shall be granted reinstatement eligibil- 
ity for a period following his separation equal to his total 
full years of creditable service with the government. This 
means that the former employee may be reappointed to his former 
position in the Personnel Service at the same pay level and 
step that he held upon his separation. If re-appointed to a 
higher or a lower class, he shall be allowed to retain his 
former rate of pay. The possession of reinstatement eligibil- 
ity does not thereby provide the person with any mandatory re- 
employment rights. This means that the individual may be con- 
sidered for employment only after persons with higher rating on 
the reemployment priority list have been considered. If it is 
in the public interest, such person may be reemployed, provided 
he meets the noncompetitive qualifications for the position to 
be filled. 
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PERSONNEL SERVICE SYSTEM REGULATIONS - JUDICIARY 

PART 111, SUB-PART C 
MERIT PROMOTION PROGRAM 

III.Cl POLICY. 

To the maximum extent possible, the Commonwealth Personnel 
Service System Merit Promotion Program provides for filling 
vacancies above the entry level by promotion of highly quali- 
fied Commonwealth Personnel Service System employees. This 
policy does not restrict the right of selecting officials to 
fill vacancies by transfer or other means when to do so is in 
the best interest of the government. 

The Merit Promotion Program (MPP) is an integral part of the 
Commonwealth Personnel Service System manager/executive devel- 
opment plan and other programs in the area of staffing, train- 
ing, and manpower utilization. 

DEFINITIONS. 

A. Position Chancre: A promotion, transfer or demotion 
during an employee's continuous service. 

B. Promotion: The change of an employee to a higher 
position class and pay level. 

C. Career-Ladder Position: One of a group of positions 
in which an employee may be given successive promo- 
tions until he reaches the full performance level. 
All employees in positions in a career ladder must be 
given grade-building experience and training and are 
promoted to the next higher level as they demonstrate 
ability to perform in a wholly adequate manner at the 
next higher level. Minimum time-ingrade requirements, 
where established, must be observed in making career 
ladder promotions. 

D. Current Comvetition: The selection process in which 
candidates compete with each other for a specific pro- 
motional vacancy. 

E. Hiqhlv Qualified Candidates: Those eligible candi- 
dates whose experience, training, and potential sub- 
stantially exceed the qualification standard for the 
position to a degree that they are likely to perform 
in a superior manner. 

F. Best Qualified Candidates: Those eligible candidates 

COMMONWEALTH REGISTER, VOL. 6, NO. 8 AUGUST 15, 1984 Page 3014 



who rank at the top when compared with the other eli- 
gible candidates for a promotion within a general 
group, i.e., qualified or highly qualified. 

G. Position With Known Promotion Potential: A position 
which is to be filled below the specified performance 
level for the position. These may be trainee and 
understudy positions, career ladder positions, and 
positions filled one or more levels below the estab- 
lished level. 

III.C3 SCOPE AND COVERAGE. 

Competitive promotion procedures apply to: 

A. All competitive positions in the Commonwealth Person- 
nel Service System when filled by promotion. 

B. Any position which is filled by a candidate at a basic 
pay level higher than his last position and 

(1) the position is filled by transfer; 
(2) the position is filled by selection of a non- 

temporary Commonwealth Personnel Service System 
employee from an eligible list following an open 
competitive examination; or 

(3) the position is filled by detail for more than 
ninety (90) days duration. (NOTE: All periods 
of detail of an employee to the position during 
the preceding twelve [12] months, including pro- 
motion, are counted against the 90-day limita- 
tion. ) 

C. Any position with known promotion potential which is 
filled by transfer, or selection from the reemployment 
priority list. 

III.C4 AREAS OF CONSIDERATION. 

As a minimum, areas of consideration should be broad enough to 
provide a reasonable number of highly qualified candidates, and 
to give employees adequate opportunity for consideration for 
promotion. 

A. Normal Areas of Consideration. There are two differ- 
ent normal areas of consideration: 

(1) Commonwealth of the Northern Mariana Islands wide 
for positions at pay level 22 and above; and 

(2) Pay level 21 and below compete within their 
islands. 
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: : o n s i d e r a t o n .  At the discretion of 
the Personnel Officer, the areas of consideration may 
be broadened to the extent necessary to provide a 
reasonable number of "highly qualifiedu candidates. 

C. Restricted Area of Consideration. In exceptional cir- 
cumstances, the area of consideration may be restrict- 
ed upon prior approval by the Personnel Officer. For 
example, during a formal reorganization of one entity, 
the area of consideration may be restricted to the 
affected organization, provided no vacancies result 
from the reorganization. 

METHODS OF LOCATING CANDIDATES. 

When the Personnel Office initiates a promotion process, it 
selects the appropriate method or combination of methods for 
locating candidates which is/are entered in the promotion pro- 
cesses record. The following methods are generally used, sing- 
ly or in combination, depending upon the nature of the position 
and availability of candidates. 

A. Promotional Opportunity Announcement. A published 
announcement for posting and distribution and other- 
wise given maximum publicity within the area of con- 
sideration. The promotional opportunity announcement 
specifies: 

title, pay level, and location of position(s); 
opening and closing dates (not less than fifteen 
[15] calendar days); 
area of consideration; 
duties of the position, briefed; 
conditions of employment, e.g., night work, 
hazards, standby, etc.; 
qualification requirements, including selective 
placement factors, if any; 
how and where to apply; 
non-discrimination statement; and 
known promotional potential, if any. 

B. Restricted Area of Consideration. When positions are 
being filled from within a "restricted area of consid- 
eration," all eligible persons within that area must 
be considered. 

III.C6 TRANSFER. 

An employee may be transferred, without change in pay level, 
either voluntarily or involuntarily, in order to meet changing 
program needs, to promote career development, to provide diver- 
sity of experience, or for other reasons. Transfers, under 
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this regulation, are not subject to the promotion program 
unless the position to which transferred has known promotion 
potential. Transfers are made, wherever possible, from among 
employees who have requested such transfers. However, manage- 
ment may direct lateral transfers from among all qualified Com- 
monwealth Personnel Service System employees, when required by 
the needs of the service and in accordance with applicable per- 
sonnel regulations. 

III.C7 QUALIFICATION STANDARDS. 

The minimum qualification standards prescribed by the Personnel 
Officer are used for promotion purposes. Selective placement 
factors also may be used, but only when they are essential to 
successful performance in the position to be filled. When 
selective placement factors are used, they become part of the 
minimum qualifications for the position. 

Qualification standards (including any selective placement 
factors used) must be established and made a matter of record 
prior to the start of the promotion process for any specific 
position. All employees who meet the minimum qualification 
standards (including selective placement factors) have basic 
eligibility for promotion. The standards must be applied fair- 
ly and consistently to all employees being considered. 

Written or performance tests shall be used if they are pre- 
scribed by the Personnel Officer. 

For supervisory positions, supervisory qualifications are pre- 
scribed by the Personnel Officer. They may be supplemented by 
specific subject matter (non-supervisory) qualification stand- 
ards for the classification series of the position. 

III.C8 CONDITIONS OF EMPLOYMENT. 

There are conditions of employment which are considered impli- 
cit to successful performance in certain positions. These con- 
ditions may relate to hours of work, physical or medical stand- 
ards, maintenance of a license, maintenance of a health stand- 
ard, availability during off hours, frequent need to travel, 
and so on. Such conditions should be made part of the promo- 
tion record, the promotion opportunity announcement, and the 
classification standard or, as a minimum, the position descrip- 
tion. Candidates selected for the position must be advised of 
the conditions and agree, in writing, to those conditions. 

III.C9 EVALUATION METHODS. 

Since the Merit Promotion Policy requires that the selection be 
made from among the best qualified candidates, the evaluation 
process must go beyond basic eligibility to rank the candidates 
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A. Provide a sound basis for comparing and judging candi- 
dates in relation to the knowledge, skills, abilities, 
and personal characteristics that contribute to suc- 
cessful performance of the position. 

B. Identify those qualities which demonstrate a candi- 
date's potential for future promotion, when the job 
being filled leads to further advancement. 

C. Distinguish between the knowledge and skills that an 
employee must have at the time of promotion, and those 
he can acquire quickly after promotion, through exper- 
ience and training. 

In selecting the proper method for evaluating candidates, 
recogition should be given to the future needs of the organiza- 
tion as well as the requirements of the position to be filled. 
The Personnel Officer shall issue, as part of the procedures 
manual to this part, guidance in evaluation methods used in 
this program. 

III.Cl0 CERTIFICATION. 

In selecting the proper method for evaluating candidates, 
recognition should be given to the future needs of the organi- 
zation as well as the requirements of the position to be 
filled. The various measures for evaluating candidates are: 

Written Tests. Written tests may be used in the eval- 
uation process, but may not be used as the sole means 
of evaluation. Written tests must be approved by the 
Personnel Officer or meet such standards as he estab- 
lishes. 

Appraisal of Performance. A supervisory appraisal 
must be obtained for every employee who is qualified. 
Appraisals may be obtained from supervisors other than 
the employee's immediate supervisor. 

Experience. In evaluating experience the objective is 
to determine how well the experience relates to the 
new position or level of work. Length of service is a 
factor only when there is a clear and positive rela- 
tionship with quality of performance. 

Awards. In considering awards received by those can- 
didates, the weight assigned must be based on those 
elements necessary to successful performance for the 
position to be filled. 
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E. Training. An appropriate weight is given for perti- 
nent training, self-development, and outside activi- 
ties which would increase the employee's potential or 
effective performance in the position to be filled. 

F. Education. Education may be considered only if it is 
clearly job-related or if it provides a measure of the 
learning ability essential for genuine trainee posi- 
tions. 

G. Qualifications Investiqation. , A  qualification inves- 
tigation may be used to assist in determining experi- 
ence, training, degree of responsibility exercised, 
and effectiveness. Inquiries may be made to assist in 
judging how well a candidate is likely to perform at a 
higher level or in a different kind of work. 

H. Oral Interview. Individual or group interviews may be 
held. Oral questions may relate either to subject 
matter knowledge or to other questions pertinent to 
the position or the candidate. If oral questions are 
in the nature of a test, the same questions must be 
asked of each candidate and a record of their answers 
made part of the promotion record. 

III.Cl1 SELECTION PROCEDURE. 

A. Selection is based on the selecting individualls judg- 
ment of how well the candidate will perform in the 
position to be filled and his potential for advance- 
ment. When there are less than five (5) names avail- 
able, the selecting individual is not required to 
select someone from the merit promotion certificate. 
However, if he returns the certificate, he must state 
how he plans to fill the position. 

B. If the selecting official disagrees with the merit 
promotion certificate, he states his objections in 
writing and requests the Personnel Officer to review 
the rankings. 

C. The selecting official notes the name of the person 
selected on the merit promotion certificate. He does 
not need to cite reasons for his selection. The 
Personnel Officer notifies all eligible candidates of 
the selection, including the person selected. 

D. When the promotion involves a move between organiza- 
tions, the effective date is negotiated, and barriers 
may not be placed against the employee1s release by 
the losing organization. The interval between notifi- 
cation of selection and the release date may not be 

COMMONWEALTH REGISTER, VOL. 6, NO. 8 AUGUST 15, 1984 Page 3019 



more than thirty (30) calendar days unless agreed to 
by the gaining organization. When the move between 
organizations also involves a move between islands, 
the Chief Judge must give prior approval of the selec- 
tion. Personnel actions are usually effective at the 
beginning of a pay period. 

E. When a first-line supervisory position is filled, a 
determination is made as to the amount of supervisory 
training needed to meet the standard. The Chief Judge 
and Personnel Officer determine and schedule the 
training needed to meet the standard. 

III.Cl2 INFORMATION TO EMPLOYEES. 

A. Employeest acceptance and support of the Commonwealth 
Personnel Service System promotion program depends to 
a large extent on how well they understand its purpose 
and operation and are aware of its effect on them 
individually. The program does not guarantee a promo- 
tion to every employee, but it does give every employ- 
ee an opportunity for fair consideration. 

B. New,zmployees will receive promotion program informa- 
tion as part of their orientation. All employees will 
receive this information from time to time. 

III.Cl3 EMPLOYEE QUESTIONS AND COMPLAINTS. 

A. Employee Questions. Any employee who has filed in 
response to a promotional opportunity announcement or 
who has been considered for promotion may present 
questions to the Personnel Office which handled the 
vacancy, within seven ( 7 )  calendar days after receipt 
of notification of selection. Questions may be sub- 
mitted in person, in writing, or through a representa- 
tive. An employee is entitled to know: 

(1) if he was considered for specific promotion and, 
if so, whether he was found eligible; 

(2) if he was in the group from which final selection 
was made; and 

(3) who was selected for the promotion. 

B. Employee Complaints. If the employee is still dissat- 
isfied and the matter cannot be resolved on an infor- 
mal basis, the employee may have recourse to Part 111, 
Sub-Part G, Grievance Procedure. Mere failure to be 
selected for promotion when proper promotion and 
selection procedures were used is not a basis for a 
formal complaint. 
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II.Cl4 REVIEW OF PROMOTION PROGRAM. 

The Personnel Officer appraises the operation of the Merit Pro- 
motion Program at least once a year as part of the personnel 
management evaluation process to assure: 

Promotion guidelines and plans are as effective as 
possible; 

The promotion program is useful to management; 

Promotion actions are taken promptly and in comform- 
ance with the plan; 

Employee complaints are handled promptly and properly; 

Promotion actions are used effectively to encourage 
competent employees, to open careers to them, and to 
make the best use of their skills; and 

Employees, supervisors, and managers have a full 
understanding of the promotion program. 
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I'ERSONNEL SERVICE SYSTEM REGULATIONS - JUDICIARY 

PART 111, SUB-PART D 
SUSPENSIONS, SEPARATIONS AND DEMOTIONS 

GENERAL. 

This sub-part applies to suspensions, furloughs, separations 
and demotions not resulting from reduction-in-force (RIF). 

III.Dl SEPARATIONS NOT INVOLVING PERSONAL CAUSE. 

A. Resignation. Resignations shall be in writing and 
shall be submitted at least fourteen (14) calendar 
days in advance of the effective date. The Personnel 
Officer may designate management and highly skilled 
technical classes for which this period may be extend- 
ed to thirty (30) days. 

The Chief Judge shall submit a copy of the written 
resignation, together with the necessary terminating 
documents, to the Personnel Office for consummation of 
the action. Withdrawal of a resignation may be per- 
mitted provided: 

(1) The employee makes his wishes known, in writing, 
prior to the effective date; and 

(2) The manager concerned agrees to the proposed 
withdrawal. 

B. Retirement, Voluntary. An employee may be separated, 
without prejudice, for the purpose of voluntary 
retirement, provided he meets the eligibility stand- 
ards for age and covered service under the Social 
Security System and/or the Commonwealth of the North- 
ern Mariana Islands Retirement Program. 

C. Termination for Medical Reasons. When an employee 
contacts an infectious or contagious disease which 
endangers the health of others, or becomes mentally 
incapacitated, or is otherwise permanently physically 
disabled for the satisfactory performance of duties of 
the position to which assigned, the Personnel Officer 
may terminate his employment provided: 

(1) No suitable reassignment can be made within the 
department or location to which he is assigned; 
and 

(2) Medical examination procedures, as outlined in 
Part III.B5 hereof, have been complied with. 

An employee whose services are terminated under the 
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provision of this paragraph may be eligible for disa- 
bility retirement under the Social Security laws and/- 
or the CNMI Retirement Program. The responsibility 
for applying for disability retirement rests with the 
employee although it is the responsibility of the 
Personnel Officer to assure that the employee is aware 
of such an opportunity. 

D. Voluntary Demotion. An employee may volunteer for 
demotion without prejudice to a lower class of posi- 
tion at a lower pay level. The approval of such a 
request by the Chief Judge must be contingent upon the 
following factors: 

(1) A vacant position in the class and pay level must 
be available within the jurisdiction of the Chief 
Judge. 

(2) No additional cost shall accrue to the government 
as a result of or incident to the demotion action. 

g(3) The salary of the demoted employee in the lower 
level position shall be set at the same numerical 
step in the lower level position as the employee 
received in the higher position. 

III.D2 CONSTRUCTIVE RESIGNATION. 

An employee absent from his position without approved leave for 
a total of ten (10) working days in any twelve (12) month 
period shall be terminated from employment. 

III.D3 FURLOUGHS, SUSPENSIONS, SEPARATIONS FOR PERSONAL 
CAUSE, AND DEMOTIONS FOR DISCIPLINARY REASONS (ADVERSE 
ACTIONS). 

A. Authority to take Adverse Action. The authority to 
effect adverse actions is limited to the Chief Judge 
or his designee. The authority to effect adverse 
actions may not be further delegated or redelegated. 
Throughout this part the term "management officialM 
will refer only to an individual who is specifically 
granted authority by this part to effect adverse 
actions. 

B. Employee Coveraqe. This part applies to all permanent 
employees of the Judicial Branch, Commonwealth of the 
Northern Mariana Islands Government, except: 

(1) employees whose appointments must be made with 
the advice and consent of the Legislature; 

(2) employees, temporarily promoted, to be returned 
to their former positions from which temporarily 
promoted; 
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appointees in positions excepted by 
the Commonwealth of the Northern Mariana Islands 
Constitution; and 

(4) employees hired under special contracts for a 
specified term not to exceed one (1) year. 

Merit of Adverse Action. An action against an employ- 
ee may not be taken under these paragraphs except for 
"such cause as will promote the efficiency of the 
service. " 

Admonishment. An admonishment 2s an informal disci- 
plinary measure. A manager or supervisor may discuss 
at any time minor deficiencies in performance or con- 
duct with the objective of improving an employee' s 
effectiveness. Admonishments shall not be made a mat- 
ter of record. 

Reprimand. A reprimand is a formal means of calling 
to an employee's attention minor deficiencies in per- 
formance or conduct which, if continued, may result in 
further disciplinary measures. It is the first formal 
step in the disciplinary process. Reprimands are al- 
ways in writing and should contain specific references 
to performance deficiencies, citations of instances of 
misconduct, and a warning that more stern disciplinary 
measures may be taken if the employee's performance or 
conduct is not improved. There is no recourse to 
formal appeal processes as a result of a reprimand; 
however, an employee who feels a reprimand is not jus- 
tified may resort to the Grievance Procedure. 

Furlouuh. A furlough is an action placing an employee 
in a non-duty and non-pay status because of lack of 
work or funds. It is an adverse action if for a 
period of thirty (30) calendar days or less. Fur- 
loughs of more than thirty (30) calendar days are 
reduction-in-force actions and shall be accomplished 
using reduction-in-force procedures. (See Part 111, 
Sub-Part E.) 

Suspension Not to Exceed Three (3) Working Days. A 
suspension is an action placing an employee in a non- 
duty and non-pay status for disciplinary reasons for a 
period not to exceed three (3) working days. 

There is no formal appeal from such a suspension, al- 
though the employee may resort to the Grievance Pro- 
cedure if he feels the suspension is improper or not 
justified. 

Suspension for More than Three (3) Workinq Days. A 
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suspension is an action placing an employee in a non- 
duty and non-pay status for disciplinary reasons. 
Management officials authorized to take adverse ac- 
tions may suspend an employee for such cause as will 
promote the efficiency of the government service, pro- 
vided all adverse action procedures are followed. 

I. Removals. Management officials may take removal 
action against an employee for just cause provided all 
adverse action procedures are followed. 

J. Reduction in Rank or Pay. Management officials may 
take action to reduce an employee in rank or pay for 
cause. 

(1) Reduction in rank means something more than a 
numerical grade or pay level under the classifi- 
cation system. Basically, it means an employee's 
relative standing in the organizational structure 
as determined by his official position descrip- 
tion. An employee's position assignment may be 
changed only by an official personnel action. 
When an employee is made the subject of an offi- 
cial personnel action which results in lowering 
his relative standing in the organizational 
structure, a reduction in rank has occurred even 
though there has not been a reduction in class or 
pay level. Such actions may be taken only under 
adverse action procedures. 

(2) Reduction in pay under this sub-part means reduc- 
tion in basic class and pay level of an employ- 
ee. The base pay is fixed by law or administra- 
tive action. Base pay does not ordinarily encom- 
pass extra or additional payment for special con- 
ditions or duties which are generally regarded as 
premium pay or allowances. To reduce class and 
pay level for disciplinary reasons, management 
officials authorized to take such actions must 
follow adverse action procedures. 

K. Se~aration Durinq Probation. 

(1) If, during the probationary period which each new 
appointee must serve, it becomes evident that the 
employee lacks the ability, attitude or desire to 
become an efficient and productive employee in 
the position to which appointed, or there is a 
lack of funds or work to be done, that employee 
shall be separated from the service. 

(2) Management officials who find it necessary to 
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s e e w K e  an e m g o w ~ i n g  probation shall pro- 
vide the employee with not less than fourteen 
(14) calendar days' notice, in writing, specify- 
ing the reasons for the separation. The employee 
shall be afforded the right to discuss his situa- 
tion with the Chief Judge. 

( 3 )  Grievance, adverse action or reduction-in-force 
procedures do not apply to separation during pro- 
bation. 

Procedure for takinq Adverse Actions. Management 
officials must observe certain procedural requirements 
when processing adverse actions covered in this sub- 
part. These procedural requirements are shown in 
abbreviated form in this paragraph. The letter of 
proposed adverse action must be prepared by a person 
who has been trained in the technical requirements of 
processing adverse action and must be reviewed by the 
Personnel Officer and the Attorney General, or their 
designees, before issuance. Procedures for removal, 
suspension for more than three (3) working days, fur- 
lough without pay, and reduction in rank or pay are as 
follow: 

The management must give the employee at least 
thirty ( 3 0 )  days' advance written notice of the 
proposed action. However, in the event that 
criminal charges are filed against an employee of 
the Judicial Branch, the employee shall be sus- 
pended without pay, reassigned, or subject to 
such other action as the Chief Judge may deem 
necessary. In the event the charges are dis- 
missed or the employee is found not guilty, the 
employee shall be reinstated with benefits and 
pay retroactive to the date of suspension. 

The notice must state any and all reasons for the 
proposed action specifically and in detail. 

The management must allow the employee a reason- 
able amount of official time in which to secure 
affidavits and prepare an answer. He has the 
right to answer personally and in writing. 

If the employee answers, the management must con- 
sider his answer. 

If at all practicable, the employee must be kept 
on active duty in his regular position during the 
notice period. However, in an emergency, the 
employee may be suspended during the advance 
notice period and placed on leave without pay 

COMMONWEALTH REGISTER, VOL. 6, NO. 8 AUGUST 15, 1984 Page 3026 



(LWOP) or, wl-r~=3(r\? ee ' s consent. m=mt be 
carried on annual leave. 

(6) The management must give the employee a written 
decision before the adverse action is effected. 
The decision must state which of the reasons in 
the advance notice have been found sustained and 
which have been found not sustained. 

(7) The decision must tell the employee of his appeal 
rights. 

(8) Advance written notice and opportunity to answer 
are not necessary if the employee is furloughed 
due to unforeseeable circumstances. such as sud- 
den breakdowns in equipment, acts of God. or 
emergencies requiring curtailment of activities. 
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THE CHART BELOW ILLUSTRATES THE PATH 
THAT AN ADVERSE ACTION MUST TAKE 

ADVERSE ACTION PROCEDURAL SYSTEM 

MANAGEMENT OFFICIAL'S LETTER OF 1 
PROPOSED ADVERSE ACTION I 

I 

t 
I 

I 

EMPLOYEE'S ANSWER AND/OR PRESENTATION OF EVIDENCE 

L 
i 
I 

MANAGEMENT OFFICIAL'S LETTER OF DECISION 

1 
i 

EMPLOYEE'S WRITTEN APPEAL TO CIVIL SERVICE COMMISSION 

I 

I CIVIL SERVICE COMMISSION HEARING (if requested) I 

I CIVIL SERVICE COMMISSION DECISION 

THE COURTS L - J  
I 

In the event of an appeal from the Civil Service Commission, 
the Advisory Commission on the Judiciary will supply the names 
of five attorneys at law who could be selected by lot as tempo- 
rary judge to hear the appeal. 
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PERSONNEL SERVICE SYSTEM REGULATIONS - JUDICIARY 

PART 111, SUB-PART E 
REDUCTION-IN-FORCE (RIF) 

GENERAL 

'This sub-part establishes the general regulations under which 
reduction-in-force shall be accomplished. These regulations 
concern the removal or reduction in class or pay level of 
employees because of lack of work or funds, or other management 
requirements, but not for disciplinary reasons. Management 
officials should exhaust all administrative alternatives to 
place the employee in another equivalent position before reduc- 
tion-in-force procedures are initiated. 

POLICY. 

It is the policy of the government to provide job security to 
every employee within its available resources. When it becomes 
necessary to reduce the work force, every effort will be made 
to insure that the reduction is accomplished with a minimum 
disruption in operations and a minimum impact on each employee 
affected. 

COVERAGE. 

This part applies to all permanent employees of the Judicial 
Branch, Commonwealth of the Northern Mariana Islands Govern- 
ment, as provided under Article 111, Section 16 of the Consti- 
tution, except: 

A. Employees whose appointments must be made with the 
advice and consent of the Legislature; 

B. Employees, temporarily promoted, to be returned to 
their former positions from which temporarily promoted; 

C. Employees and appointees in positions excepted by the 
Commonwealth of the Northern Mariana Islands Constitu- 
tion; 

D. Employees hired under special contracts for a speci- 
fied term not to exceed one (1) year; and 

E. Temporary or employees under probationary status. 

III.E3 REDUCTION-IN-FORCE PLANNING. 

When it becomes evident that reduction-in-force must be made, 
the Chief Judge or his designee shall provide the Personnel 
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@ricer notice of intention to take RIF action at least sixty 

i (60) days in advance. He shall then institute administrative 
procedures to assure that all legitimate possibilities for 
reassignment have been exhausted and that formal reduction-in- 
force is the only remaining alternative. 

COMPETITIVE PROCESSES. 

Detailed competitive processes shall be established by the Per- 
sonnel Officer to assure equitable competition, recognition of 
seniority and tenure, and the public interest. For administra- 
tive purposes, competition shall be limited by the establish- 
ment of competitive areas and recognition of competitive levels. 

A. Competitive Areas. For all positions: 

Area 1. Saipan 
Area 2. Rota 
Area 3. Tinian 
Area 4 .  Northern Islands 

B. Competitive Levels. Competitive levels are comprised 
of all positions within a competitive area which con- 
sist of the same or closely related duties, have 
essentially the same qualifications and are in the 
same class and pay level. 

C. Competition Within a Competitive Level. When a posi- 
tion is abolished within a competitive level, the 
incumbent shall displace the employee with the lowest 
retention standing in that competitive level. Persons 
occupying positions under limited term appointments in 
the competitive level shall be terminated before RIF 
competition is instituted. 

If an employee whose position is abolished does not 
have sufficient retention standing to displace another 
employee, he shall be released from the competitive 
level to exercise his retreat right or assignment 
rights or be separated from the service. 

D. Retreat Rights. When an employee has insufficient 
retention standing to compete within his competitive 
level, he shall compete down the line of his promo- 
tion. This is known as the exercise of Retreat 
Rights. An employee released from his competitive 
level may displace the employee with the lowest reten- 
tion standing below that of the released employee in 
the highest competitive level from which he was pro- 
moted. The employee shall continue to compete at 
successively lower levels along the line of promotion 
until he is placed or, if placement cannot be made, 
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separated by reduction-in-force. 

E. Creditable Service for Reduction-In-Force. 

Trust Territory Public Service experience since 
United States administration took over (including 
WAE until June 30, 1972). 
(a) Includes trainees. Includes employment 

under 61 TTC, Paragraph 9(d), (f), (h), (I), 
(m), (n) and (0). 

(b) By Director of Personnel memorandum dated 
January 26, 1972 to all Trust Territory of 
the Pacific Islands departments and dis- 
tricts, WAE appointments were to be termi- 
nated or converted to appointments per Ad- 
ministrative Directive 72-1 dated January 
26, 1972. WAE appointments until June 30, 
1972 are to be considered as full-time em- 
ployment and service credited accordingly. 
After June 30, 1972, for WAE or intermittent 
employment, time actually worked will be 
used to compute creditable service. 

Marianas administration under U.S. Navy and 
NTTU. Until 1962, when TTPI Headquarters moved 
to Saipan, the Marianas (Saipan and Tinian) were 
under the Naval Administration. Rota was already 
included in TTPI Administration prior to 1962. 
Personnel under municipal governments; 
All employment within TTPI including: Peace 
Corps, Micronesian Claims Commission, National 
Weather Service, and U.S. Coast Guard; 
U.S. military and civilian service in the Trust 
Territory. Active military service in the United 
States Armed Forces; 
Employees of judiciary and legislative branches 
(Congress of Micronesia, municipal councils, and 
district legislatures). Judiciary, including 
district court judges who may have been or are 
presently on WAE appointments; 
Service in the Commonwealth of the Northern Mari- 
ana Islands Government since April 1, 1976; 
Trust Territory Government employment under the 
Seaman's Act; and 
Employees of government agencies and instrumen- 
talities within the Government of the Common- 
wealth of the Northern Mariana Islands. 

F. Retention Standinq. Retention standing is derived by 
alloting one (1) point for each year of creditable 
service. In competing with other employees for reten- 
tion in a competitive level, the individual with low- 
est retention standing shall be released first. 
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G. Reemployment Priority Lists. Employees serving under 
permanent appointments who are separated by reduction- 
in-force shall be placed on an appropriate reemploy- 
ment priority list for a period of three (3) years or 
until returned to duty in a permanent position in the 
Personnel Service System. An appropriate reemployment 
priority list is the one established for the class and 
pay level from which the employee was finally separat- 
ed. 

III.E5 LIMITATIONS ON COMPETITION. 

A. An obligated position is a position from which the 
incumbent is temporarily absent because of: 

(1) approved educational leave; 
(2) temporary promotion; or 
(3) detail to another activity. 

B. Employees who are incumbents of obligated positions 
shall not be placed in RIF competition until they have 
been returned to duty in the obligated position. 
Similarly, obligated positions shall not be abolished 
until the employee returns to duty in that position. 
The Personnel Officer, having jurisdiction over an 
obligated position, must keep a record thereof in such 
form or manner that will assure recognition and pro- 
tection of the obligated position and its incumbent. 

III.E6 TENURE GROUPS. 

For the purposes of reduction-in-force, Personnel Service 
employees shall be classed in tenure groups as follow: 

TENURE GROUP I 
All permanent employees 

TENURE GROUP I1 
Employees serving in probationary appointments 

TENURE GROUP I11 
Employees serving in limited term or provisional appoint- 
ments 

III.E7 FURLOUGH AND SEPARATION. 

A. The Personnel Officer may use furloughs for more than 
thirty (30) days if there is reasonable assurance that 
the employees furloughed will be returned to duty 
within the next twelve (12) months. If there is rea- 
sonable doubt regarding the return to duty of fur- 
loughed employees, then the management officials con- 
cerned must separate the employees found to be in 
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excess of management's needs and proceed according to 
reduction-in-force procedures. 

B. A combination of furlough and separation may be used 
to clear the rolls of excess employees. provided no 
employee is separated while furloughed employees with 
lower retention standing are kept in furlough status. 

C. Furlough for thirty (30) days or less may be used for 
clearing the rolls temporarily, not to exceed thirty 
(30) days when there is positive assurance that em- 
ployees so furloughed can return to duty within the 
30-day period. Adverse action procedures must be used 
to place an employee in furlough status for thirty 
(30) days or less. 

III.E8 VACANT POSITIONS. 

During reduction-in-force situations, management has no obliga- 
tion to fill vacant positions by placement of employees whose 
positions have been abolished or who have been released from 
their competitive level. 

III.E9 ASSIGNMENT RIGHTS (Bumping). 

A. An employee released from his competitive level who 
has exhausted his retreat rights without success may 
exercise assignment rights provided he: 

(1) Meets the qualification requirements and other 
standards for the position established by the 
Personnel Service; 

(2) Meets any special qualifying condition which has 
previously been approved by the Personnel Offi- 
cer: and 

(3) Has the capacity. adaptability, and special 
skills needed to perform satisfactorily the 
duties and responsibilities of the position with- 
out undue disruption of the activity. For the 
purposes of this sub-part, an undue interruption 
occurs only if the employee placed in a position 
through assignment requires more than ninety (90) 
calendar days training to reach the full perform- 
ance level for the position. 

B. An employee in Tenure Group I exercising assignment 
rights may displace another permanent employee with 
lower retention standing in another competitive level 
that requires no reduction or the least possible re- 
duction, in representative rate (Step 5 in any pay 
level). 
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III.El0 TRANSFER OF FUNCTION. 

A. Function Defined. For the purpose of these regula- 
tions, ufunctionll means all or a clearly identifiable 
segment of an entity's mission (including all integral 
parts of that mission) regardless of how it is per- 
formed. 

B. Transfer of Employees. Before a reduction-in-force is 
made in connection with the transfer of any or all of 
the functions of an entity to another continuing enti- 
ty, each competing employee in a position identified 
with the function or functions shall be transferred to 
the continuing entity without change in the tenure of 
his employment. An employee whose position is trans- 
ferred solely for liquidation, and who is not identi- 
fied with an operating function specifically author- 
ized at the time of transfer to continue in operation 
more than sixty (60) days, is not a competing employee 
for other positions in the receiving entity. 

C. Chanqe of Location. A change of location of a func- 
tion does not automatically qualify as a tranfer of 
function. The function must move from its commuting 
area at the time of the transfer to a new commuting 
area. Consolidation of activities, reorganizations or 
other changes not involving a move to another commut- 
ing area do not qualify as a transfer of function for 
the purpose of these regulations. A function trans- 
ferred for the purpose of liquidation is not a func- 
tion (for the purpose of this regulation) and there- 
fore should not be treated as a transfer of function. 

D. Failure to Accompany a Function. An employee in a 
position in a function which is to be transferred, who 
does not intend to accompany the function to the new 
location and so indicates in writing to management, 
shall be separated from the Personnel Service using 
the adverse action procedures in Part 111, Sub-Part D 
of these regulations. 

III.El1 REDUCTION-IN-FORCE PROCEDURES. 

Procedures which must be used in implementing these RIF Regula- 
tions are published in the procedures manual hereto. 
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PERSONNEL SERVICE SYSTEM REGULATIONS - JUDICIARY 

PART 111, SUB-PART F 
EMPLOYEE APPEALS 

III.Fl GENERAL. 

This sub-part establishes the Personnel Service Appeals Sys- 
tem. Any employee of the Personnel Service may appeal, person- 
ally and/or in writing, a decision to take adverse action 
against him for cause, an adverse action resulting from reduc- 
tion-in-force procedures, or a I1less than satisfactoryn or 
~satisfactory~ performance rating. 

RIGHTS OF THE PARTIES. 

In an appeal for any reason the appellant employee and the man- 
agement have certain rights which shall not be denied. These 
are: 

A. Riqht to a Hearinq. Upon the filing of an appeal by 
an employee, both the responsible management official 
and the employee are entitled to a full and fair hear- 
ing before the Civil Service Commission or a hearing 
officer designated by the Commission, to present evi- 
dence, and to be represented by counsel. At the hear- 
ing, technical rules of evidence shall not apply and 
the testimony shall be recorded. The Civil Service 
Commission shall render its findings of fact and final 
decision in writing with service on all parties. 

Only one (1) hearing is held, unless the Civil Service 
Commission determines that unusual circumstances 
require a second hearing. 

It should be noted that the hearing provided by this 
sub-part is separate and distinct from the employee1s 
answer and presentation of evidence in response to a 
letter of proposed adverse action. Any evidence may 
be presented at the hearing which the Civil Service 
Commission or hearing officer allows, that bears on 
the issue of whether the adverse action taken was jus- 
tified and proper. 

B. Denial of a Hearinq. 

(1) The Commission may make the determination to deny 
a hearing on the appeal when a hearing is imprac- 
ticable by reason of unusual location or other 
extraordinary circumstance. In this event the 
Commission must notify both parties in writing of 
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the reason(s) for denying a hearing. 
(2) If the Commission determines that no hearing is 

reasonably possible, the management official and 
the employee will be notified to submit, in writ- 
ing, any additional evidence they desire to pre- 
sent on the issues so that a decision can be made 
on the record without a hearing. 

C. Freedom from Reprisal or Interference. Unless an 
employee feels free to use the appeal system, the 
system will not serve the intended purpose of giving 
him a means for review of his dissatisfactions. An 
employee and his representative, therefore, must be 
free to use the system without restraint, interfer- 
ence, coercion, discrimination, or reprisal. 

An employee, whether acting in an official capacity 
for the government or on any other basis, must not 
interfere with, or attempt to interfere with, another 
employee's exercise of his rights under this sub- 
part. To be fully effective, the spirit as well as 
the letter of the requirement, must be enforced. It 
is not enough for an official to abstain from overt 
threats or interference. He must also refrain from 
making any statement or taking any action that has the 
appearance of a threat, interference, or intimidation. 

D. Employee Representation. An employee has the right to 
present an appeal without representation. He also has 
the right to be accompanied, represented and advised 
by a representative of his choice at any state of the 
proceeding. An employee may change his representa- 
tion, but to do so, he must notify the Commission of 
the change, in writing. The employee may select 
another government employee as his representative, 
provided that such employee is willing to represent 
him. In addition, the representative must be free to 
do so, e.g., not be disqualified because of conflict 
of position or unavailability to serve in that capac- 
ity because of priority needs of the service or rea- 
sonable cost to the government as determined by man- 
agement. The employee is free to select as his repre- 
sentative anyone outside the government service, but 
entirely at his own expense. 

E. Government Representation. The management official's 
representative at Civil Service Commission hearing 
must be the Attorney General or his designee. 

F. Employee Entitled to Official Time to Prepare an 
Appeal. An employee is entitled to a reasonable 
amount of official time to prepare his appeal if he is 
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otherwise in an a c l  - - n - -  
representative is an employee of the government, he is 
also entitled to a reasonable amount of official time 
to prepare the appeal if he is otherwise in an active 
duty status. Both the employee who appeals and the 
employee who acts as representative shall make 
arrangements with the Personnel Officer for the use of 
official time. The Personnel Officer shall determine 
the reasonable amount of official time that is to be 
granted and will inform the supervisors of the employ- 
ee and of the employee's representative. The time to 
be allowed must necessarily depend on the facts and 
circumstances of each case, e.g., the number and 
nature of the reasons stated in the letter of deci- 
sion, the specifics, the volume of the supporting evi- 
dence compiled by the management official, the avail- 
ability of documents, witnesses, assistance at the 
employee's place of employment, and similar considera- 
tions. If preparation requires more official time 
than was originally considered reasonable, the employ- 
ee or his representative may request the Personnel 
Officer for more time. The request should explain 
fully why more time is needed. The Personnel Officer 
will determine if the request is reasonable and should 
be granted. If granted, he will make the necessary 
arrangements. 

EMPLOYEE APPEAL. 

An employee must file an appeal within fifteen (15) calendar 
days after delivery of the letter of decision. The appeal must 
be in writing and delivered personally or by registered mail to 
the Civil Service Commission. The appeal must give the employ- 
ee's reasons for contesting the adverse action, together with 
any offer of proof and pertinent documents he desires to sub- 
mit. It should also include his request for hearing if he so 
desires. Employees located away from Saipan must also meet the 
fifteen (15) calendar days period for filing an appeal to the 
Civil Service Commission. If registered mail is utilized, the 
appeal must be postmarked no later than the fifteenth calendar 
day. 

III.F4 PREPARATION FOR HEARING. 

A. When the Civil Service Commission grants a hearing, 
and establishes a hearing date, it will notify the 
Personnel Officer of the employee concerned, by name, 
title, grade and organizational unit. 

B. The Personnel Officer must either simultaneously or at 
different times meet with the employee and his repre- 
sentative, and the management official and his repre- 
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sentative, within seven (7) calendar days, if possi- 
ble, after receiving notice that a hearing has been 
granted. If it is not possible to hold the meeting or 
meetings within the seven (7) calendar day period, the 
meeting or meetings will be held as soon thereafter as 
possible. At this time, the Personnel Officer will 
inform the Commission of the delay and request a new 
hearing date if necessary. At this meeting, the 
employee and the management official will be required 
to furnish the Personnel Officer and the other party 
with the following information: 

Employee's list of witnesses containing: 
(a) name, location, and occupation of each wit- 

ness ; 
(b) a summary of each witness1 anticipated tes- 

timony; and 
(c) the availability of each witness in the area 

of the employee's duty station during the 
next thirty (30) days. 

Management official's list of witnesses contain- 
ing: 
(a) name, location, and occupation of each wit- 

ness ; 
(b) a summary of each witness1 anticipated tes- 

timony; and 
(c) the availability of each witness in the area 

of the employee's duty station during the 
next thirty (30) days. 

The Personnel Officer must direct the management offi- 
cial to make available to him and the employee the 
management official's entire adverse action file for 
review and reproduction. 

The employee may inspect and copy any part of the 
appeal file upon request. 

The employee may request that the government, at its 
own expense, produce at the hearing those witnesses 
who are employed by the Commonwealth Government and 
whose testimony the employee alleges, in writing, to 
be pertinent to the issues and necessary to his 
defense. The employee may include in his list of wit- 
nesses non-government individuals, but arrangements 
for their presence at the hearing are the obligation 
of the employee and will be at the expense of the 
employee unless otherwise ordered by the Civil Service 
Commission. 
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APPEAL FILE. 

When an employee files an appeal from adverse action with the 
Civil Service Commission, the Personnel Office must establish 
and maintain an appeal file containing copies of all available 
pertinent documents; in addition, that Office must immediately 
forward originals of all pertinent documents to the Civil Serv- 
ice Commission. The employee appeal file is independent, sepa- 
rate and distinct from the Official Personnel Folder (OPF). 
The employee appeal file, both with the Personnel Office and 
the Civil Service Commission, must contain all documents perti- 
nent to the appeal, such as: 

A. A copy of the delegation of authority of the manage- 
ment official taking the action; 

B. A copy of the letter of proposed adverse action; 

C. The material relied on by the management official to 
support the reason(s) listed in the letter of proposed 
adverse action; 

D. The employee's written answer, if any; 

E. A transcript or summary of the employee1s presentation 
of oral evidence and copies of documents presented; 

F. A copy of the letter of decision; 

G. The employee's written notice of appeal; 

H. Any pertinent evidence developed after issuance of the 
letter of proposed adverse action; 

I. The lists of witnesses submitted by both parties; 

J. The reason(s) for not granting a hearing when one is 
requested but not granted; 

K. The reason(s) for not producing witnesses at the hear- 
ing; 

L. The transcript of the Civil Service Commission hearing 
when a hearing is held; 

M. The recommendation of the Civil Service Commissionls 
hearing officer, if any; and 

N. A copy of the notice of decision of the Civil Service 
Commission. 
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III.F6 PROCEDURAL DEFECTS. 

If at any time after the appeal has reached the Civil Service 
Commission, the Commission finds a regulatory or procedural 
defect which would warrant reversal of the action taken by the 
management official, the Commission will prepare a report of 
its findings on the issue and order that the action be dis- 
missed without prejudice. Copies of the findings and the order 
will be served on all parties. 

III.F7 STATUS OF EMPLOYEE DURING APPEAL. 

If an employee appeals a management officialls decision given 
in accordance with adverse action procedures, that decision 
shall remain in effect unless and until the Commission has 
entered its findings and decision on the appeal. The Commis- 
sion may enter such findings and decision on appeals decided by 
it as it finds the circumstances of the case require, and that 
it deems just and proper. 

PERFORMANCE RATING APPEAL. 

A. An employee may appeal a "less than satisfactoryt1 or 
llsatisfactoryll performance rating to the Civil Service 
Commission. 

B. An employee has a right to representation of his choi- 
ce as provided in Section 1II.FZ.D of this sub-part. 

C. The appeal to the Civil Service Commission must be in 
writing, stating the reasons for the appeal, and must 
be filed with the Personnel Officer within thirty (30) 
calendar days after receiving the notice of rating. 

Upon receipt of the notice of appeal, the Personnel 
Officer will appoint an ad hoc committee of three (3) 
to review the rating and evaluate the objection by the 
employee. The ad hoc committee shall be selected from 
among the employees (1) who are on at least equal rank 
as the appellant; (2) who are not in the supervisory 
line above the appellant; (3) at least one of whom 
must have an understanding of the work the employee is 
performing and (4) at least one of whom must be an 
employee of the Judicial Branch. The Personnel Offi- 
cer or his representative shall serve as Executive 
Secretary and advisor to the committee. 

E. The ad hoc committee shall review the content of the 
appeal, make such inquiries of the rating supervisor 
and employee as are considered necessary and, in 
closed session, arrive at a judgment. The committee 
then may (1) refer the rating and the appeal to the 
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rating supervisor and the reviewing official for re- 
evaluation, or (2) determine that the performance rat- 
ing should stand. 

F. In the event the committee determines that the appeal 
is justified and re-rating is required, it shall 
direct the rating supervisor to correct the rating. 
The committee's orders shall be in writing and state 
specifically where the original rating was deficient. 
All documentation in support of this conclusion must 
accompany the rating when referred back to the rating 
supervisor. 

G. If the employee is not satisfied with the decision of 
the ad hoc committee, he may appeal to the Commission, 
using the procedure defined in this sub-part for 
appeals from adverse action decisions. 
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PERSONNEL SERVICE SYSTEM REGULATIONS - JUDICIARY 

PART 111, SUB-PART G 
GRIEVANCE PROCEDURE 

III.Gl GENERAL. 

The Commonwealth Government recognizes the importance of sett- 
ling disagreements and misunderstandings promptly, fairly and 
in an orderly manner that will maintain the self-respect of the 
employee and the supervisor and be consistent with the princi- 
ples of good management. To accomplish this, every effort will 
be made to settle grievances expeditiously and at the lowest 
possible level of supervision. 

III.G2 EMPLOYEE COVERAGE. 

The Personnel Service grievance system covers all Personnel 
Service System employees. 

III.G3 GRIEVANCE COVERAGE. 

The grievance system will cover all matters of concern or dis- 
satisfaction to an eligible employee unless excepted by Section 
I11 .G4 below. 

III.G4 MATTERS NOT COVERED. 

The grievance system will not cover the following: 

A. An adverse action appealed under Part 111, Sub-part D; 

B. A fitness-for-duty examination; 

C. The content of published government policy; 

D. Non-selection for appointment, promotion, or transfer 
from a group of properly ranked and certified candi- 
dates; 

E. Non-adoption of a suggestion or disapproval of a merit 
increase, performance award, or other kind of honorary 
discretionary award; 

F. An employee who is serving on probationary status. 

III.G5 FREEDOM FROM RESTRAINT. 

Employees will be unimpeded and free from restraint, interfer- 
ence, coercion, discrimination and reprisal in seeking adjudi- 
cation of their grievances and appeals. 
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III.G6 EMPLOYEE'S RIGHT TO REPRESENTATION. 

The government recognizes that grievances are personal in 
nature and that aggrieved employees or groups of employees must 
have the right in presenting their grievances to be accompa- 
nied, represented, and advised by representatives of their own 
choosing. Thus, in the formal grievance process, as herein- 
after defined, the employee or group of employees have the 
right to be represented by counsel or other representative of 
their choosing at their own discretion. If the employee or 
group of employees choose to serve as their own representative 
or to designate a member of the aggrieved group as spokesman, 
they may do so. 

III.G7 ROLE OF THE CIVIL SERVICE COMMISSION. 

The Civil Service Commission serves as the ultimate appellate 
level for grievances of employees or groups of employees. It 
shall take under cognizance only those formal grievances which 
cannot be settled to the satisfaction of all concerned in 
accordance with the formal grievance procedure defined in Sec- 
tion III.G9 of this sub-part. 

III.G8 EMPLOYEE'S RIGHT TO SEEK ADVICE. 

Sometimes an employee has a valid reason for not taking a 
grievance to his immediate supervisor. The government's griev- 
ance system, therefore, provides opportunity for an employee to 
communicate, informally, with and seek advice from: 

A. The Personnel Office, and/or 

B. A supervisory or management official of higher rank 
than the employee's immediate supervisor. 

III.G9 INFORMAL GRIEVANCE PROCEDURE. 

A. The grievance action shall first be initiated by the 
aggrieved employee who will discuss his problem infor- 
mally with his supervisor, or if he feels his rela- 
tionship with his immediate supervisor is such that he 
cannot reasonably discuss the matter with him, he may 
discuss it with the next level of supervision. A 
grievance concerning a particular act or occurrence 
must be presented within ten (10) calendar days of the 
date of the act or occurrence or the date the ag- 
grieved employee became aware of the act or occurrence. 

B. If the grievance is not settled within five ( 5 )  calen- 
dar days, or if the employee is not satisfied with the 
decision of the immediate supervisor, he or his repre- 
sentative may, within the next ten (10) calendar days, 
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put his grievance in writing and submit it to the 
Chief Judge as a formal grievance. The written repre- 
.sentation must contain the following information: 

(1) the identity of the aggrieved employee and the 
organization in which he works; 

(2) the details of the grievance: 
(3) the corrective action desired: and 
(4) the name of his personal representative, if any. 

FORMAL GRIEVANCE PROCEDURE. 

The Chief Judge or his designee will examine the 
grievance, discuss it with the grievant or his repre- 
sentative, and render his decision, in writing, within 
fourteen (14) calendar days after receiving the griev- 
ance. The Chief Judge may have present the employee's 
immediate supervisor, if he deems it appropriate to 
the resolution of the grievance. 

If the Chief Judge is not successful in settling the 
grievance to the employee's satisfaction within four- 
teen (14) calendar days after it is presented to him 
in writing, the employee shall, within fifteen (15) 
calendar days after receiving written notification of 
the decision, submit his grievance to the Civil Serv- 
ice Commission. 

The Civil Service Commission shall set a time for its 
review of the case within a reasonable time after 
receiving a grievance. If the Commission desires to 
have the grievance heard by a hearing officer, it must 
inform the aggrieved employee and his representative 
as soon as possible. 

In hearings before the Civil Service Commission or a 
hearing officer, the aggrieved employee and/or his 
representative shall be allowed to appear and present 
his case. An appropriate management representative 
shall also be allowed to appear before the Commis- 
sion. Both sides shall have the right to call wit- 
nesses for the other side. The Civil Service Commis- 
sion or the hearing officer shall prepare a summary of 
the hearing. If both parties desire a formal, written 
record prepared by a reporter, the cost of such serv- 
ices shall be shared equally. If only one side 
desires a formal written record of the proceedings, 
that side shall bear the cost. 

The Civil Service Commission shall reach a decision 
and present it formally to the Chief Judge within ten 
(10) working days of the close of the formal hearing. 
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Decision by the Civil Service Commission shall be made 
by a two-thirds (2/3) vote of the entire members, as 
required by 1 CMC 58113, and shall be final. 

F. If the aggrieved employee is dissatisfied with the 
decision after having exhausted all administrative 
appeal levels, he has recourse to the courts. 

G. The Personnel Officer shall be kept informed as to the 
progress of a formal grievance and is responsible for 
assuring that the time limits established in this 
procedure are met. He is also responsible to assure 
that the formal record of the grievance is assembled 
into one place, stored and safeguarded. 

H. The Personnel Officer shall be the final custodian of 
all records of a grievance and is responsible for 
their proper storage and security. 

COMMONWEALTH REGISTER, VOL. 6, NO. 8 AUGUST 15, 1984 Page 3045 



PART IV, SUB-PART A 
POSITION CLASSIFICATION 

IV.A1 GENERAL. 

All positions subject to the provisions of the Commonwealth of 
the Nothern Mariana Islands Personnel Service System shall be 
classified in accordance with the approved Commonwealth of the 
Northern Mariana Islands Position Classification Plan. 

IV.A2 DEFINITIONS. 

A. Position Classification. Position classification 
means the process by which positions in an organiza- 
tion are identified according to their duties and 
responsibilities, like positions segregated into 
groups called classes, and a systematic record made of 
the classes found and of the particular positions 
found to be of each class. 

B. Class. Class means one position or a group of posi- 
tions sufficiently similar in respect to their duties, 
responsibilities, and authority that the same title 
may be used with clarity to designate each position 
allocated to the class, the same standard qualifica- 
tions may be required of all incumbents, the same test 
of fitness may be used to choose qualified employees, 
and the same schedule of compensation may be applied 
with equity under the same or substantially the same 
employment conditions; and sufficiently dissimilar 
from any position or any other group of positions to 
warrant exclusion from those groups of positions. 

The class title assigned to a position in accordance 
with the Position Classification Plan shall be the 
official title and will be used for all personnel, 
budgetary and financial purposes. In addition, the 
official title should be used for all position organi- 
zation charts. 

C. Position. The work, consisting of duties and respon- 
sibilities assigned by competent authority for per- 
formance by an employee. 

D. Position Classification Plan. Position classification 
plan means classes of positions arranged in a logical 
and systematic order to reflect all of the kinds and 
levels of work utilized in the Personnel Service. 
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Manaqement Official. Management official means a per- 
son having power to make appointments or changes in 
status of an employee in the Personnel Service, or a 
delegate of such a person. 

Allocation. Allocation means the assignment of a 
position to its appropriate class on the basis of 
analysis of the duties and responsibilities of the 
position. 

Reallocation. Reallocation of a position is a posi- 
tion change resulting from a gradual change of duties 
and responsibilities over an extended period of time, 
not a result of planned management action. 

Reclassification. Reclassification means change of a 
position or group of positions to a different class as 
a result of a change in duties and responsibilities, 
classification standards, or as a result of correcting 
a classification error. 

Class Specification. Class specification means an 
official position classification plan document 
describing the general characteristics of the class, 
including the official class title, a description of 
the scope of duties and responsibilities of the class, 
examples of work or typical duties performed, and a 
statement of the qualifications required to perform 
the work of the class. 

Occupational Group. Occupational group means a major 
subdivision of a position classification plan, gener- 
ally embracing several series of classes of positions 
in associated or related work specialties, professions 
or related activities (e.g., Clerical and Machine 
Operation; Administrative, Management, and Allied; 
Agriculture and Allied; etc., make up occupational 
groups) . 
Series of Classes. Series of classes means classes 
closely related as to occupational specialty but dif- 
fering in level of difficulty, responsibility, and 
qualifications required. (For example, the three 
classes of Architect I, Architect 11, and Architect 
I11 make up a series.) 

Position Description. Position description means a 
formal, official written statement by management docu- 
menting the assignment or arrangement of the duties 
and responsibilities of a position. 
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IV. A3 PRINCIPLES AND POLICY. 

The basic principles underlying the position classification 
system are: 

A .  Equal pay for equal work; and 

B. Variations in pay in proportion to substantial differ- 
ences in difficulty, responsibility, and qualification 
requirements of the work. 

The Personnel Service System's position classification program 
applies these principles in response to management's expressed 
needs and in support of mission accomplishments. Changes in 
classification shall not be made for the purpose of raising or 
reducing pay, but only to reflect clear and significant changes 
in duties and responsibilities. Supervisors and managers are 
expected to organize the work of their organizations and struc- 
ture the positions so that vacancies can be filled at the low- 
est level at which qualified applicants can be obtained. 

IV. A4 RESPONSIBILITIES. 

A. Personnel Officer. 

(1) Administers a classification program which sup- 
ports management's objectives, meets legal and 
regulatory requirements, and promotes participa- 
tion by operating officials in the classification 
process. 

(2) Provides advice and assistance to management on 
the classification aspects of position structure 
needed to carry out the government's mission. 

(3) Conducts periodic reviews to evaluate the effec- 
tiveness of the classification program and 
directs corrective action where appropriate. 

(4) Develops new classification standards, revises 
existing standards as needed; seeks advice and 
counsel of operating officials with the approval 
of the Civil Service Commission. 

( 5 ) .  Groups positions into classes on the basis of 
their similarities in duties, responsibilities, 
and other significant factors. 

(6) Assigns a title to each class which shall apply 
to all positions in the class; prescribes the 
characteristics of each class, and the standards 
for employment of any position in the class sub- 
sequent to consultation with the Civil Service 
Commission and the appropriate management offi- 
cials. 

(7) Changes a position from one class to another 
where substantial changes have occurred in the 
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duties and responsibilities. 
(8) Determines the status of occupants of positions 

which have been changed from one class to another 
class. 

The Personnel Officer is authorized to delegate authority to 
the degree which he deems appropriate, to other qualified per- 
sonnel in the Personnel Office to identify positions at certain 
levels with established classes of positions which have been 
approved and allocated within the Classification Plan. 

B. Management Officials and Supervisors. 

The planning, organizing, developing and assign- 
ing of duties and responsibilities to positions, 
whether occupied or vacant. 
When making assignments, giving consideration to 
the mission of the organization and structuring 
positions for accomplishment of requirements in 
the most effective and economical manner possible. 
Assuring that assigned duties and responsibili- 
ties do not duplicate or overlap those of other 
positions. 
Assuring that current duties and responsibilities 
assigned to position are completely and accurate- 
ly described in position descriptions in full and 
sufficient detail for position classification and 
all related purposes. 
Assuring the development, preparation, mainten- 
ance, and submission of factual and up-to-date 
functional statements and organizational position 
charts which clearly depict such information as 
assigned organizational and/or supervisory 
responsibility, organizational segment identifi- 
cation, employee names with official class titles 
and pay levels for the positions to which 
assigned, the title and pay levels of vacant 
positions which are funded and approved, and 
other similar essential details. 
Assisting their employees to whatever extent 
necessary to accomplish the foregoing and to 
obtain information from authoritative sources, as 
necessary, to answer specific questions as may be 
raised by their employees. 

IV.A5 POSITION PLANNING. 

The supervisor is responsible for position planning. He 
analyzes the work to be accomplished, decides on work or pro- 
duction methods, and determines the requirements for supervi- 
sion, special technical suppport, qualitative and quantitative 
controls, and review and evaluation. A well defined position 
has clearly defined operation, tasks, duties, authorities, 
responsibilities, and supervisory relationships. 
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PERSONNEL SERVICE SYSTEM REGULATIONS - JUDICIARY 

PART IV, SUB-PART B 
COMPENSATION 

IV. B1 GENERAL. 

All persons employed by the judicial branch of the government 
and subject to the provisions of 1 CMC S8213 shall be compen- 
sated in accordance with such law and the provisions of this 
part . 
IV.B2. COMPENSATION PLAN. 

The classes in the position classification plan, when assigned 
to appropriate Bay levels of the Base Salary Schedule as estab- 
lished, shall constitute the basic compensation plan. 

The Personnel Officer shall assign all classes in the position 
classification plan to appropriate pay levels in the Base 
Salary Schedule in accordance with the following: 

A. Kind and level of work; 
B. Degree of difficulty and responsibility; 
C. Kind, quality and level of qualification requirements; 
D. Relationship to other classes in its occupational 

group, and of its occupational group to other occupa- 
tional groups. 

IV.B3 PERIODIC REVIEW OF COMPENSATION PLAN. 

The Personnel Officer shall periodically conduct necessary and 
appropriate studies of rates of compensation and compensation 
practices in all geographic areas from which employees are nor- 
mally recruited, and shall recommend and transmit the same to 
the Civil Service Commission for its review. Following such 
review, the Civil Service Commission shall submit the same, 
together with its comments and recommendations, to the Chief 
Judge and to the Legislature for review and approval. 

IV.B4 ESTABLISHING SALARY UPON APPOINTMENT. 

A. Salary shall be fixed at the first step of the appro- 
priate pay level upon initial appointment. Should a 
higher rate be deemed necessary to recruit, and is 
appropriate to the qualifications of the applicant, 
the salary may be fixed at any succeeding step but not 
beyond the fifth step. Payment of salary above Step 1 
of a pay level must be approved by the Personnel Offi- 
cer. 
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B. When a person may be reemployed after a break in serv- 
ice of one (1) or more days into a position in a class 
and pay level lower than the highest class and pay 
level he had previously held, the salary may be set at 
the highest previous rate held, provided the rate does 
not exceed the salary range of the lower pay level. 

IV.B5 PROMOTIONS. 

An employee who is promoted from a position in one class to an 
existing position in a higher class shall be compensated at the 
lowest step in the new pay level which at least equals the 
amount of two (2) step increases in the old pay level. The 
rate of compensation cannot exceed the rate of the maximum step 
in the higher pay level. The effective date of the promotion 
shall be the new service anniversary date for the promoted 
employee. Retroactive promotions shall not be made except when 
directed by a decision of the Civil Service Commission pursuant 
to an employeeis appeal. 

TEMPORARY PROMOTIONS. 

A temporary promotion is utilized when it is anticipated that 
an employee will temporarily occupy a position for a period in 
excess of three (3) months. An employee can be temporarily 
promoted only if he meets the qualifications standards of the 
new position. The employee temporarily promoted shall be com- 
pensated at the step in the new pay level which is at least 
equal to an increase of two steps at his current pay level. 
The employee must be informed in advance and agree, in writing, 
that at the expiration of the temporary promotion, he will be 
returned to the former salary (grade and step) that he would be 
receiving had he remained in the former position. No temporary 
promotion shall exceed a period of one (1) year except when the 
temporary promotion is to replace an employee on educational 
leave outside the Commonwealth of the Northern Mariana 
Islands. In this instance the temporary promotion may continue 
for not longer than two (2) years. 

IV. B7 "ACTING" ASSIGNMENT. 

An "actingu assignment is the designation, in writing, that an 
employee will act for a period of up to thirty (30) days in 
place of a supervisor. When the supervisoris absence exceeds 
the initial thirty (30)-day period, a new designation shall be 
made for an additional thirty (30)-days. This thirty (30)-day 
renewal of the acting assignment is repeated until the super- 
visor returns to his position. Whenever the acting assignment 
exceeds ninety (90) days, the employee shall be temporarily 
promoted if he meets the qualifications standards of the posi- 
tion. If the acting assignment exceeds ninety (90) days and 
the employee does not meet the qualifications standards of the 
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position, the employee may be temporarily promoted to an inter- 
mediate grade if one exists and he meets the qualifications 
requirements, or if the employee does not meet the qualifica- 
tions standards of either the target grade or the intermediate 
grade, he shall be compensated with two (2) steps in his cur- 
rent pay level, but may not exceed the maximum step. 

When an employee in the classified service is designated for an 
"actingM assignment in the excepted service, he shall be 
required to resign from the classified service in order to 
accept the acting assignment. While in the acting assignment, 
he shall be entitled to receive a salary equivalent to the 
salary received by the previous incumbent of the position. 
Upon expiration of the acting assignment, the employee will be 
reinstated to his former position and salary (grade and step) 
that he would be receiving had he remained in his former posi- 
tion. 

IV. B8 DEMOT I ON. 

An employee demoted because of abolishment of position or re- 
allocation of position to a lower pay level, except at his own 
request, shall be compensated at the rate which does not exceed 
his current pay rate. Where his existing rate exceeds the rate 
of the maximum step of the lower pay level, the employee shall 
be compensated at such maximum step. An employee demoted as a 
disciplinary measure shall have his compensation reduced to the 
corresponding step of the lower pay level, and may, with the 
approval of the Personnel officer, be compensated at a lower 
step. 

An employee demoted at his own request shall have his pay set 
at the numerical step in the lower pay level which corresponds 
to the step he held in the higher level. 

IV. B9 TRANSFER. 

An employee who is transferred to a different position at the 
same pay level shall receive no change in compensation. An 
employee may transfer from the classified service in one branch 
of government to the classified service in another branch of 
government with no loss of benefits. A minimum of two weeks1 
notice must be given the losing supervisor prior to effecting a 
transfer . 
IV. B10 EFFECT ON SERVICE ANNIVERSARY DATE. 

An employee's service anniversary date will not be affected by 
a detail, "actingM assignment, or temporary promotion. 
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IV.Bl1 REALLOCATION RECLASSIFICATION OF POSITION TO HIGHER 
PAY. 

An employee whose position is reallocated/reclassified to a 
higher class shall be compensated at the lowest step in the 
higher pay level which at least equals the amount of a two (2) 
step increase in the lower pay level. The rate of compensation 
cannot exceed the rate of the maximum step in the higher pay 
level. The anniversary date of the new reallocation/reclassi- 
fication shall be recycled. 

EFFECTIVE DATE OF POSITION CHANGES. 

The effective date of all position changes shall be the begin- 
ning of the first pay period immediately following the approval 
of the action by the Personnel Officer. Exceptions to this 
rule may be made by the Personnel Officer only for such reasons 
as will expedite public business and not result in an inequita- 
ble situation. 

IV.Bl3 WITHIN-GRADE INCREASES. 

A. Within-grade increases may be granted upon completion 
of fifty-two (52) calendar weeks of satisfactory per- 
f ormance. 

B. Employees who are included under the Personnel Service 
System and assigned to work part-time will be eligible 
for a within-grade increase only at such time as the 
cumulative total of all hours worked equates to a 
standard work year of 2,080 hours and such work has 
been satisfactory. Employees who are employed on an 
intermittent basis are not eligible to receive within- 
grade increases. 

C. The effective date of a within-grade step increase 
shall be the first day of the first pay period follow- 
ing completion of the required waiting period. 

For all positions, approved leave in a non-pay status 
(LWOP) and/or unapproved leave (AWOL) not to exceed 
eighty (80) hours, is creditable toward the waiting 
period for a within-grade increase. Unapproved leave 
(AWOL) and leave without pay (LWOP) of more than 
eighty (80) hours will extend the waiting period by at 
least one pay period or by the amount of time such 
AWOL or LWOP exceeds the eighty (80) hours, whichever 
is greater. 

E. Time served in a LWOP status for purposes of job- 
related education or training is credited toward 
within-grade increases, the same as if the employee 
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had been in a pay status for that peri- 
on LWOP, provided that the employee is a registered or 
enrolled student. To be creditable toward the waiting 
period, the education program in which the employee is 
enrolled must be clearly and directly applicable to 
the employee's present position or one to which he may 
reasonably aspire, and for which he is released from 
full-time status and placed in an approved leave with- 
out pay (LWOP) status. Finally, the employee must 
perform his educational program satisfactorily as 
determined by management and the Personnel Officer. 

F. A former employee reemployed with a break in service 
begins a new waiting period for a within-grade in- 
crease. No credit will be given toward the completion 
of this new waiting period for any time served under a 
former waiting period prior to the break in service. 

IV.Bl4 WORKSHOPS. 

An employee who successfully completes a total of 120 hours of 
workshops, or multiple units thereof, that are supervised, 
sponsored and/or sanctioned by the Personnel Officer may be 
given a salary increase equivalent to one (1) step for each 
120-hour unit. 

A. No employee may receive more than one (1) step 
increase under this Sub-part in any one calendar year 
regardless of the number of workshops that he success- 
fully completed. Employees who are employed on an 
intermittent basis are not eligible to receive this 
increase. 

B. Upon determination of the Chief Judge that such 
employee is eligible to receive a salary increase as 
provided for in this Sub-part, he shall prepare, sign 
and submit a Notification of Personnel Action to the 
Personnel Officer for final approval. 

C. The effective date of the increase under this Sub-part 
shall be on the first day of the following pay period 
after the approval of the Personnel Officer. 

D. This increase shall not affect the anniversary date of 
the employee. 

IV.Bl5 OVERTIME COMPENSATION, COMPENSATORY TIME AND CONTROL. 

A. Any employee who is directed to work and does work in 
excess of forty (40) hours a week shall be paid over- 
time at the rate of one and one-half (1-1/2) times his 
basic pay: or in the absence of any funds for overtime 
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compensation, compensatory time-off shall be granted 
at time and one-half 1 - 1 2 )  Compensatory time-off 
shall be granted within four (4) pay periods from the 
date in which it was earned, and any compensatory time 
not used within a four pay period interval shall be 
converted to overtime pay the following pay period. 
All classified employees shall be eligible for over- 
time pay, except as provided for in 4 CMC 59223. 

(1) Any employee who is being paid a standby premium 
for remaining on call for duty at anytime during 
a regularly scheduled standby period in excess of 
a forty (40)-hour week shall not be eligible for 
overtime pay or compensatory time-of f for any 
work performed while on scheduled standby. 

(2) Such overtime work is directed to a specific 
objective or goal of accomplishment, and it can- 
not be accomplished during the regular workday, 
nor postponed to the following day or days. An 
employee who is required to work overtime of less 
than two (2) hours is credited with a minimum of 
two (2) hours overtime work. 

Reduction and Control of Overtime. Intelligent and 
responsible control of overtime for all Personnel 
Service employees is a continuing management function 
and, to this end, certain steps are to be taken by all 
management officials and subordinate supervisors to 
reduce overtime. These steps include: 

(4 

COMMONWEALTH 

Ensure that every effort is made to improve man- 
agement of the man-hours available during the 
40-hour work week; eliminate unessential or low 
priority work; make certain that reasonable dis- 
cipline is maintained with respect to hours of 
work, leave, punctuality, industry, and individu- 
al productivity. 
Examine the purpose of overtime to determine 
whether the work to be accomplished requires 
immediate completion. No overtime should be 
approved to complete any work that could be 
delayed without undue hardship. 
Where recurring overtime appears necessary, con- 
sider the relative cost of additional personnel 
versus the current cost of overtime. Where addi- 
tional personnel would result in less cost to the 
government, they should be provided by reassign- 
ing employees in less essential positions, wher- 
ever possible. 
Consider pooling clerical personnel and freely 
loaning employees from one activity to another as 
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C. 

D. 

E. 

IV. B16 

the needs of the moment require. No situation 
should be allowed to exist wherein employees are 
not fully occupied in necessary work eight hours 
a day. 

(5) Use available recognition devices, merit in- 
crease, performance awards, and priority consid- 
eration for promotion to reward employees who 
make extra efforts on behalf of their organiza- 
tions. This will encourage other employees to 
raise their sights. 

Approval of Overtime. As a general policy, an employ- 
ee who has taken annual or sick leave or who plans to 
take annual or sick .leave within the same work week 
will not be scheduled to work overtime, and will be 
advised that overtime voluntarily performed is not 
compensable. 

Supervisors Working Overtime. As a general policy, 
management officials should refrain from directing 
supervisory personnel to work overtime. 

Supervision of Overtime Work. In the event three or 
more employees are directed to work overtime, a super- 
visor must be present to ensure proper utilization of 
the overtime period. 

STANDARD WORK WEEK. 

The standard work week is scheduled to commence on Monday at 
7:30 a.m., and to end on the following Friday at 4:30 p.m., of 
each week. 

IV.Bl7 USE OF NON-STANDARD WORK WEEK. 

Non-standard work weeks may be used to provide continuity of 
service or to fulfill other needs of the public interest. 
Schedules for non-standard work weeks shall be devised, in 
advance, by the management official concerned and approved by 
the Chief Judge. When it becomes necessary to change an 
employee from a standard work week to a non-standard work week, 
he shall be given notice, in writing, ten (10) working days in 
advance of the effective date of the change. If an employee is 
not given the required notice of change in schedule of work, he 
shall be compensated at the overtime rate for those days worked 
within the first ten (10) working days which do not fall within 
the standard work week. 

IV.Bl8 HOLIDAYS. 

A. Employees shall be paid holiday pay or be given com- 
pensatory time-off for work performed on Commonwealth 
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of the Northern Mariana Islands Government holidays, 
in accordance with the regulations set forfh herein. 

B. Payment for work on holidays: 

(1) Any employee required to work on a legal holiday 
which falls within his regularly scheduled work 
week shall be compensated at two (2) times his 
base salary rate or or his adjusted base salary 
rate; or in the absence of any funds for holiday 
compensation, compensatory time-off shall be 
granted. Compensatory time-off for the first 
eight (8) hours worked, or any part thereof, 
shall be granted in an equal number of hours. If 
the work starts at midnight and/or exceeds more 
than eight (8) hours, the employee shall be com- 
pensated or be given compensatory time-off for 
any hours over eight (8) at the rate of one and 
one-half ( - 2 )  times the base salary or the 
adjusted base salary, or the hours worked. Com- 
pensatory time-off shall be granted within four 
(4) pay periods from the date in which it was 
earned, and any compensatory time not used within 
a four pay period interval shall be converted to 
holiday pay for the following pay period. All 
classified employees shall be eligible for holi- 
day pay, except as provided for in 4 CMC 59223. 
Holiday pay for hours of work performed on a 
legal holiday will not be paid any employee who 
is paid a standby differential for the same hours. 

(2) Any employee required to work on a holiday which 
falls outside his regularly scheduled work week, 
shall be compensated at two (2) times the base 
salary rate or the adjusted base salary rate when 
provided, by law, for his position. 

(3) An employee will not receive holiday pay unless 
he is on full pay status immediately before and 
after the holiday. 

C. Holiday Pay in a Non-Standard Work Week. When holi- 
days fall on a regular non-work day for employees 
whose basic work week is other than the standard work 
week, the work day immediately preceding or succeeding 
the holiday shall be designated (as determined by the 
Chief Judge) as the holiday in lieu of such holiday 
which occurs on the employee's scheduled non-work day: 

(1) Such employees who have designated holidays in 
lieu of the official holiday shall, if possible, 
be excused from duty on the designated holiday. 

(2) Such employees who are required to work on their 
designated holiday shall receive two (2) times 
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the base salary rate or adjusted base salary rate 
for work performed on that day. 

IV.Bl9 MERIT INCREASE. 

An employee with a minimum of three (3) exceptional ratings may 
additionally be granted a merit increase not to exceed one (1) 
step increase in the base rate of pay upon completion of a 
fifty-two (52) calendar weeks period for sustained superior 
performance over such period. Such additional merit increase 
will not alter the waiting period required for qualifying for 
the next with-in grade step increase. No employee shall be 
compensated above the maximum step prescribed for his pay level 
except where he was receiving such compensation pursuant to law. 

A merit increase is initiated and signed by the employee's 
supervisor and forwarded to the Personnel Officer for review. 
Following approval recommendation by the Chief Judge, the Per- 
sonnel Officer is authorized to approve merit increases within 
his authority. 

The effective date of all merit increases shall be the begin- 
ning of the pay period immediately following the approval of 
the Perspnnel Officer. Exceptions to this rule may be made by 
the Personnel Officer only for such reasons as will expedite 
public business and not result in an inequitable situation. 

IV.B20 PREMIUM PAY. 

A. Hazardous Work. All employees meeting the qualifica- 
tion criteria below, whose occupation involves unusual 
and extreme hazards to their health and safety, shall 
be paid a differential of twenty-five percent (25%) of 
their base salary rate. 

Qualification Criteria. To qualify for payment of a 
hazardous work differential, the following conditions 
of work must be met: 

(1) The conditions of unusual and extreme hazard to 
the employee's health and safety must be clearly 
evident and fully defined; 

(2) The hazard, on which a request for payment of 
such differential might be based, has not previ- 
ously been recognized in the establishment of the 
pay level for the class which covers the posi- 
tion(~) and work involved; and 

(3) Exposure to the particular unusual and extreme 
hazard must constitute a reasonable amount of 
time so as to be clearly recognizable. For 
example, several repeated exposures to such a 
hazard may occur for a brief period of time, but 
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collectively measured over a period of time, 
e.g., one day, may possibly provide a valid basis 
for recognition of the hazard. Conversely, clear 
and sustained exposure to an unusual and extreme 
hazard is readily more recognizable and measur- 
able. 

B. Hardship Post Differential. To provide additional 
compensation, the hardship post differential of twenty 
percent (20%) of base salary rate or adjusted base 
salary rate is paid employees meeting the qualifica- 
tion criteria below, assigned to duty stations which 
involve conditions of unusual hardship. 

Qualification Criteria. To qualify for payment of a 
hardship post differential, employees must be regular- 
ly assigned to a location or duty station which has 
been certified by the Personnel Officer as constitut- 
ing a hardship situation. 

Factors of Unusual Hardship. A post location or duty 
station will be individually assessed to determine 
whether it involves conditions of unusual hardship as 
compared with other locations throughout the Common- 
wealth. Factors collectively considered to constitute 
unusual hardship include, but are not limited to: 

(1) Geographic Isolation. A site sufficiently remote 
and removed from population centers, isolated 
from other activities or facilities, inaccessible 
except by means of special or infrequent trans- 
portation and/or communications, a physical loca- 
tion well removed and functioning with little 
recourse and contact with other locations or 
activities. 

(2) Lack of Amenities. Broadly encompasses all con- 
siderations relating to characteristics or condi- 
tions of pleasantness, attractiveness, or desir- 
able features of a place; includes consideration 
for the existence and types of facilities such as 
shopping, recreation, housing, transportation, 
communications, relationships and presence of 
other people. 

(3) Lack of Availability of Shipping. Broadly 
includes locations where commerce and transport 
of goods and materials via sea, air, or ground is 
sporadic, may or may not be regularly scheduled, 
goods are subject to loss, damage or excessive 
delays, transport facilities are of limited 
capacity, and other similar features which 
enhance the difficulty of obtaining goods and 
services. 
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(4) 

( 5 )  

The 

Lack of Transporation. Generally identifies and 
refers to accepted means of transportation such 
as lack of suitable roadways for automotive or 
other vehicular traffic to move about from place 
to place on the island; includes all forms of 
common transportation, such as automobiles, 
motorbikes, boats and the absence or presence of 
local facilities to support both their use and 
maintenance. 
OtKer Conditions. Other conditions or special 
features characteristic of the location or post 
of duty assignment which contribute to or result 
in a situation of unusual hardship to the employ- 
ees assigned to that duty station. 

8 authorization and approval to pay a hardship post 
differential is not automatic and once authorized, is 
not a guarantee that it will continue indefinitely. 
An employee on annual or home leave will not be paid 
the hardship post differential if he is away from the 
hardship post. 

C. Night Work. Additional compensation in the form of a 
night work differential of fifteen percent (15%) of 
base salary rate or adjusted base salary rate is paid 
for all hours worked between 4:30 p.m. and 7:30 a.m., 
when such hours are included within a regular sched- 
uled tour of duty. 

(1) 

(2) 

COMMONWEALTH 

Control Criteria. To be eligible to receive pay- 
ment of a night work differential, the following 
criteria must be met: 
(a) Payment wiil be made only for actual hours 

worked which fall between the period of 4:30 
p.m.and 7:30 a.m. 

(b) The above is restricted to include only 
those regularly scheduled work hours within 
the specified time period which constitute 
all or a part of the employee's regular 
hours of duty. 

Non-payment of Night Work Differential. Payment 
of night work differential will not be made for 
the following situations: 
(a) An employee whose regular hours of duty 

include scheduled hours during the period of 
4:30 p.m. to 7:30 a.m., is absent and does 
not actually perform work for the hours 
involved; 

(b) An employee required to perform work during 
the hours of 4:30 p.m. to 7:30 a.m. which is 
not a part of his regularly scheduled hours 
of night work duty; or 
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(c) An employee who is paid a standby differen- 
tial for remaining on call to duty at any 
time during the regularly scheduled standby 
period in excess of the normal forty (40) 
hour work week shall not be eligible for 
payment of night work differential for any 
work performed while on scheduled standby. 

D. Standby Differential. All employees whose conditions 
of work or employment involve all of the following 
criteria shall be entitled to receive a standby dif- 
ferential of twenty percent (20%) of base salary rate 
or adjusted salary rate: 

(1) Qualification Criteria. To qualify for entitle- 
ment to receive a standby differential of twenty 
percent (20%) of base salary rate or the adjusted 
base salary rate when provided by law, all of the 
following conditions of work or employment must 
be met: 

E. Typhoon 
required 

The nature of the position or occupation is 
such that employees are required to remain 
on call in a standby duty status which must 
be performed at their designated work sta- 
tions or locations; 
Hours of standby duty must be for a regular- 
ly scheduled period of time in excess of a 
normal forty (40) hour work week. The mini- 
mum scheduled standby duty tour shall con- 
sist of not less than eight (8) hours per 
week; 
Employees assigned to work regularly sched- 
uled hours of standby duty mu6t be regularly 
and frequently called upon to perform the 
assigned duties or services while on standby; 
Employees being paid standby differential 
are not eligible to receive night work dif- 
ferential, holiday pay, or overtime pay for 
any work performed while serving a scheduled 
standby. Overtime compensation will be 
paid, however, for all hours worked in addi- 
tion to the normal forty (40) hour work week 
and any hours beyond regularly scheduled 
standby hours. 

Emergency Differential. Employees who are 
by the Commonwealth of the Northern Mariana 

Islands Government to work in a location and during a 
period of time in which a typhoon or tropical storm 
emergency has been declared, and in which other 
government employees are released from work as a 
result of such condition, shall be compensated as 
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follows: For the hours such employees are required to 
work while such declaration of emergency shall remain 
in force, compensation shall be at the rate of two and 
one-half (2-1/2) times the base salary rate or 
adjusted base salary rate. When provided for in this 
sub-paragraph, this shall 'not limit the right of the 
employee to any other differential to which he may 
otherwise be entitled by law or applicable regulation. 

F. Outside Commonwealth of the Northern Mariana Islands 
Service Differential. Any employee of the Personnel 
Service residing in the Commonwealth of the Northern 
Mariana Islands and assigned a permanent change of 
duty station to work at locations outside the geo- 
graphic boundaries or administrative control limits of 
the Commonwealth of the Northern Mariana Islands shall 
receive, in addition to a base salary, fifty percent 
(50%) of the base salary. 

G. Advanced Professional Differential. Any employee who 
has achieved advance professional capabilities through 
obtaining an L.L.B. or J.D. Degree, a Doctorate in 
Medicine or Dentistry, or an earned doctorate in any 
other field from an accredited United States univers- 
ity or any other university accredited or accepted in 
the United States, and who is employed in a position 
having a requirement for such degree, shall receive, 
in addition to a base salary, a premium of thirty per- 
cent (30%) of the base salary for the pay level and 
step of the position. 

IV.B21 APPROVAL OF PROPOSALS TO PROVIDE PREMIUM PAY OR 
DIFFERENTIALS. 

All proposals for pay differentials as defined herein shall be 
submitted by the Chief Judge on a Request for Personnel Action 
(Form CSC-P-1) to the Personnel Officer for review and approv- 
al. The Request must be accompanied by a letter of justif ica- 
tion addressing each of the criteria required to support the 
particular differential. Similarly, a request to remove dif- 
ferentials shall be accomplished by an approved personnel 
action. Removal of differentials does not constitute a "reduc- 
tion in pay1# and thus does not require a formal adverse action 
under Part 111, Sub-part D of these Regulations. 

IV.B22 BAR TO DUAL COMPENSATION OR DUAL EMPLOYMENT. 

No employee shall receive compensation for two positions or two 
appointments in the Personnel Service. When an employee is 
engaged in government work other than in his regular position 
under provision of the Commonwealth of the Northern Mariana 
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I s %  . - ! l a c e d  in LWOP from his re!ular !osi- 
tion, or (2) continue his government salary and reject the 
salary for the second position, whichever is to his personal 
advantage. 

IV.B23 SEVERANCE PAY. 

Employees who are separated from the Personnel Service System 
by reduction-in-force, not eligible to receive immediate 
retirement pay under the Social Security System, are entitled 
to severance pay computed as follows: 

A. For each full year of creditable service with the Com- 
monwealth of the Northern Mariana Islands Government, 
the employee is entitled to one-half (1/2) of his 
bi-weekly pay rate in effect upon separation by RIF. 

B. For each full three (3) months of service beyond the 
total full years of service, the employee is entitled 
to twenty-five percent (25%) of the pay for a bi- 
weekly period at the rate in effect upon separation by 
RIF. Not more than seventy-five percent (75%) of the 
pay for one bi-weekly period shall be paid under this 
part-year provision. 

Severance pay is paid at the regular bi-weekly sequences until 
the entitlement is exhausted. If an employee separated by RIF 
is reemployed by the Government in any capacity before the 
allowable severance pay liability is satisfied, he sacrifices 
the unpaid balance upon return to duty. If the employee's 
total creditable service is less than one (1) full year, he is 
not entitled to severance pay. 

IV.BZ4 TIMEKEEPERS. 

It is essential that the Civil Service Commission and the 
government have available accurate data concerning the time and 
attendance of employees. This information assists forecasting 
of future personnel needs and analysis of current practices. 
To provide the needed information, it is necessary that compe- 
tent timekeepers be appointed and certified. 

A. Appointment and Certification of Timekeeper. The 
Chief Judge shall appoint timekeepers as required by 
the Judicial Branch. Each timekeeper appointed shall 
be assigned designated employees for whom the time- 
keeper will be responsible. Every employee (classi- 
fied service and excepted service) shall be required 
to be assigned a timekeeper. Upon the appointment, 
each timekeeper will undertake a course of instruction 
in timekeeping procedures as specified by the Person- 
nel Officer and the Director of Finance. Upon satis- 
factory completion of such instruction, the Personnel 
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Officer shall certify the timekeeper. The Personnel 
Officer may certify as acting timekeepers employees 
who have not yet completed the required instruction, 
where circumstances dictate. No person may perform 
the duties of timekeeper without certification. 

B. Duty of the Timekeeper. Each timekeeper will be 
responsible for recording and certifying time and 
attendance records of the assigned employees. The 
timekeeper will also record and certify leave time 
taken by any assigned employee. The method of record- 
ing and certifying time, attendance and leave shall be 
prescribed by the Personnel Officer and the Director 
of Finance. 

C. Protection of Timekeeper. It is essential that time- 
keepers be able to fulfill their duties without har- 
rassment. No person may attempt to coerce, threaten, 
or otherwise attempt to hinder the timekeeper. Any 
person violating this provision shall be reported 
promptly by the timekeeper to the Personnel Officer. 
Any person violating this provision may be subject to 
disciplinary and/or criminal sanctions. 

D. Emploveesl Riqhts to Challenqe Timekeepinq Records. 
Any employee who wishes to challenge the accuracy of 
any timekeeper's records may institute an employee 
appeal under the Grievance Procedure, Part I11 of 
these regulations. 
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PERSONNEL SERVICE SYSTEM REGULATIONS - JUDICIARY 

PART V, SUB-PART A 
COMMUNICATIONS 

GENERAL. 

The government is committed to the policy of participative man- 
agement. This means that employee views and opinions shall be 
actively sought. Managers and supervisors shall not take any 
steps, either covertly or overtly, which diminish participation 
by employees in the management process through comunication of 
ideas, comments and suggestions to their supervisors and supe- 
riors. To this end, supervisors and managers shall make posi- 
tive and continuing efforts to communicate with the employees 
in the following ways: 

A. Formally, through: 
(1) The annual employee review system and the per- 

formance evaluation process as defined in Part 
VIII of these regulations; 

(2) Staff meetings or other assemblies called for the 
purpose of informing subordinates concerning the 
status of work and programs and discussion of 
current matters of mutual interest; 

(3) Contributions to official publications of the 
government prepared for information to employees; 
and 

(4) Such other devices as may be initiated by man- 
agers and supervisors to enhance communications. 

B. Informally, through: 
Frequent contact with employees at their work 
site to exchange comments concerning progress of 
work; 
Maintaining an "open door" policy which encour- 
ages employees to bring to the attention of 
supervisors and managers those problems of mutual 
concern; 
Adopting a helpful and supportive attitude toward 
the Incentive Awards Program, especially the 
Beneficial Suggestion Program; 
Passing along, promptly, to higher levels of 
management, complaints and concerns of employees 
which cannot be resolved or corrected at the 
lower levels of supervision; 
Resolving promptly those matters which fall 
within the authority of the supervisor; 
Encouraging the employee's good morale and esprit 
de corps by: 
(a) occasional brief group meetings to recognize 
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events and communiTXlr--!lans of mutual 
interest to the employees in that office; and 

(b) occasional social gatherings of employees 
and their families for picnics or holiday 
celebrations to promote better understanding 
and cooperation. 

ROLE OF THE PERSONNEL OFFICE. 

The Personnel Officer shall designate one or more of his sub- 
ordinates to monitor employee relations through advising man- 
agers and supervisors in such areas as: 

Advising supervisors and managers concerning effect 
and import of regulations concerning employees1 rights 
and privileges, management's rights, employee conduct 
and performance appeals, grievances, and communica- 
tions; 

Advising and counseling employees concerning benefits 
to include the Social Security System, Group Life 
Insurance, the Health Benefits Program, and Workmenls 
Compensation. 

Advising all employees on the impact of the law and 
regulations concerning the personnel management func- 
tion; and 

Advising all employees concerning conflict of interest 
as denounced in the Personnel Regulations. 
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GENERAL. 

This sub-part deals with employee conduct and performance when 
outside influences adversely affect an employee's effective- 
ness. The influences include, but are not limited to, the fol- 
lowing: 

Politics Family problems 

Employee-Supervisor conflict Drug dependence 

Employee-Employee conflict Legal concerns 

Perceived personal crisis Alcoholism 

Retirement crisis Divorce 

Death in family Financial problems 

Early recognition of deteriorating performance or conduct is a 
vital first step in the government's program to help the 
troubled employee retain or resume his place as a productive 
member of the work force. Early recognition is also an inte- 
gral part of supervision. Because the immediate supervisor 
must assume such a key role in helping the troubled employee, 
this sub-part is prepared to help the supervisor: 

A. Recognize early signs indicative of personal problems; 
B. Deal in an appropriate manner with the employee whose 

work is suffering because of personal problems; and 
C. Make the employee aware of sources of help within the 

organization. 

POLICY ON EMOTIONAL AND MENTAL HEALTH. 

As employer, the government is concerned with any person or 
social situation which interferes with the individual employ- 
ee's mental and physical well-being, or interferes with the 
efficient and safe performance of assigned duties, reduces 
dependability, or reflects discredit on the Personnel Service. 

It is the government's policy to offer assistance through con- 
fidential counseling and referral guidance when indicated. 
This assistance includes but is not limited to such areas as 
alcoholism, emotional problems, family and marital problems, 
indebtedness, interpersonnel conflicts (employee-supervisor, 
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employee-employee) and crisis situations, where it is deter- 
mined by the *employee or management that these problems ad- 
versely affect employee health and performance. Sick leave, 
annual leave, or leave without pay may be granted for approved 
programs of treatment, counseling or rehabilitation. The con- 
fidential nature of records in these cases will maintained in 
the same manner as medical records. 

POLICY ON ALCOHOLISM AND PROBLEM DRINKING. V. B3 

As an employer, the government is not concerned with the pri- 
vate decision of an employee to use or not to use alcoholic 
beverages. Management is concerned with an employee's use of 
alcoholic beverages when it interferes with the efficient and 
safe performance of assigned duties, reduces dependability, or 
reflects discredit on the Personnel Service. 

The government has an interest in any health problem that 
reduces employee productivity. It recognizes that alcoholism 
and problem drinking are treatable illnesses and should be 
given the same careful consideration as other health problems. 
The goal is improved job performance and not discipline. 
Accordingly, it is the government's policy to offer assistance 
toward treatment and rehabilitation. Sick leave, annual leave 
or leave without pay may be granted for approved programs of 
treatment and rehabilitation. 

f V.B4 ACTION BY SUPERVISORS AND MANAGERS. 

A. Supervisors and managers must be alert to indications 
of deteriorating performance on the part of employees 
under their supervision. Some of the indications 
which may occur are: 

(1) A marked change in behavior. This may show up as 
emotional outbursts, chronic irritability, 
excessive fatigue, or rule violations; 

(2) Frequent short term absences, notably the after- 
noon of pay day or the following Monday; 

(3) Repeated accidents; 
(4) Frequent complaints related to health; 
(5) Chronic inability to get along with fellow 

employees; or 
(6) Excessive problem drinking. 

B. Upon identification of presumed problems, the super- 
visor concerned should approach the employee to deter- 
mine the cause of performance change. Should such an 
approach be rebuffed, which is likely, the supervisor 
should continue observation of the employee's perform- 
ance; recording occurrences which tend to support the 
supervisor's feeling that the employee is troubled. 
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If the conduct conti--!rod the 
supervisor must counsel with the employee and, if the 
employee is unresponsive, refer the matter to the Per- 
sonnel Officer. 

ACTION BY PERSONNEL OFFICER. 

Upon referral of a case to the Personnel Officer by a super- 
visor, the Personnel Officer should contact the Department of 
Health and Environmental Services for assistance. Once 
arrangements for assistance, on reasonable call, have been 
made, the Personnel Officer should seek out the employee and 
counsel him to seek medical help. If the employee is agree- 
able, the Personnel Officer should notify the supervisor con- 
cerned so that arrangements can be made for the employee to 
seek help. 

If the employee is not agreeable, the Personnel Officer should 
advise the employee that if his unsatisfactory performance con- 
tinues, disciplinary action will result. 

ACTION RELATED TO ALCOHOLISM OR DRUG ABUSE. 

When an employee's unsatisfactory performance appears clearly 
to be related to excessive use of alcohol or drug abuse, the 
Chief Judge, with advice and assistance from the Personnel 

f, 
Officer, should advise the employee that his removal will be 
sought. The Personnel Officer and the Chief Judge, jointly, 
shall prepare a letter of proposed adverse action against the 
employee according to instructions in Part 111, Sub-part D. As 
a part of the letter of decision, the following paragraph 
should be included: 

I1If, however, you agree to seek medical help to cor- 
rect and improve your condition of health, which is 
responsible for your unsatisfactory performance, your 
removal will be held in abeyance, provided you, with 
the help of your doctor, establish a program of reha- 
bilitation which is satisfactory to me. The program 
of rehabilitation must continue successfully for a 
minimum of two years. Should you fail to carry out 
the program you have agreed to and revert to your 
former unsatisfactory performance, I will consider 
that to be a determination on your part that you do 
not wish to be retained as an employee in the Person- 
nel Service. I shall then proceed with your removal, 
for cause, which will promote the efficiency of the 
service. " 

V.B7 ACTIONS RELATED TO OTHER CAUSES. 

Should an employee's conduct and performance continue to 
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deteriora ~-~r-m!ervisor is convinced that the cause is 
other than alcohol abuse or drug dependence, he should consult 
with the Personnel Officer. The Personnel Officer should then 
approach the Department of Health and Enviironmental Services, 
seeking assistance from the appropriate practitioner. 

Once the availability of professional help has been arranged, 
the Personnel Officer should meet with the employee and. can- 
didly, discuss his problem and offer to assist him in seeking 
professional help from the Department of Health and Environ- 
mental Services. 

The course of action to be taken after referral to professional 
attention depends on the professional recommendation given. 
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PERSONNEL SERVICE SYSTEM REGULATIONS - JUDICIARY 
PART V, SUB-PART C 

RESPONSIBILITIES OF EMPLOYEES AND MANAGEMENT 

V.C1 CODE OF ETHICS FOR GOVERNMENT PERSONNEL SERVICE. 

All persons in the government service should: 

A. Put loyalty to the highest moral principles and to 
country above -loyalty to persons, party, or government 
organization. 

B. Uphold the laws applicable in the Commonwealth of the 
Northern Mariana Islands and in all subdivisions 
thereof and never be a party to their evasion. 

C. Give a full day's labor for a full day's pay; giving 
to the performance of his duties his earnest effort 
and best thought. 

D. Seek to find and employ more efficient and economic 
ways of getting tasks accomplished. 

E. Never discriminate unfairly by the dispensing of spe- 
cial favors or privileges to anyone, whether for 
remuneration or note; and never accept, for himself or 
his family, favors or benefits under circumstances 
which might be construed by reasonable persons as 
influencing the performance of his governmental duties. 

F. Make no private promises of any kind binding upon the 
duties of office, since a government employee has no 
private word which can be binding on public duty. 

G. Engage in no business with the government, either 
directly or indirectly, which is inconsistent with the 
conscientious performance of his governmental duties. 

H. Never use any information coming to him confidentially 
in the performance of governmental duties as a means 
for making private profit. 

I. Expose corruption wherever discovered. 

J. Uphold these principles, ever conscious that public 
office is a public trust. In addition, grantees and 
custodians of federal funds shall maintain a written 
code or standards of conduct which shall govern the 
performance of their officers, employees or agents 
engaged in the award and administration of contracts 
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supported by federal funds. No employee, officer or 
agent of the grantee shall participate in selection, 
or in the award or administration of a contract sup- 
ported by federal funds if a conflict of interest, 
real or apparent, would be involved. Such a conflict 
would arise when the employee, officer or agent, any 
member of his immediate family, his or her partner, or 
an organization which employs, or is about to employ 
any of the above, has a financial or other interest in 
the firm selected for award. 

The grantee's and contractor's officers, employees or 
agents shall neither solicit nor accept gratuities, 
favors or anything of monetary value from contractors, 
potential contractors, or parties to subagreements. 

To the extent permitted by state or local law or regu- 
lations, such standards of conduct shall provide for 
penalties, sanctions, or other disciplinary actions 
for violations of such standards by the grantee's 
officers, employees, or agents, or by contractors or 
their agents. 

The Northern Mariana Islands Commonwealth Government expects 
its employees to be representatives of its legal self. Like 
any other employer, it has the right to expect the employees to 
foster its business and well-being. This government's first 
business is the maintenance of law and order at all times (even 
after working hours) because without law and order, the govern- 
ment's goals and objectives (to which employees are committed) 
cannot be realized. An illegal or dishonorable act of an agent 
or employee may degrade and embarrass the government and lessen 
its effectiveness. To protect its credibility and rapport in 
the community, the government has the right to take administra- 
tive action as necessary and justifiable against employees who 
violate its laws or detract from its policies. Such adminis- 
trative action is aside from any court action which may ensue 
from a criminal act or omission. If employees in the Personnel 
Service System take pride in their service, it will reduce the 
number of formal disciplinary actions necessary. Disciplinary 
actions are wasteful of the time of many employees, who must 
sit on hearing committees and serve as investigators or wit- 
nesses, and such actions leave a residue of bad feeling which 
affects the entire organization. 

It is a mistake for anyone to believe that good discipline is 
simply a matter of enforcement by those at the head of the 
administration. Good discipline requires leadership, not 
enforcement procedures. Most of all, it involves enlisting the 
active support of the employees. The employees, as a group, 
have a greater stake in improving the quality of government 
service than any other interested party. An organization which 
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treats all employees fairly, with consistency, is one in which 
they can take genuine pride and it will provide an opportunity 
to find a meaningful outlet for abilities, and an opportunity 
to advance in accordance with their contribution. Leadership 
which meets these needs of employees will have no difficulty 
getting employee support. 

So that all employees will understand the standards of conduct 
that are expected of them, these principles are set forth. 
Officials and employees of the government are reminded that 
they must not only avoid wrongdoing in the conduct of their 
official duty, but must, with equal care, avoid the appearance 
of wrongdoing. Acts which have the appearance of wrongdoing to 
an honest observer are prohibited equally with actual acts of 
wrongdoing. The citizen forms his image of the government 
service from what he observes, and does not inquire minutely 
into the circumstance to determine whether appearances are 
deceptive. 

V.C2. POLICY ON EMPLOYEE CONDUCT. 

The maintenance of the highest standards of honesty, integrity, 
impartiality, and conduct by Personnel Service System employees 
is essential to assure the proper performance of government 
business and maintenance of confidence by citizens in their 
government. 

Employees of the government are expected to comply with all 
laws and regulations. Legal requirements are essentially con- 
cerned with official conduct, i. e., the behavior of the employ- 
ee in the course of or in relation to his official duties. 
Personnel Service System employees are required to conduct 
themselves in such a manner that the work of the government is 
effectively accomplished and to observe the requirements of 
courtesy, consideration and promptness in dealing with or serv- 
ing the public or its clientele. Personal and private conduct 
of an employee (as opposed to official conduct) that reflects 
adversely upon the dignity and prestige of the Personnel Serv- 
ice System is also a matter of concern to management. All 
employees are expected to cultivate those persona1 qualities 
which characterize a good civil servant--loyalty to our govern- 
ment, a deep sense of responsibility for the public trust, and 
a standard of personal deportment which will be a credit to the 
individual. 

SUBORDINATION TO AUTHORITY. 

An employee is required to carry out the announced policies and 
programs of the government. While policies related to his work 
are under consideration, he may, and is expected to, express 
his opinions and points of view; but once a decision has been 
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rendered by those in authority, he will be expected unreserved- 
ly to assure the success of programs which it is his responsi- 
bility Co effectuate. If he fails to carry out any lawful 
regulation, order or policy, or deliberately refuses to obey 
the proper requests of his superiors having responsibility for 
his performance, he is subject to appropriate disciplinary 
action. 

MANAGEMENT RESPONSIBILITY. 

Management shall establish and maintain internal procedures by 
means of which all employees are adequately and systematically 
informed of the content, meaning and importance of the regula- 
tions in this Sub-Part. Copies of the regulations in this Sub- 
Part shall be given to each employee within ninety (90) days 
from the effective date of the regulations and to new employees 
upon entrance to duty. Management shall remind its employees 
of the regulations in this Sub-Part periodically, at least once 
annually, through a wblication or memorandum issued to all 
employees. 

P 
V. C5 EMPLOYEE RESPQNSIBILITY. 

+ 

It is the responsibiJity of employees to familiarize them- 
selves, and to comply with the regulations in this Sub-Part. 
Employees are expected, to consult with their supervisors and 
Personnel Officer on general questions they may have regarding 
the applicability of the regulations. On specific matters and 
for guidance on questions of conflict of interest they may 
receive authoritative advice and guidance from the Personnel 
Officer and the Attorney General's Office. 

INTERPRETATION AND ADVISORY SERVICE. 

Channels for counseling. It is the government's 
policy to encourage responsible disposition of coun- 
seling requests by the Personnel Officer. Counseling 
provided by the Personnel Officer involving any ques- 
tion of conflict of interest shall be in cooperation 
with the Attorney General. 

In order that the Attorney General may be informed s 
to the content and scope of counseling at all levels, 
the Personnel Officer will be responsible for communi- 
cating a summary of each such counseling action to the 
Attorney General on a concurrent basis, provided, how- 
ever, that such reporting is required only as to coun- 
seling in regard to conflict of interest questions. 

DISCIPLINARY AND OTHER REMEDIAL ACTION. 

Violations of the regulations in this Part by an 
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r consideration of the statements of employment 
financial interests submitted by the employee and 
explanation of such employee as required in these 
lations in this Part. if the Attorney General or 

his designee decides that remedial action is required, 
he shall take immediate action to end the conflict or 
appearance of conflict of interest. 

Remedial action may include. but is not limited to: 

(1) Changes in assigned duties; 
(2) Divestment by employee of his conflicting inter- 

est; 
(3) Disciplinary action; and 
(4) Disqualification for a particular assignment. 

Remedial action, whether disciplinary or otherwise, 
shall be effected in accordancd with any applicable 
laws or regulations. 

ETHICAL AND OTHER CONDUCT AND RESPONSIBILITIES OF 
EMPLOYEES. 

Gifts, entertainment and favors. Except as provided 
in Paragraphs B and C of this Section, an employee 
shall not solicit or accept, directly or indirectly, 
any gift, gratuity, favor, entertainment, loan. or any 
other thing of monetary value. from a person who: 

(1) Has, or is seeking to obtain, contractual or 
other business or financial relations with this 
government; 

(2) Conducts operations or activities that are regu- 
lated by this government; or 

(3) Has interests that may be substantially affected 
by the performance or non-performance of his 
official duty. 

Except as specifically authorized by law, employees 
are not authorized to accept on behalf of the govern- 
ment voluntary donations or cash contributions from 
private sources for travel expenses, or the furnishing 
of services in kind, such as hotel accommodations. 
meals, and travel accommodations. 

The prohibitions of the above paragraph do not apply 
in the context of obvious family or personal relation- 
ships, such as those between the parents. children, or 



spouse of the employee and the employee, when circum- 
stances make it clear that it is those relationships, 
rather than the business of the persons concerned, 
which are the motivating factors. 

An employee may accept food and refreshments of nomi- 
nal value on infrequent occasions in the ordinary 
course of a luncheon or dinner meeting or other meet- 
ing or on an inspection tour where an employee may 
properly be in attendance. 

An employee may accept loans from banks or other 
financial institutions on customary terms to finance 
proper and usual activities, such as home mortgage 
loans. An employee may accept unsolicited advertising 
or promotional material such as pens, pencils, note 
pads, calendars and other items of nominal intrinsic 
value. An employee shall avoid any action, whether or 
not specifically prohibited by this Sub-part, which 
might result in, or create the appearance of: 

(1) Using public office for private gain; 
(2) Giving preferential treatment to any person; 
( 3 )  Impeding government efficiency or economy; 
(4) Losing complete independence or impartiality; 
( 5 )  Making a government decision outside official 

channels; and 
(6) Affecting adversely the confidence of the public 

in the integrity of the government. 

An employee shall not solicit a contribution from 
another employee for a gift to an official superior, 
make a donation as a gift to an official superior, or 
accept a gift from an employee receiving less pay than 
himself. However, this paragraph does not prohibit a 
voluntary gift of nominal value or donation in a nomi- 
nal amount made on a special occasion such as marri- 
age, illness or retirement. 

An employee shall not accept a gift, present, decora- 
tion or other thing from a foreign government unless 
authorized by law or by the Constitution. 

This Section does not prohibit receipt of bona fide 
reimbursement, unless prohibited by law, for actual 
expenses for travel and such other necessary subsist- 
ence as is compatible with this Part for which no 
government payment or reimbursement is made. However, 
an employee may not be reimbursed, and payment may not 
be made on his behalf, for excessive personal living 
expenses, gifts, or entertainment, nor does it allow 
an employee to be reimbursed by a person for travel on 
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official business under government orders when reim- 
bursement is prescribed by law. 

OUTSIDE WORK AND INTERESTS. 

A. Policy. Outside work is permitted to the extent that 
it does not prevent an employee from devoting his pri- 
mary interests, talents and energies to the accom- 
plishment of his work for the government or tend to 
create a conflict between the private interests of an 
employee and his official responsibilities. The 
employee's outside employment shall not reflect dis- 
credit on the government. 

B. Definitions. 

The term I1outside work1# means all gainful employ- 
ment other than the performance of official 
duties. It includes, but is not limited to self- 
employment, working for another employer, the 
management or operation of a private business for 
profit (including personally owned businesses, 
partnerships, corporations and other business 
entities). 
The term Itactive proprietary management" as used 
in relation to outside work refers to a business 
affiliation in which substantial ownership is 
coupled with responsibility for day-to-day man- 
agement effort in making decisions, supervising 
operations, dealing with the public and otherwise 
discharging essential tasks in the direction of 
the business. 
A situation which may involve a "conflict of 
interest1# is one in which a Personnel Service 
System employee's private interest, usually of an 
economic nature, conflicts or raises a reasonable 
question of conflict with his public duties and 
responsibilities. The potential conflict is of 
concern whether it is real or only apparent. 

C. Restrictions. An employee shall not engage in outside 
activities not compatible with the full and proper 
discharge of the duties and responsibilities of his 
government employment. Any activity involving an 
incompatability of interest is prohibited. Any work 
assignment or employment affiliation which might 
encourage on the part of members of the general public 
a reasonable presumption of a conflict of interest 
falls in this category. Incompatible activities 
include but are not limited to: 

(1) Acceptance of a fee, compensation, gift, payment 
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of expenses, or any other thi--*w value 
in circumstances in which acceptance may result 
in, or create the appearance of, conflicts of 
interest. 

(2) Outside employment which tends to impair an 
employee's mental or physical capacity to perform 
his government duties and responsiblities in an 
acceptable manner. An employee shall not receive 
any salary or anything of monetary value from a 
private source as compensation for his services 
to the Commonwealth of the Northern Mariana 
Islands Government. 

D. Among other things, abuse of leave privileges to 
engage in outside work shall be treated as an inter- 
ference with official performance. Active proprietary 
management of any except the smallest business is 
questionable because of the probability that such 
management responsibilities may interfere with the 
employee's obligations to his primary employer, the 
government. Employees are especially urged to seek 
the advice of their Personnel Officer before commit- 
ting themselves to such activities. 

E. An employee shall not perform outside work: 

(1) Which is of such a nature that it may be reason- 
ably construed by the public to be the official 
act of the government. 

(2) Which involves the use of government facilities, 
equipment, or supplies of whatever kind. 

(3) Which involves the use of official information 
not available to the public. 

F. While an employee is not prohibited from performing 
outside work solely because the work is of the same 
general nature as the work he performs for the govern- 
ment, no employee may perform outside work: 

(1) If the work is such that he would be expected to 
do it as a part of his regular duties. 

(2) If the work involves active proprietary manage- 
ment of a business closely related to the offi- 
cial work of the employee. 

(3) If the work for a private employer is of the same 
type or closely kin to that involved in the pro- 
gram responsibilities of the office in which he 
is employed. 

(4) If the work would tend to influence the exercise 
of impartial judgment on any matters coming 
before the employee in the course of his official 
duties. 
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G. 

V.Cl0 

A. 

B. 

V.Cl1 

General 

This Section does not preclude an employee from: 

(1) Participation in the activities of political 
parties not prescribed by applicable law. 

(2) Participation in the affairs of, or acceptance of 
an award for, meritorious public contribution or 
achievement given by a profitable, religious, 
professional, social, fraternal, non-profit edu- 
cational and recreational, public service or 
civic organization. 

FINANCIAL INTERESTS. 

An employee shall not: 

(1) Have a direct or indirect financial interest that 
conflicts with his governmental duties and 
responsibilities. 

(2) Engage in directly or indirectly, a financial 
transaction as a result of, or primarily relying 
on, information obtained through his government 
employment. 

This Section does not preclude an employee from having 
a financial interest or engaging in financial transac- 
tions to the same extent as a private citizen not 
employed by the government, so long as it is not pro- 
hibited by law, the Constitution, or regulations in 
this Part. 

GOVERNMENT PROPERTY. 

Responsibility. Employees shall be held accountable - - 

for government properties and monies entrusted to their indi- 
vidual use in connection with their official duties. It is 
their responsibility to protect and conserve government proper- 
ty and to use it economically and for official purposes only. 

V.Cl2 MISUSE OF GOVERNMENT VEHICLES. 

Employees shall not use or authorize the use of a government 
owned or leased motor vehicle for other than official purposes. 

V.Cl3 INFORMATION. 

It is the policy of the government to accord the public access 
to information about its activities and to make available to te 
public records of the government except in the cases where the 
disclosure of the record is prohibited by statute or consti- 
tutes an invasion of privacy of any individual concerned, or 
the record is exempt from the disclosure requirements, and 
sound grounds exist which require application of an applicable 
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exemption. An employee may not testify in any judicial or 
administrative proceedings concerning matters related to the 
business of the government without the permission of the Chief 
Judge or his designee. 

GAMBLING, BETTING AND LOTTERIES. 

An employee shall not participate, while on government owned or 
leased property or while on duty for the government, in any 
gambling activity including the operation of a gambling device, 
in conducting a lottery or pool, in a game for money or proper- 
ty, or in selling or purchasing a numbers slip or ticket. How- 
ever, this Section does not preclude activities necessitated by 
the employeels law enforcement duties. 

V.Cl5 USE OF INTOXICANTS. 

An employee who habitually uses intoxicants or narcotics or 
dangerous drugs is subject to removal. Employees shall not use 
intoxicating beverages on government property except at offi- 
cially 

V.Cl6 

A. 

B. 

C. 

sanctioned events. 

SPECIFIC TYPES OF CONDUCT. 

Misconduct. Any criminal, infamous, dishonest, im- 
moral or notoriously disgraceful conduct on the part 
of a government employee is cause for his removal from 
the service of the government. 

Negotiations for Employment. It is the policy of the 
government that employees shall not, without proper 
clearance, negotiate for future non-Personnel Service 
System employment with persons or organizations having 
business with the government as to which the employee 
is called upon officially to render advice or make 
judgments. In the event an employee desires to nego- 
tiate for such employment, he shall inform his super- 
visor of his intentions. If the supervisor determines 
that the proposed negotiations will not adversely 
affect the government's interests, he may authorize 
the employee to proceed. 

Selling or Soliciting. Employees and other persons 
are prohibited from selling or soliciting for personal 
gain within any building occupied or used by the 
government without proper permission. This prohibi- 
tion does not apply to: 

(1) Authorized and installed business activities such 
as an Employees Credit Union. 

(2) Solicitation for health drives, the Red Cross and 
other purposes approved under the Governor's fund 
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raising policy. 
(3) Token solicitations for floral remembrances, 

retirement gifts and similar purposes. 

COMMUNITY AND PROFESSIONAL ACTIVITIES. 

Employees are encouraged to participate in the activities of 
professional societies and of civic organizations whose purpose 
and objectives are not inconsistent with those of the judicial 
branch of government. Affiliation with such groups may be 
mutually beneficial to the employee and to the government; how- 
ever, such participation must not affect adversely an employ- 
ee's performance of his regularly assigned duties. 
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PERSONNEL SERVICE SYSTEM REGULATIONS - JUDICIARY 

PART V, SUB-PART D 
POLITICAL ACTIVITY 

POLITICAL ACTIVITIES. 

The political activities of persons in the Personnel Service 
System shall be subject to the restrictions of this Section. 

RIGHTS OF EMPLOYEES. 

All employees in the Personnel Service System shall have the 
following rights: 

A. To vote for the candidates of their choice and to 
express their opinions on political matters. 

B. To be active members of the political party or organi- 
zation of their choosing. 

C. To make voluntary contributions to a political party 
for its general expenditures. 

PROHIBITIONS. 

Employees of the Personnel Service System shall not: 

Use their office or official influence to interfere 
with an election or to affect the results of an elec- 
tion. 

Use their official authority to coerce any person or 
political party in reference to any politically- 
related activity. 

Be obligated to contribute to any political fund or 
render service to any political activity. 

Solicit or receive political contributions from anyone 
while on government time or on government property. 

Campaign for any candidate for public office during 
official working hours. 

Promote or oppose legislation relating to programs of 
the judicial branch without the official sanction of 
the Chief Judge. (It should be clearly understood, 
however, that nothing in this policy is to be consid- 
ered as restricting or interfering with the obligation 
of the employees to respond freely and candidly to any 
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inquiries made of them in regard to appropriations or 
related matters.) 

V.D4 PUBLIC OFFICE. 

An employee who is an official candidate for public office 
shall take annual leave or leave without pay. 

PENALTY. 

Any employee found guilty of a prohibited activity shall be 
subject to disciplinary action by management. 
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PERSONNEL SERVICE SYSTEM REGULATIONS - JUDICIAR- 

PART V, SUB-PART E 
EQUAL GOVERNMENT EMPLOYMENT POLICY 

EQUAL GOVERNMENT EMPLOYMENT OPPORTUNITY POLICY. 

It is the policy of the government that there shall be no dis- 
crimination based on such factors as race, creed, color, 
ancestry, membership in a labor organization, political affili- 
ation, place of origin, physical handicap, sex, religion, age 
and similar matters not related to merit and fitness. Also, 
stated in 1 CMC 58102: 

"It is hereby declared to be the purpose of this Act to 
establish a system of personnel administration based on 
merit principles and generally-accepted methods of govern- 
ing the classification of positions and the employment, 
conduct, movement and separation of public officials and 
employees. 

"It is also declared to be the purpose of this Act to build 
a career service which will attract, select and retain the 
best-qualified civil servants on merit who shall hold their 
offices or positions free from coercion, discrimination, 
reprisal or political influences, with incentives in the 
form of genuine opportunities for promotions in the public 
service, to provide competent and loyal personnel to render 
such service, according to the dictates of ethics and 
morality. In order to achieve these purposes, it is 
declared to be the policy of the Commonwealth that the 
personnel system hereby established be applied and adminis- 
tered in accordance with the following merit principles: 

A .  Equal opportunity for all regardless of age, race, 
sex, religion, political affiliation or place of 
origin; 

"B. Impartial selection of the ablest person for govern- 
ment service by means of competitive tests which are 
fair, objective and practical; 

"C. Just opportunity for competent employees to be pro- 
moted within the Service; 

"D. Reasonable job security for the competent employee; 

"E. Systematic classification of all positions through 
adequate job evaluation: 

"F. Fair and reasonable grievance procedures for all 
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nent to condition of employment; and 
t 

I1G. Proper employer-employee relations to achieve a well 
trained, productive and happy work force." 

V.E2 NEPOTISM. 

Employment by reason of blood or marriage relationship rather 
than merit is prohibited. No employee shall supervise a member 
of his immediate family except in emergency situations such as 
typhoons, flood, or at isolated field stations or where there 
is a shortage of quarters. No supervisor shall employ any 
relative or any other person whose relationship or association 
with him is such that it creates a reasonable assumption that 
that person, as an employee, would be in a favored position in 
relationship to other employees. 

V.E3 POLITICAL AFFILIATION. 

Under the Personnel Service System, no person with authority to 
make or recommend a personnel action relative to a person in, 
or an eligible or applicant for, a position in the Personnel 
Service, may make inquiry concerning his political affilia- 
tion. All disclosures concerning political affiliation shall 
be ignored. Except as may be authorized or required by law, 
discrimination may not be exercised, threatened or promised by 
any person in the government against or in favor of an employee 
in, or an eligible or applicant for, a position in the Person- 
nel Service because of his political affiliation. 

V.E4 COERCION. 

A Personnel Service System employee shall not use his govern- 
ment employment to coerce, or give the appearance of coercing, 
a person to provide financial benefit to himself or another 
person, particularly one with whom he has family, business or 
financial ties. 
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PART VI, SUB-PART A 
INCENTIVES AND AWARDS 

VI .A1 INTRODUCTION AND PURPOSE. 

To set forth policies and procedures for the Personnel Service 
Incentives and Awards Program under applicable regulations. 

VI .A2 POLICY. 

It is the policy of the government to use incentives and awards 
as an integral part of supervision and management to: 

Recognize and reward employees who contribute to 
increased efficiency, economy or other improvements in 
operation; and 

Encourage individual or group effort to make such con- 
tributions. 

PROGRAM RESPONSIBILITY. 

The Personnel Officer is responsible for the overall 
direction and supervision of the Incentive Awards Pro- 
gram. He administers the program in conjunction with 
the Incentive Awards Committee, which is comprised of 
the judges. 

The Chief Judge is responsible for directing awards 
activities, including suggestions processing, to the 
Incentive Awards Committee. He is delegated responsi- 
bility for recommending Superior Service Awards, 
Awards of Service, Letters of Appreciation, and Honor 
Awards to the Incentive Awards Committee. 

The Chief Judge and supervisors at all levels have the 
primary responsibility for the conduct and promotion 
of the Incentive Awards Program. They should encour- 
age all employees to become active participants in the 
government's search for efficiency and economy in the 
conduct of its business. When superior work perform- 
ance or special acts are identified through normal 
management review, responsible program managers shall 
request appropriate supervisors in those areas to 
identify the employees who have made the special con- 
tribution and consider submitting award nominations. 
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VI .A4 CONTRIBUTIONS AND AWARD CATEGORI- 

An employee's contribution, to be considered for an Incentive 
Award, must be identified with one of the following four (4) 
categories: 

A. Suggestion Award; 

B. Superior Performance Award; 

C. Special Act or Service Award: and 

D. Sustained Superior Performance for two (2) years or 
more. 

LETTERS OF COMMENDATION. 

Supervisors should initiate letters of commendation for employ- 
ees who make contriuutons which are worthy of recognition but 
do not meet the minimum standards for monetary or honor 
awards. Such letters may be signed by the immediate supervisor 
or higher official, depending upon the significance of the con- 
tributon. The original is presented to the employee and a copy 
is furnished to the official personnel file. If the letter 
concerns an adopted suggestion, a copy is also forwarded to the 
Executive Secretary of the Incentive Awards Committee. 
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PERSONNEL SERVICE SYSTEM REGULATIONS - JUDICIARY 

PART VI, SUB-PART B 
RECOGNITION AND AWARDS 

VI .B1 SUPERIOR PERFORMANCE AWARD. 

A Superior Performance Award is granted for performance exceed- 
ing job requirements, and involving a contribution so superior 
or meritorious as to warrant special recognition. An employee 
may be considered for a lump-sum cash award for Superior Per- 
formance, provided his performance meets all the following cri- 
teria: 

A. Performance of one or more important job functions in 
a manner that substantially exceeds normal reuirements 
so that, when reviewed as a whole, the work perform- 
ance is of a high degree of effectiveness. 

B. Performance that exceeds the normal or typical; and 

C. Performance that does not meet all the requirements of 
a merit increase, but does significantly exceed per- 
formance standards in one or more important job func- 
tions. 

VI.B2 SPECIAL ACT OR SERVICE AWARD. 

A Special Act or Service Award is granted for performance which 
has involved overcoming unusual difficulties, or exemplary or 
courageous handling of an emergency situation related to offi- 
cial employment. Awards in this category are made in the form 
of a lump-sum payment. 

VI.B3 HONORARY AWARDS. 

When appropriate, an Honorary Award may be granted in recogni- 
tion of an employee's contribution. The Honorary Award may be 
in addition to a cash award. For example, an Honorary Award is 
particularly appropriate in recognition of continued distin- 
guished service, a singular achievement, or an act of personal 
heroism. It may be granted independently of, or as a supple- 
ment to, a cash award; it is not intended, however, to serve as 
a substitute for deserved monetary awards. It is designed to 
select nd bestow singular honor as an official regonition of 
achievement and as an incentive for further accomplishments. 
The concept of recognizing career public employees for signifi- 
cant contribution is to encourage excellence in government 
service which, in turn, should promote public appreciaton of 
quality in government. By raising public opinion of government 
employees, the more able youth may be persuaded to choose 
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government careers. Recommendations of Honor Awards should be 
submitted during the nominee's active service, at least one or 
two years before retirement. General qualifications for each 
type are listed below: 

A. The Distinguished Service Award (Gold Medal) is the 
Personnel Service System's highest award and can be 
received by an employee only once. It is granted by 
the Incentive Awards Committee for: 

(1) An outstanding contribution to science; 
(2) An outstanding skill or ability in the perform- 

ance of duty; 
(3) An eminent career in the Commonwealth of the 

Northern Mariana Islands; 
(4) An outstanding record in administration; or 
(5) Any other exceptional contribution to the public 

service. 

B. The Value Award (Gold Medal) is granted by the Incen- 
tive Awards Committee to employees who demonstrate 
unusual courage involving a high degree of personal 
risk in the face of danger. The valorous act does not 
have to be performed while on official duty. 

C. The Meritorious Service Award (Silver Medal) is grant- 
ed by the Incentive Awards Committee for: 

(1) An important contribution to science or manage- 
ment; 

(2) A notable career; 
(3) Superior service in administration or execution 

of duties; 
(4) Initiative in devising improved work methods and 

procedures; 
( 5 )  Superior achievement in improving safety, health 

or morale; or 
(6) Superior accomplishments in fostering the objec- 

tive of the government in the development of man- 
agement. 

D. The Superior Service Award (Certificate) is given at 
any time during the employee's career to recognize 
significant acts, services or achievements that mater- 
ially aid or affect the successful accomplishment of 
the government's mission. This Award is granted by 
the Incentive Awards Committee for: 

(1) Accomplishment of a particularly difficult or 
important assignment in a manner that reflects 
favorably on the employee or the government; 

(2) Development of a new procedure or process that 
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results in substantially increased p r o d u c t i T i 7  
efficiency or economy of operation and for which 
the employee hs not been otherwise rewarded: 

(3) Innovations of significance to further government 
programs; or 

(4) Any other aspect of superior performance related 
to assigned duties and deemed to be deserving of 
special recognition. 

E. The government issues two other types of honor awards 
to employees. These are: Award of Service (Plaque) 
and Letter of Appreciation. General requirements for 
each type are listed below: 

The Award of Service (Plaque) is granted by the 
Incentive Awards Committee upon the retirement or 
death of an employee who has completed ten (10) 
years or more of government service. A letter, 
signed by the Incentive Awards Committee citing 
the service and attainments of the recipient, 
accompanies the plaque. The Chief Judge prepares 
the letter and submits the justification memoran- 
dum to the Personnel Officer, who arranges for 
Incentive Awards Committee approval, signing of 
the letter, and engraving of the plaque. The 
award materials are forwarded to the Chief Judge 
for presentation. 
Letter of Appreciation. An employee who upon 
retirement has not qualified for the Award of 
Service (plaque) receives a Letter of Apprecia- 
tion signed by the Incentive Awards Committee. 
The letter reflects the employee's service and 
attainments. The Chief Judge prepares the letter 
and submits it to the Personnel Officer, who 
arranges for Incentive Awards Committee approval 
and signing of the letter. The Letter of Appre- 
ciation is returned to the Chief Judge for 
presentation. 

VI . B4 LENGTH OF SERVICE AWARDS. 

Government employees receive emblems commemorating ten (lo), 
twenty (20) and thirty (30) years of government service. The 
Personnel Office issues these emblems annually. 

VI.B5 AWARDS TO PERSONS OUTSIDE COMMONWEALTH OF THE NORTHERN 
MARIANA ISLANDS. 

An award in the form of a brief citation or certificate is 
granted by the Incentive Awards Committee to private citizens 
to commend them officially for their voluntary contributions to 
the public service. Any employee may initiate a recommendation 
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for this awarilw memorandum to the Incentive Awards Committee, 
outlining the individual's or group's contribution. Criteria 
might include: 

A. Advancements in technology of benefit to the govern- 
ment; 

B. Effective cooperation among various sectors of private 
enterprise; and 

C. Esthetic and environmental aspects of citizenship. 

PRESENTATION OF AWARDS. 

The Distinguished Service Awards and Valor Awards are presented 
at a special annual convocation by the chief Judge. It is pre- 
ferable that the ceremony accompanying the presentation of the 
Distinguished Service Awards or Valor Awards be made a truly 
memorable occasion to which the spouse and family of the recip- 
ient should be invited, and following which may be served 
refreshments if the administration or the recipients1 co- 
workers so desire. By their very nature, these awards repre- 
sent truly significant accomplishments, worthy of public note, 
because their awards reflect credit not only upon the employees 
being given the recognition, but on the organization and indi- 
viduals with whom they work. 

A. Meritorious Service Awards, length-of-service emblems 
for thirty (30) years and special achievement awards 
of two hundred dollars ($200) and over are presented 
in the judicial branch staff meetings. 

B. Length of service pins for twenty (20) or more years 
are presented to the employee by the Chief Judge. 

C. Other awards may be presented by any appropriate offi- 
cial in the recipient's organization, in accordance 
with the importance of the contribution. The recipi- 
ent of a special achievement award is given the origi- 
nal of the approved recommendation, along with his 
check. 
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PERSONNEL SERVICE SYSTEM REGULATIONS - JUDICIARY 
PART VI, SUB-PART C 

BENEFICIAL SUGGESTIONS PROGRAM 

VI .C1 SUGGESTION AWARD. 

A Suggestion Award is an award for an idea submitted by an 
employee and adopted for use by the government. Awards of this 
kind are made only when the employee's suggestion directly con- 
tributes to economy or efficiency or directly increases effec- 
tiveness in carrying out government programs or missions. Lack 
of novelty or originality does not necessarily make an idea 
ineligible for an award. Awards are made in the form of a cash 
lump-sum payment. 

i 

VI .C2 SUGGESTIONS PROCEDURES. 

A suggestion is prepared in triplicate with the original being 
submitted to the suggestor's immediate supervisor, the dupli- 
cate to the Executive Secretary of the Incentive Awards Commit- 
tee and the triplicate retained by the suggestor. The Execu- 
tive Secretary will acknowledge receipt of the suggestion, 
number it and return the "Suggestion Acknowledgement" part of 
the form to the suggestor. The suggestion is accepted only if 
the idea contributes to increased efficiency or economy; sug- 
gestions which relate to employee benefits, working conditions, 
housekeeping, buildings and grounds, etc., are not processed as 
part of the awards program. The supervisor determines adoption 
or rejection of a suggestion, if he has authority to do so. If 
the suggestion is not within the scope of his authority, he 
initiates further referral. 

If a suggestion is not adopted, the supervisor advises the 
suggestor by memorandum of the reasons for its rejection and 
furnishes a copy of the memorandum to the Executive Secretary 
of the Incentive Awards Committee. If it is adopted and has 
significant first-year benefits, he initiates the recommenda- 
tion for a special achievement awards (See Part VI, Sub-Part 
B.2). If it is adopted but the benefits are not sufficient to 
qualify for a cash award, he initiates a Letter of Commendation 
to the suggestor, to be signed by the Chief Judge. Suggestions 
which appear to have benefits applicable to other branches of 
government are referred to them by the Incentive Awards Commit- 
tee handling the suggestion. 

DOCUMENTAT I ON. 

Employee suggestions must be submitted in writing. Recommenda- 
tion for a Performance Award, Special Act or Service Award 
related to the suggestion must be submitted in writing by 
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supervisors. Awards for cash and certain honor awards should 
be forwarded to the Personnel Officer for consideration by the 
Incentive Awards Committee. 

VI .C4 RECORDS AND REPORTS. 

The Executive Secretary of the Incentive Awards Committee will 
receive reports and maintain necessary files. Each case file 
includes a copy of the suggestion itself and a copy of the 
letter to the suggestor concerning its adoption or rejection. 
Copies of Letters of Commendation for adopted suggestions are 
also forwarded. By the tenth day of each month, the Executive 
Secretary of the Incentive Awards Committee will report on the 
number of suggestions received, adopted and rejected to the 
Civil Service Commission. He will use this information to 
prepare a memorandum--at least at six-month intervals--to all 
employees concerning awards granted throughout the Commonwealth. 
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PERSONNEL SERVICE SYSTEM REGULATIONS - JUDICIARY 

PART VI I 
EMPLOYEE BENEFITS AND SERVICES 

POLICY 

It is the policy of the government to provide benefits and 
services to its employees in keeping with the general practices 
of government and private enterprises and as limited or pre- 
scribed by law. This Part delineates those benefits and serv- 
ices which include: 

A. Leaves of Absence; and 

B. Benefits, such as Social Security coverage, Group Life 
Insurance, Accident and Health Insurance, Workmen's 
Compensation coverage, etc. 

Procedures for application of these Regulations are included in 
the Procedural Manual. 
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PERSONNEL SERVICE SYSTEM REGULATIONS - JUDICIARY 
PART VII, SUB-PART A 
LEAVES OF ABSENCE 

VI I. A1 PURPOSE. 

Leaves of absence from the Personnel Service are for the mutual 
benefit 
absence 
reasons 

VI I .A2 

A.  

B. 

C. 

D. 

E. 

F. 

of the employee and his employer. When leaves of 
are granted, they are considered to be for legitimate 
not detrimental to the Personnel Service. 

CREDITABLE SERVICE FOR LEAVE PURPOSES. 

Trust Territory Public Service experience since United 
States administration took over (including WAE until 
June 30, 1972). 

(1) Includes trainees. Includes employment under 61 
TTC, Paragraph 9(dL (f), (h), (1) (m), (n) and 
(0). 

(2) By Director of Personnel memorandum dated January 
26, 1972, to all Trust Territory of the Pacific 
Islands departments and districts, WAE appoint- 
ments were to be terminated or converted to 
appointments per Administrative Directive 72-1 
dated January 16, 1972. 

WAE appointments until June 30, 1972, are to be 
considered as full-time employment and service 
credited accordingly. After June 30, 1972, for 
WAE or intermittent employment, time actually 
worked will be used to compute creditable service. 

Marianas administration under U.S. Navy and NTTU. 
Until 1962, when TTPI Headquarters moved to Saipan, 
the Marianas (Saipan and Tinian) were under Naval 
Administration. Rota was already included in TTPI 
Administration prior to 1962. 

Personnel under municipal governments. 

All employment within TTPI including: Peace Corps, 
Micronesian Claims Commission, National Weather Serv- 
ice, and U.S. Coast Guard. 

U.S. military and civilian service in the Trust Terri- 
tory. Active military service in the U.S. Armed 
Forces in the TTPI. 

Employees of judiciary and legislative branches (Cong- 
ress of Micronesia, municipal council and district 
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l e g l C  a a e  

judges who may have been or are presently on WAE 
appointments. 

G. Service in the Commonwealth of th8 Northern Mariana 
Islands Government since April 1, 1976. 

H. Trust Territory Government employment under the 
Seaman's Act. 

I. Employees of government agencies and instrumentalities 
within the Commonwealth of the Northern Mariana 
Islands. 

VII.A3 KINDS. 

Broadly characterized, leaves of absence are either with pay or 
without pay. 

VII.A4 BASIS FOR ACCRUAL. 

Employees occupying permanent positions shall accrue annual 
leave for each biweekly pay period in which they are in pay 
status for the entire ten (10) days; otherwise there shall be 
no accrual for such period. Government employees serving on 
government boards and commissions who elect to take Leave With- 
out Pay (LWOP) during such performance shall accrue leave for 
that service time. 

VII.A5 LEAVES WITH PAY. 

A. Annual Leave. Annual Leave, or vacation, shall be 
granted for the purpose of rest and relaxation. Per- 
sonnel Service System employees who have less than 
three (3) years of creditable service shall earn 
annual leave at the rate of four (4) hours per pay 
period; except that newly appointed employees shall 
undergo a waiting period of ninety (90) calendar days 
before being credited with annual leave. Employees 
with three (3) but less than six (6) years of credit- 
able service shall earn annual leave at the rate of 
six (6) hours per pay period. Employees who have six 
(6) or more years of creditable service shall earn 
annual leave at the rate of eight (8) hours per pay 
period. 

Employees occupying permanent positions shall accrue 
annual leave for each biweekly pay period in which 
they are in pay status for the entire ten days; other- 
wise there shall be no accrual for such period. 

Annual leave requests of more than three (3) working 
days must be made in advance on a leave request form. 

COMMONWEALTH REGISTER, VOL. 6, NO. 8 AUGUST 15, 1984 Page 3096 



All annual eave re?uests must z-xg~roved qf the 
employee's immediate supervisor. A denial of request 
for annual leave is subject to employees Grievance 
Rights. 

B. Maximum Accumulation. The maximum accumulation of 
annual leave for Personnel Service System shall be 
three hundred sixty (360) hours. Accrued annual leave 
in excess of 360 hours remaining at the end of the 
leave year shall be converted to sick leave. 

C. Sick Leave. Employees occuping permanent positions 
shall accrue sick leave at the rate of one-half day (4 
hours) for each biweekly pay period in which they are 
in pay status for the entire ten days; otherwise there 
shall be no accrual for such period. 

Unused sick leave may be accumulated and carried over 
to succeeding leave years without limitation. 

Sick leave with pay shall be allowed whenever the 
employee is compelled to be absent from duty because 
of illness or injury or because of quarantine of his 
family and residence. Use of sick leave is appropri- 
ate for medical, dental or optometry examination or 
treatment, or for any mental health examination, coun- 
seling or treatment. 

If an employee is absent because of illness, injury or 
quarantine in excess of three (3) days, he may be 
required to furnish a certification as to the incapac- 
ity from qualified medical personnel (medex or doc- 
tor). The Chief Judge or his designee may require 
certification for such other period of illness as is 
appropriate. 

If the required certification is not furnished, all 
absence which would have been covered by such certifi- 
cation shall be indicated on the payroll as leave of 
absence without pay (LWOP). 

The generality of the foregoing is subject to the '£01- 
lowing special provisions: 

(1) Falsification of an illness report shall be con- 
sidered sufficient cause for disciplinary action, 
including dismissal from the government service 
for repeated offenses. 

(2) Sick leave with pay shall be allowed during 
leaves of absence or vacations, provided, how- 
ever, that any sick leave taken by an employee 
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while on vacation must be supported by a certif i- 
cate issued by a qualified medical personnel 
(medex or doctor). No employee shall be allowed 
to undertake gainful employment while on sick 
leave status. 

(3) Sick leave with pay may be granted in advance of 
earning sick leave as provided under Part VII.A5. 
D. If an employee is separated from the service 
without having earned all of the sick leave 
allowed and taken, there shall be deducted from 
any money due him at the time of separation an 
amount equal to his salary for the period of 
unearned sick leave allowed and taken. 

Sick leave accrued for service in the government shall 
vest in the employee upon accrual and shall remain 
vested so long as he is employed by the Commonwealth 
Government, provided that if such employee is sepa- 
rated from government service for a period longer than 
three (3) years, he shall be divested of accumulated 
sick leave. 

D. Leave Advance. Where, for good reason, an employee on 
permanent status requires additional annual or sick 
leave, the Personnel Officer may grant advance leave 
up to a maximum of one-half (1/2) of the total earn- 
able leave credits for one year from the date the 
application is made. Subsequent earnings shall serve 
to replace the amount of advance leave granted and 
taken. An employee shall not use advance sick leave 
granted until any and all unused annual leave in the 
employee's leave account has been exhausted. 

E. Traininq and Education Leave. Leaves for the purpose 
of job-related training and education may be granted 
employees on permanent status for a period not to 
exceed one (1) year, by the Personnel Officer. 

The Personnel Officer may extend this period, upon 
recommendation of the appointing authority. The peri- 
od of leave shall not affect the employee's service 
anniversary date. 

F. compassionate Leave. Employees on permanent status 
may be granted compassionate leave with pay of no more 
than five (5) working days in cases of death in the 
immediate family of the employee. For the purpose of 
this sub-part, the term "immediate family1' shall be 
defined as an employee's other, father, spouse, immed- 
iate offspring (natural and culturally or legally 
adopted), brother or sister, grandfather or grand- 
mother and mother-in-law or father-in-law. The Chief 
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Judge or his designee is responsible for approving 
compassionate leave requests. 

G. Excused Absences. An absence from duty administra- 
tively authorized, without loss of pay and without 
charge to leave, is an excused absence. The Chief 
Judge or his designee shall have the responsibility 
for approving administrative leave requests. The fol- 
lowing are the three general classes into which 
excused absences fall: 

(1) Administrative leave is absence authorized under 
emergency conditions beyond the control of man- 
agement, e.g., typhoons, or for participation in 
civic activities of interest to the government, 
or employment connected examinations, or for such 
reasons as the Chief Judge may determine (e.g., 
early closing on Christmas Eve). 

(2) Extended absence required for medical appoint- 
ments and care following job-related injuries may 
be authorized as administrative leave. 

(3) Excused absences related to disciplinary ac- 
tions. Management may place an employee in non- 
working status with pay for up to three (3) work- 
ing days pending preparation of a notice of pro- 
posed suspension for up to thirty (30) calendar 
days or removal from the Personnel Service. 

H. Court Leave. The government encourages its employees 
to fulfill their obligations as citizens of the Com- 
monwealth of the Northern Mariana Islands. Thus, 
employees who are called to serve as jurors may, at 
their option, be granted Court Leave for such period 
as the jury may be impaneled. Employees who are 
called to jury duty shall present their Juror Summons 
to their immediate supervisor together with a com- 
pleted Request for Leave, for his signature and pro- 
cessing. Employees who serve as jurors using Court 
Leave to cover the period of absence shall turn over 
to the Commonwealth of the Northern Marana Islands 
Treasurer such jury fees (as distinct from expense 
allowances) as they receive from the Court. Expense 
allowances paid the employee for whatever purpose may 
be retained by the employee to defray the expenses for 
which granted. An employee subpoenaed as witness, 
except as a government witness, shall charge such 
absence to annual leave or leave without pay. Court 
leave shall be granted to an employee subpoenaed in 
litigation in which the government has no interest, to 
serve as a witness in his official capacity as a 
government employee, and who will be required to pre- 
sent government records in testimony. Such employee 
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must inform the Chief Judge of the required testimony 
as soon as possible after being subpoenaed. 

VII .A6 

A .  

Military Leave. Military leaves of absence with pay, 
not to exceed fifteen (15) working days in any calen- 
dar year, regardless of the number of training periods 
in the year, may be granted by the Personnel Officer 
to employees on permanent status, who are members of 
the United States National Guard and Reserve compo- 
nents of the United States Armed Forces, when directed 
under orders issued by proper military authority. 
Administrative leave will not be granted in order to 
extend leave time for any additional training days. 

Maternity Leave. Maternity Leave shall be granted to 
a female employee on permanent status who is absent 
from work because of confinement for childbirth. The 
appointing authority shall have the responsibility for 
approving maternity leave requests. Such maternity 
leave shall not exceed ten (10) days, shall be in 
addition to any accumulated sick leave, and shall be 
paid leave. Such maternity leave shall be any ten 
(10) days encompassing the date of childbirth, and any 
additional leave taken for childbirth purposes shall 
be charged against accumulated sick leave. 

Paternity Leave. Paternity leave shall be granted to 
a male employee on permanent status who is absent from 
work because of his wife's confinement for child- 
birth. Such paternity leave shall not exceed two (2) 
days encompassing the date of childbirth. The 
appointing authority shall have the responsibility for 
approving paternity leave requests. 

DISPOSITION OF LEAVE UPON SEPARATION. 

Annual Leave. An employee separated from the Person- 
nel Service for any reason shall receive a lump-sum 
payment of all annual leave accrued to his credit at 
the time of separation. 

Sick Leave. An employee separated from the Personnel 
Service for any reason shall have all sick leave 
accrued to his account held in the leave records for 
three (3) years. Should the person be reemployed in 
the Personnel Service at any time during that three 
(3) year period, the sick leave balance shall be 
recredited to his sick leave account and available for 
use from the first day of his reemployment. 
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VII.A7 

A. 

B. 

C. 

D. 

VII .A8 

LEAVES WITHOUT PAY. 

An employee may be granted leave without pay not to 
exceed ninety (90) days if the approving officer con- 
siders it justified. Leave without pay may be extend- 
ed up to ninety (90) additional days ONLY with the 
approval of the Personnel Officer, upon recommendation 
by the appointing authority. Such leave without pay 
may be granted to permit the employee to attend to 
important family affairs, such as settling an estate, 
or for justifiable personal or business reasons. 

Traininq and Education Leave. Permanent government 
employees who are ineligible for further training or 
education leaves with pay, as provided for under 
Sub-Part VI1.AS.E of this regulation, or who wish to 
pursue their education on a full-time basis without 
financial assistance by the government, may be granted 
leaves of absence without pay for a period not to 
exceed one (1) year. Such employees shall have the 
right to return to their positions at the satisfactory 
conclusion of their education or training, and their 
service anniversary dates shall be adjusted 'by the 
amount of leave without pay taken. The Personnel 
Officer is responsible for approving or disapproving 
requests for Training and Education Leave, upon recom- 
mendation by the appointing authority. 

Leave Without Pay in Extension of Annual or Sick 
Leave. With the concurrence of the Chief Judge, a 
permanent employee may be granted leave without pay 
for the purpose of extending his vacation. Similar 
extensions may be granted for sick leave purposes, 
provided, howver, that the attending physician certi- 
fies to the necessity for the extensions. 

Tardiness. Tardiness shall be charged to leave with- 
out pay (LWOP) at the end of the pay period. The 
timekeeper shall determine the total number of minutes 
the employee has been late at the end of the pay peri- 
od,'and charge LWOP to the nearest hour. 

UNAUTHORIZED LEAVE. 

Unauthorized leave (Absent Without Leave, AWOL) is absence from 
duty without appropriate authorization. Employees who are 
absent from duty without prior approval, except in bona fide 
emergencies, shall be charged as being AWOL. Employees who are 
AWOL are subject to loss of pay and possible disciplinary act. 
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A. Leave Year. For administrative convenience, leave 
accumulations and usages are based upon the "Leave Year.I1 A 
I1Leave Yeart1 is that period of fif ty-two (52) consecutive weeks 
(twenty-six [26] pay periods) which begins on the first day of 
the first full pay period of the calendar year and ends on the 
last day of the last pay period which begins in that calendar 
year. For example, if the first day of the first pay period in 
the new year is January 11, then the leave year ends on January 
10 the following year. 

B. Employeels Riaht to Annual Leave. Employees have a 
legal right to accumulate annual leave, but the right 
to use that leave is contingent upon management's 
requirements. Thus, it is incumbent upon managers and 
employees to agree mutually as to the duration of 
annual leave and the period of taking. A manager is 
wholly within his rights, as a manager, to deny an 
employee's request for annual leave if that denial is 
based upon demands of the Personnel Service. He is 
obligated, in event of a denial, to suggest to the 
employee a more appropriate time for taking annual 
leave. 

C. Vacation Schedulinq. The government urges and encour- 
ages employees to use Annual Leave for the purpose for 
which it is intended. That is for rest and relaxa- 
tion. The government considers that a llvacationll of 
not less than two (2) consecutive weeks of Annual 
Leave meets the basic intent of Annual Leave provi- 
sions. To avoid confusion, recriminations, disap- 
pointments and grievances, managers are urged to 
schedule vacation periods for their employees, bearing 
in mind employees1 preferences, needs and desires, so 
that the work force will not be unduly affected by 
employee absences. In event of conflict between 
employees over choice of a vacation period, government 
seniority or some other device, consistently applied, 
may be used to resolve such conflicts. 

D. Lump Sum Leave Payment Upon Separation. When an 
employee is separated from the Personnel Service, he 
is entitled to the payment for his unused Annual Leave 
in a lump sum. If he returns to duty in any capacity 
with the government before the accumulated term of 
leave would have expired, had it been liquidated in 
the normal course, he must return to the government 
the gross value of such unused leave and have those 
hours of leave credited to his Annual Leave account. 

For example, if an employee has three hundred sixty 

COMMONWEALTH REGISTER, VOL. 6, NO. 8 AUGUST 15, 1984 Page 3102 



VII .A10 

(360) hours annual leave to his credit upon separa- 
tion, that represents forty-five (45) days of leave. 
If he returns to government employment before the 
passage of forty-five (45) working days, he is 
required to make a refund for the unexpired term of 
leave. 

Employee is offered a return to duty with the same pay 
classification and pay, accepts, and reports to work 
March 15. Thirty-four (34) working days have elapsed 
(one holiday occurred in February), for a total of two 
hundred seventy-two (272) hours. Employee would be 
required to repay to the government the dollar value 
of eighty-eight (88) hours, the difference between the 
360 accumulated hours, and 272 hours elapsed time, 
leaving a balance to be repaid of 88 hours. 

RESPONSIBILITIES. 

The employee shall be responsible for initiating his request 
for leave using such forms, documentation and explanatory 
material as may be required. He shall initiate such request 
sufficiently in advance, wherever possible, so as to enable 
management to make the necessary staff adjustments for coverage 
of the employee's assignments during his absence. 

Management shall be responsible for reviewing all requests in 
the light of program needs, replacement services, and legal and 
policy requirements. In consideration of the foregoing and any 
other pertinent considerations, management may approve, disap- 
prove or arrange modifications of leave requests. 

The Personnel Officer shall be available for advice and assist- 
ance and final decisions in cases requiring interpretation of 
legal requirements and policy. The Personnel Officer shall be 
available for advice and assistance to all agencies in matters 
concerning leaves. 
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PERSONNEL SERVICE SYSTEM REGULAi-W1:W 

PART VII, SUB-PART B 
BENEF ITS 

VII.Bl GENERAL. 

It is the policy of the government to provide certain benefits 
to all its employees, whatever their appointive status. These 
are defined in the Sections which follow. 

RESPONSIBILITIES. 

A. The Personnel Office is charged with the responsibil- 
ity to administer the several benefits. 

B. The Personnel Officer is responsible for advising the 
Civil Service Commission as to the kinds of coverage 
needed for the employees, the preparation and over- 
sight of procedures used, and for the training of man- 
agers and employees in the development and presenta- 
tion of claims. 

C. Managers and supervisors are responsible to know the 
provisions of the several plans of coverage of the 
employees under their supervision and the procedures 
necessary to present claims. 

D. Employees are responsible to familiarize themselves 
with reporting procedures so that they may be assured 
of proper coverage in event of injury or illness. 

VII.B3 NATURE OF COVERAGE. 

Government employees are entitled to the following benefits 
with specific exceptions as noted below: 

A. Workmen's Compensation for work-related injury or ill- 
ness. The Workmen's Compensation program is currently 
provided to all employees of the Commonwealth of the 
Northern Mariana Islands who are not otherwise covered 
by U.S. laws. 

B. Group Life Insurance. The group life insurance cover- 
age is available to all Personnel Service employees 
employed for at least one year and who work at least 
thirty (30) hours per week, provided, however, that 
should a group life insurance policy be in effect 
covering employees not meeting the stated require- 
ments, such coverage shall immediately be afforded 
such employees. 
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VII.B4 INSURANCE PROGRAM DEFINITIONS. 

Brochures and other information concerning nature and extent of 
coverage, cost to the employee and manner of processing claims 
shall be maintained, on a current basis, in the Personnel Of- 
fice. 

VII.B5 PROCEDURES. 

Procedures covering the administration of the insurance pro- 
grams and plans are contained in the procedural manual to these 
Regulations. 

VII.B6 RETIREMENT PROGRAM. 

Old age and survivor benefits and disabiity coverage are pro- 
vided for employees in the Personnel Service System by Social 
Security and the Commonwealth Retirement Program. The Person- 
nel Officer and his staff must be conversant with the provi- 
sions and entitlements under the Social Security and Common- 
wealth Retirement Program so that they may provide informal 
advice and counsel to employees or their survivors who need 
information and guidance with respect to filing claims for 
Social Security and Retirement Program benefits. 
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PART VIII 
PERFORMANCE EVALUATION 

VIII.l GENERAL. 

This Part prescribes the annual employee review system which 
seeks to recognize the merit of employees and their contribu- 
tions to 

VIII.2 

Employee 

A. 

efficiency and economy in the Personnel Service. 

EMPLOYEE PERFORMANCE EVALUATION. 

performance evaluation is essential for: 

Improving employee effectiveness by: 

(1) Establishing a framework for continuing employee- 
supervisor communications regarding performance 
standards and employee potential; and 

(2) Providing employees with the opportunity to par- 
ticipate in the establishment of performance 
standards. 

Providing management with a basis for relating employ- 
ee performance to other pertinent personnel management 
activities. 

POLICY. 

The Chief Judge shall ensure that supervisors each year reach a 
clear understanding with their subordinates of the standards of 
performance which must be met in accomplishing assigned work. 
The supervisor and the employee on a person-to-person basis 
must arrive at an understanding of the work objectives to be 
met and the manner in which they may be reached. A review of 
the employee's position description is necessary to reach 
agreement on dugies, performance standards and the work objec- 
tives. 

Annually, by the employee's anniversary date, based upon the 
preceding twelve (12) monthst performance standards reviews and 
other pertinent factors, an annual written rating of perform- 
ance shall be submitted by the supervisor, and concurred in by 
the Chief Judge, on forms prescribed by the Personnel Officer, 
for each permanent and probationary employee. The Personnel 
Officer, through his authorized representative, shall adminis- 
ter the performance evaluation system and be alerted to changes 
needed for improvement of such system. 
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A. The Performance Officer shall be responsible for: 

(1) Developing, evaluating, and improving the Person- 
nel Service annual employee review system and 
performance rating plan; and 

(2) Providing staff advice and assistance in the 
administration of the system. 

B. The chief Judge shall be responsible for implementing, 
administering, and obtaining compliance with the pur- 
poses of the system including: 

(1) Providing assistance to supervisors and employees 
in developing performance standards; 

(2) Providing the necessary training to supervisors 
so that they can effectively carry out their 
responsibilities for communicating with and eval- 
uating employees; and 

(3) Assuring that employees understand the objectives 
of performance evaluation and the provisions of 
the annual employee review system and the per- 
formance evaluation plan. 

C. Supervisors are responsible for: 

(1) Assuring that position descriptions accurately 
reflect the duties and responsibilities assigned; 

(2) Determining jointly with the employee concerned, 
on a person-to-person basis, the performance 
standards and keeping them advised of their 
strengths, weakness, and opportunities for 
improvement in terms of performance standards; 

(3) Conducting the annual employee reviews; and 
(4) Initiating appropriate personnel actions in case 

of continuing less than satisfactory performance. 

D. Each employee is responsible for: 

(1) Requesting clarification from his supervisor of 
any performance standard or work objective which 
is not clearly understood; 

(2) Advising his supervisors of any facts or circum- 
stances which he believes should be taken into 
account during the annual employee review; and 

(3) Participating in appraisal discussions of his 
performance and making suggestions for improving 
it. 
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RELATIONSHIP TO OTHER PERSONNEL MANAGEMENT ACTIVITIES. 

By using the employee anniversary date system (as con- 
trasted to a fixed due date, such as March 3l), super- 
visors are given a better opportunity to consider and 
evaluate each employee as an individual and to coordi- 
nate the performance evaluation with other appraisal 
actions which make up the annual employee review 
sys tem. 

Supervisors do not have a right to retain an employee 
in a position in which the employee's summary rating 
is "Less than Sati~factory.~~ To permit such a situ- 
ation to continue would not be in the public interest 
or consistent with good management principles. Super- 
visors, with the assistance of the Personnel Officer, 
must initiate the necessary action to have such an 
employee reassigned, demoted, or separated from the 
position at the earliest possible date. 

Part 111, Sub-Part E of these regulations provides 
that an employee with a current official performance 
rating of llExceptionalu has an additional two (2) 
points of retention credits for reduction-in-force 
purposes. 

RATING PROBATIONARY EMPLOYEES. 

Employees serving probationary periods shall be given a written 
performance rating (as distinct from an annual employee review) 
at the end of each successive period of three (3) months. The 
final rating, for the tenth, eleventh, and twelfth months of 
probation, shall be completed for probationary appointees no 
later than the end of the eleventh month of the probationary 
period. For employees serving a new probationary period, the 
review must be accomplished at least two (2) weeks before the 
completion of the period of probation. 

VI I I. 7 APPEALS. 

Employees who believe their ratings are injust shall be en- 
titled to appeal as provided for in Part III.F8 of these regu- 
lations. 
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PERSONNEL SERVICE SYSTEM REGULATIONS - JUDICIARY 

IX. 1 

PART IX 
TRAINING AND EMPLOYEE DEVELOPMENT 

POLICY. 

Appropriate training increases workers' effectiveness in jobs, 
improves morale, decreases labor turnover, prepares new employ- 
ees to do jobs for which they are not trained, provides an 
effective means of screening and placement, and prepares 
employees for filling responsible jobs and upward mobility. It 
is a major commitment of the goverment to train and develop a 
viable Personnel Service System workforce within the Common- 
wealth. 

RESPONSIBILITIES. 

A. The Personnel Officer shall work with the Chief Judge 
to: 

(1) Develop and define policy requirements for devel- 
oping the workforce in the Personnel Service of 
the Judicial Branch; 

(2) Determine goals to be met in all job categories; 
(3) Set standards to be met by Personnel Service 

employees for promotion and career development; 
(4) Evaluate all training programs and recommend 

alternatives to assure that manpower development 
programs accomplish their objectives; 

(5) Coordinate the training and employee development 
programs with the Chief Judge and other appropri- 
ate training agencies so that manpower develop- 
ment in the Personnel Service is in harmony with 
development in the private sector; 

(6) Assure that education services in the Common- 
wealth are fully utilized: and 

( 7 )  Establish the minimum training requirements for 
mobility in the workforce. 

B. The Chief Judge, supported by the designated officer 
or the Personnel Officer, shall: 

(1) Implement all training programs at all levels 
within the Judicial Branch to assure that train- 
ing objectives are met; 

(2) Submit to the Civil Service Commission annual 
training objectives and implementation plans for 
the Judicial Branch by October 31st of each 
year. Such objectives and plans are to reflect 
immediate priorities within overall Judical 
Branch objectives and needs; 
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Budget funds to support the training programs 
needed for employees and conducted under the 
auspices of the Judicial Branch; 
Maintain training units within the training 
frameword concurred in by the Personnel Officer; 
Report to the Personnel Officer annually by 
September 30th of each year, the nature, content, 
and results attained by in-service training 
activities; 
Establish committees of senior staff personnel to 
implement procedures for systematic training of 
employees; and 
Assure that effective in-service training pro- 
grams are carried forward with the Judicial 
Branch. 

C. Supervisors, in carrying out the training objectives 
in their respective program areas, shall: 

(1) Plan for employee release time when it is needed 
for formal classroom instruction; 

(2) Inform trainees of the content of their training 
programs, their objectives and benefits, and the 
employees1 responsibility to absorb and use the 
instruction provided; 

(3) Encourage employes to engage in self-improvement 
activities whih may lead to improved performance 
and possible promotion; and 

(4) Provide reports to the Chief Judge regarding all 
aspects of the training programs in which their 
subordinates are participating. 

DEFINITIONS. 

For the purpose of this Part: 

A. ItJob Skill Trainingtt means training to: 

(1) Improve an employee1s performance in the position 
in which he is current employed; and 

(3) Prepare an employee to move laterally in the same 
or a closely related class of position. 

B. I1Promotional Training" means that training which pre- 
pares an employee to perform with adequate efficiency 
the basic task of a class series within which he is 
being trained. 

C. I1Employee De~elopment~~ means that type of training 
offered an employee to broaden his background and per- 
spectives in his own or closely related occupational 
areas. 
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Major training emphasis will be geared to developing a syste- 
matic and balanced program to meet the needs in the profession- 
al, managerial, technical, educational and training areas. 

A. The government in the implementation of its training 
policy, intends that the Personnel Office plan, fund, 
schedule, conduct and evaluate all training in these 
areas : 

- Supervisory, Executive and Managerial; and 
- Basic Communications 

In addition, the government intends that the Chief 
Judge plan, fund, schedule, conduct, evaluate and 
report to the Personnel Office all training of a spe- 
cialized nature particularly related to the Judicial 
Branch. 

B. Orientation. When an employee enters a new position, 
a period of ninety (90) days will be given the super- 
visor in which to conduct an orientation for the new 
employee in the policies, procedres, rules and regula- 
tions which are specific to him and to the performance 
of his job. At the end of the initial 90-day period, 
a report on completion of such training will be sub- 
mitted to the Personnel Officer, through the Chief 
Judge, bearing both the signature of the employee and 
the supervisor. 

The report should contain the sequence, content and 
duration of training sessions undertaken during the 
initial 90-day period. This 90-day period may be 
extended, provided that a supervisor submits the rea- 
sons for extension, in writing, for the approval of 
the Chief Judge, for inclusion in the employee's Offi- 
cial Personnel Folder. 

As part of the induction process, the Personnel Offi- 
cer or his designee will indoctrinate each new employ- 
ee entering the Personnel Service of the Judicial 
Branch through his office concerning: 

- The employee's identification with his work 
situations; 

- Formulation of favorable attitudes and goals 
of the employee with those of the Judicial 
Branch; and 

- Judical Branch policies and objectives, 
organizational structure, and functions. 
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Detai-d i d  the o r % I i ~ d m ~ ~ ~ ~ r o -  
cess are contained in a procedural manual to these 
regulations. 

C. Supervisory, Executive, and Managerial Training: 

(1) Inasmuch as the work of the Judicial Branch is 
the best and most important training resource for 
potential managers, opportunity should be given 
to qualified Commonwealth citizens to participate 
in: 

- Formulating objectives, policies and 
operating procedures with respect to the 
programs of the Judicial Branch; 

- Defining and analyzing problems, evaluating 
workload, and developing operating proced- 
ures; 

- Planning, programming and budgeting; and 
- Representing their inter-Judicial Branch 

committees, work groups, survey teams, and 
at legislative hearings. 

(2) The Personnel Officer shall supervise the devel- 
opment of all supervisory, executive, and manage- 
rial training programs and develop a list of 
required courses for entry into such classes and 
required courses to be taken prior to or immedi- 
ately after entry into the supervisory classes. 

A person entering a supervisory position must 
take such required courses not later than six (6) 
months prior to such promotion and no later than 
six (6) months after entry into such position. 

D. Other Training. The Personnel Officer in coordination 
with the Chief Judge shall establish requirements for 
other areas of training when such requirements become 
necessary. 

EXTERNAL TRAINING. 

A. Trainig courses given by agencies outside the Common- 
wealth will be utilized as necessary and to the extent 
the budget will permit. If the Chief Judge wishes to 
engage in special training, formal short-term train- 
ing, and other academic programs for his employees 
outside the Commonwealth, he shall submit to the Per- 
sonnel Officer the names of the employees to be given 
such courses and the content and length of such train- 
ing, for evaluation prior to sending .an employee 
abroad for training. 
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B. Payment of Costs: 

Employees released to attend authorized job- 
related training and developmental programs will 
receive any combination of basic salary. travel 
expenses when required, and stipend, as applica- 
ble to the training involved. Training provided 
as part of a planned upgrading program. such as 
management internship. is job-related, within the 
meaning of this Part. 
It shall be the policy of the Judicial Branch and 
the Personnel Officer to pay all costs for train- 
ing defined as If job-skill training" in IX. 3 (A) 
above; to pay one-half of all costs of training 
defined as  promotional training;" and one-fourth 
of all costs of training defined as "employment 
devel~pment.~ 
Employees attending education or training 
designed generally to improve their potential for 
advancement, but not specifically related to 
their present duties or duties they are specifi- 
cally being trained to assume, may be released on 
training and education leave at the discretion of 
the Chief Judge in accordance with the require- 
ments set forth in this Part. 
For academic training or training toward bacca- 
laureate or higher degrees other than those 
classified above, the employee may seek scholar- 
ship assistance from the Education Department and 
the government shall have no responsibility for 
any costs incurred when such is initiated by the 
employee. Educational expenses will not be paid 
from the Commonwealth Covenant grant funds for 
employees to go outside the Commonwealth to earn 
a baccalaureate or higher degree. All require- 
ments for job eligibility shall apply to the 
employee when he severs himself from his present 
position to pursue such training. 
Salary and related benefits provided employees 
released for training under all the paragraphs 
above shall be limited to a period of one (1) 
year. unless an extension is recommended by the 
Chief Judge and Personnel Officer, with the 
approval of the Civil Service Commission. 

TRAINING COSTS DEFINED. 

The term "all costs." when used to define the Judicial Branch's 
intent to support an employee undergoing training, means. for 
the purpose of this Part: 

- Roundtrip transportation to the training site by the 
least expensive air routing; 
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- Cost of tuition, books and fees; and 
- Stipend. One-half the regular per diem rate for the 

time authorized to be spent at the training site. In 
the event the training is received at or near a high 
coet resort area, the Personnel Officer may approve an 
upward adjustment of the stipend. 

SUPPORT FOR TRAINING. 

Supervisory officials are encouraged to support positively the 
training efforts, since improved skills and more effective 
supervision at all levels will improve mission accomplishment. 

COORDINATION WITH UNITED STATES FEDERAL PROGRAMS. 

The Personnel Officer or his designee will coordinate training 
efforts with personnel engaged in monitoring United States 
Federal Grants training efforts. Training needs met thorugh 
these efforts will be included in annual reports of training 
accomplishments. Such coordination will be concerned with 
avoiding duplication of effort and attempting to direct train- 
ing efforts toward that which is most needed. 

EVALUATION OF TRAINING. 

The Persnnel Office shall develop and maintain a system which 
will provide information and analysis of the effectiveness of 
training provided. Such analysis will be used to alter train- 
ing courses where needed and in training needs surveys. All 
personnel who attend and return from a training course outside 
the Commonwealth shall submit a written report including a 
summary of the course along with a judgment of the added value 
gained from the course. Copies of such reports shall be 
addressed to the Chief Judge and the Personnel Officer. 
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PERSONNEL SERVICE SYSTEM REGULATIONS - JUDICIARY 
PART X 

PERSONNEL MANAGEMENT EVALUATION 

PURPOSE. 

Evaluating personnel managment of an organization is one of the 
most difficult, yet one of the most important assignments that 
can be given a personnel management specialist. Personnel 
management evaluation requires the individuals conducting an 
evaluation not only to know the policies and procedures appli- 
cable and appropriate in all areas of a total personnel manage- 
ment operation, but also to be able to analyze how well an 
organization has applied and adapted these policies and proced- 
ures in managing its human resources. Then after full consid- 
eration of the findings, make an objective judgment of the 
degree of effectiveness attained in relation to mission accom- 
plishment. For the prupose of this Part, the mission of per- 
sonnel management can be defined as follows: 

A. Provide management with an efficient and effective 
work force, using the structure and regulations of the 
Personnel Service System for the Judicial Branch to do 
so: 

B. Assist employees in their individual development and 
advancement by providing developmental opportunities 
through training and career guidance; and 

C. Assist management at every level to administer the 
work force by providing advice and counsel as to man- 
agement rights and obligations under law and regula- 
tions which were promulgated thereunder. 

None of the personnel management activity can be the sole pro- 
vince of the personnel specialist. Personnel management, ulti- 
mately, is the responsibility of each manager and supervisor. 
The prime function of personnel management is the development 
of the people in the work force. The Personnel Office must 
have a definite role in the process of providing leadership and 
advice on the principles and practices of personnel management, 
but the acquisition and utilization of a work force are part of 
the overall management of organizations. Unless it partici- 
pates in the management process, however, a personnel office 
may be reduced to the primary function of overseeing and carry- 
ing out the mechanics of personnel operations, reacting to man- 
agement action rather than affecting it. 'IPersonnel adminis- 
tration" may thus be differentiated from I1personnel manage- 
ment." This technical and regulatory function is an essential 
part of personnel management but not synonymous with it. In 
the conduct of personnel management, great care must be taken 
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that efforts are not r e s t r i ~ m ~ e r s o n n e l  admin- 
istration rather than the broader perspective of total manage- 
ment. The regulations stated in this Part are directed toward 
evaluation of personnel management and only incidentally per- 
sonnel administration. 

OBJECTIVES. 

The objectives of the personnel management evaluation program 
are to: 

A. Provide a comprehensive basis for improvements in per- 
sonnel management activities, programs and policies; 

B. Assure compliance with statutory requirements, regula- 
tions and directives governing personnel programs and 
practices; 

C. Evaluate the participation and effectiveness of man- 
agers and supervisors in their exercise of personnel 
management; and 

D. Attain the personnel management goals and objectives 
established by law and these regulations. 

RESPONSIBILITIES. 

A. The Chief Judge is responsible for keeping the Person- 
nel Office apprised of significant problems and 
achievements in carrying out the personnel management 
responsibilities, and for proposing constructive 
changes in personnel policies and practices. 

B. The Personnel Officer is responsible for: 

(1) Developing and administering with the Civil Serv- 
ice Commission the personnel management evalua- 
tion program; 

(2) Reporting results to the Civil Service Commission; 
(3) Using evaluation results to work with the Civil 

Service Commission in developing plans and 
improving personnel programs and activities; and 

(4) Assisting outside audit teams andlor the Civil 
Service Commission in the performance of reviews, 
audits and inspections. 

X. 4 EVALUATION METHODS AND PROCEDURES. 

A. The Personnel Officer must develop a very comprehen- 
sive guide to assure full coverage of the personnel 
management effort. The Personnel Office shall make 
evaluations, onsite, of personnel management in the 
Judicial Branch not less often than each two (2) years. 
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B. Spec1 +r-rlr,i?ues. 'J,sm)~elablr~m?ecific tech- 
niques are employed: 

(1) Collection, analysis and organization of a wide 
variety of information relating to personnel man- 
agement effectiveness, including statistical 
data, minutes of meetings and conferences, 
reports on problem cases, special studies of 
programs or occupations, proposals by operating 
officials, analyses by personnel specialists, and 
results of employee-management consultations. 

(2) Use of questionnaires, attitude surveys, inter- 
views and other similar tools to elicit opinions 
from employees and supervisors on the personnel 
program. 

(3) periodic review of personnel actions taken 
throughout the Judicial Branch to determine com- 
pliance with classification and qualification 
standards, appointment and status change regula- 
tions, etc. The review includes desk audits, 
examination of official personnel folders, 
personnel action forms and position description 
reviews. 

(4) Inclusion of relevant information, reports, 
analyses, etc., from relevant government agencies. 

(5) Schedule. The Personnel Officer shall schedule 
personnel management reviews with the Judicial 
Branch each fiscal year. The schedule shall be 
provided to the Civil Service Commission and the 
Chief Judge not later than March 31 of each 
year. As opportunity is provided by other neces- 
sary business, a personnel specialist should make 
selective regulatory compliance reviews on a 
random basis as part of the overall personnel 
management evaluation effort. 

X. 5 REPORTS. 

Reports of personnel management evaluations conducted by the 
Personnel Officer to the Civil Service Commission and the Chief 
Judge shall be made not less than once each two (2) years by 
February 1, as of December 31. The reports shall be based on: 

- the comprehensive audit reports of evaluations accom- 
plished by the Personnel Office; and 

- reports of program accomplishments under the Personnel 
Management Plan. 

The Personnel Officer in consultation with the Civil Service 
Commission shall develop the evaluation plan and the format for 
reporting. 
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Using the interim evaluations and the annual comprehensive per- 
sonnel management report, the Personnel Officer shall: 

A. Direct: and follow-up on corrective action to be taken 
with respect to any improper, illegal or unprofession- 
al personnel practices noted in any of the reports. 

B. Arrange for and -conduct training for those persons 
involved in personnel management activities who appear 
to be deficient in the technical or professional 
phases of personnel management as indicated in the 
several evaluations. 
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PERSONNEL SERVICE SYSTEM REGULATIONS - JUDICIARY 
PART XI, SUB-PART A  

RECORDS 

XI . A 1  PURPOSE. 

This Sub-part defines the minimum requirements for personnel 
records to be originated and maintained by the Personnel Office. 

POLICY. 

A. The Personnel Office shall establish a system of 
records for all personnel presently or previously 
employed by the Judicial Branch. The records shall be 
filed separately so that those of active employees are 
filed separately from those of former employees. 
Other supporting records, as deemed appropriate by the 
Personnel Officer, may also be maintained. 

B. The personnel specialists shall develop and maintain a 
system of personnel record which parallels that main- 
tained in the Personnel Office. 

XI .A3 RECORDS REQUIRED. 

A .  Official Personnel Folder (OPF). For each active 
employee an Official Personnel Folder (or File) shall 
be maintained. The folder shall contain, as a mini- 
mum, the following elements of permanent information 
covering the employee: 

Formal application for employment. 
Copy of the certificate of eligibles from which 
selected or other documents which indicate the 
appointing authority. 
Form on wich prior creditable service is listed 
and Service Computation Date is derived. 
Letter of original selection signed by an author- 
ized selecting official. 
Copy of each personnel ction affecting the 
employee. 
Copy of promotion certificate from which employee 
was selected, if appropriate. 
Copy of promotin selection letter signed by an 
authorized selecting official. 
Copy of each form reflecting choice of health 
benefits or group life insurance coverage, desig- 
nation of beneficiary and other legal and binding 
assignments or designations. 
Adverse action supporting material if the action 

\ 
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is consummated. Temporary l ' m a m m ,  as con- 
trasted to permanent type information as deline- 
ated above, shall be kept in the OPF, but filed 
on the LEFT side of the folder. 

Examples of temporary material include: 
- Performance evaluation reports. 
- Annual Employee Review documentation sheets. 
- Copy of the descriptions of positions occupied by 

the employee. 
- Letter of Reprimand -- retain for two (2) years 

only. 
- Items of correspondence concerning the employee 

but which have no historical or permanent value, 
e.g., letters of commendation or congratulation. 

B. Employee Record Card. A card record which summarizes 
critical data concerning the identity, status, move- 
ment and separation of an employee. Every persnnel 
action taken will be recorded on the Employee Record. 
Exceptional or Less Than Satisfactory performance rat- 
ings shall be noted on the Employee Record Card show- 
ing the rating and the date thereof. 

C. Medical Examination Reports. Medical examination 
forms for each employee shall be maintained in a file 
separate from the OPF. This is essential to protect 
the privacy of the individual concerned. The records 
shall be maintained in a locked, fire resistant file 
with access allowed only to personnel authorized by 
the Personnel Officer. Access must be restricted only 
to persons having a "need to known as determined and 
approved by the Personnel Officer. Whenever access to 
a medical record is allowed, the Personnel Officer 
shall record: 

- the date of access; 
- the person allowed such access; and 
- the reason therefor. 

This memorandum record shall be kept in the folder of 
the individual medical record. 

Records of Investigations and Inquiry. Any records of 
investigation or inquiry concerning an employee shall 
be filed in a separate folder, clearly identified by 
employeels name, date of birth and Social Security 
number. The material shall be kept in a locked, fire 
resistant storage facility, safe or fire proof cabi- 
net, with access allowed only on a "need to knowtt 
basis and upon approval by the Personnel Officer. The 
existence of an investigation file shall be noted in 
the OPF, filed on top of the last entry therein. 
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Upon the separation of an employee for whatever reason, his 
Official Personnel Folder shall be closed and removed to stor- 
age. Prior to sending the file to storagw, all temporary 
material filed on the left side of the folder shall be removed 
and either given to the employee or destroyed. Medical records 
and investigation file material shall be placed in the OPF so 
that the record is accurate and complete. 

If an employee is separated but is expected to return to the 
government service within a specified time, not to exceed a 
year, the OPF may be held in suspense rather than treated as a 
former employee defined above. 

ACCESS TO OFFICIAL PERSONNEL FOLDER. 

An employee may have access to his own official personnel 
folder at any time during regular working hours provided a 
responsible personnel specialist or clerk watches as the 
employee's review takes place. The employee is entitled access 
to his or her medical records. Investigation reports are not 
available to the employee. If an employee persists in his 
desire to see an investigation report, he should be referred to 
the agency which prepared the report or secure a court order 
authorizing the Personnel Officer to allow the employee access 
to the investigation report. 

XI .A6 INFORMATION AVAILABLE TO THE PUBLIC. 

The names, present and past position titles, grades, salaries 
and duty stations of a government employee is information 
available to the public, except when the release of the infor- 
mation is prohibited by law or the information is sought for 
the purpose of commercial or other solicitation. 

XI .A7 INFORMATION MAY BE PROVIDED. 

Upon written waiver by the employee, or upon subpoena by a 
court of jurisdiction, information may be released regarding 
the name, past and present position titles, grades, salaries 
and duty stations. 
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PERSONNEL SERVICE SYSTEM R E G U L A ~ W O C M @ A : &  
, 

PART XI, SUB-PART B 
REPORTS 

XI .B1 PURPOSE. 

A. Accurate and timely reports are invaluable to the 
management of a workforce. They are important to the 
processes of budgeting, manpower planning, forecasting 
staffing needs and declines, and other managment areas. 

B. 1 CMC §8124(d) requires that the Personnel Officer 
"establish and maintain a roster of all persons in the 
government in which shall be set forth, as to ech, the 
class of position held, the salary or pay, any change 
in class, title, pay, or status and any other neces- 
sary data. 

ROLE OF THE PERSONNEL OFFICER. 

The Personnel Officer shall prescribe a system of reports and 
the format for reporting to provide, on a timely basis, the 
information required by law. 

ROLE OF THE TIMEKEEPER. 

The Timekeeper shall be responsible for recording and certify- 
ing time and attendance records of the assigned employees. The 
Timekeeper will also record and ce'rtify leave time taken by any 
assigned employee. The method of recording and certifying 
time, attendance and leave shall be prescribed by the Personnel 
Officer and the Director of Finance. 
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COMMONWEALTH OF THE NORTHERN MARIANA ISLANDS 
OFFICE OF THE C M L  SERVICE C O ~ S S I O N  

P.O. BOX 150, CHRB 
SAIPAN, CM 96950 

Phone: 692517327 

118 

slands 

PUBLIC NOTICE 

of Proposed Amendments to the 

PERSONNEL SERVICE SYSTEM RULES & REGULATIONS 
for the Executive Branch 

The Northern Mariana Islands Civil Service Commission, pursuant 
to 1 CMC 58116, and in accordance with the provisions of 1 CMC 
59104(a) and 52153(f), hereby gives notice to the public of its 
intention to adopt the proposed amendments to the permanent 
personnel policies for the Executive Branch civil service 
employees. 

All interested persons will be given a reasonable opportunity 
to submit their views, comments and/or arguments, in writing, 

I concerning the proposed regulations. Written comments must be 
submitted to the Personnel Officer of the Civil Service 
Commission not later than the close of business thirty (30) 
calendar days following the date of publication of this Notice. 

Dated, this 14th day of August, 1984. 
\ 

SUBMITTED BY: 

APPROVED BY: 

JESUS P. MAFNAS 

Civil Service Commission 
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COMMONWEALTH OF THE NORTHERN MARIANA ISLANDS 
OFFICE OF THE C M L  SERVICE COMMISSION 

P.O. BOX 150, CHRB 
i SAIPAN, CM 96950 

$, Phone: 692517327 
Filed t k p ~  /5 dap of 

118 

slande 

Arongorongol Towlap 

Ngare 
Al6gh me b~ghutughutul 

Reel Executive Branch 

Northern Mar ana Islands Civi: Service Commission, e kke isisiwow al$gh i mereel 1(51C 8116, me ekke ngalleey arongorong towlap nggre meta yaar 
mengemeng reel awewe yeel ebwe al6gh 16 1161 Executive Branch reel sch661 
angangal Civil Service. 

Iwe, alongeer towlap me sch6bkka re tipeli nge rebwe ngalleer lug6bd 
bwe rebwe atotolong mangemangiir nge ebwe isch. Mangemang kka e ischitiw 
bwelle reel all6gh kkaal nge ebwe akkafangeld reel samwoolul Personnel 
mellol Civil Service Commission nge essdbw luu16 eliigh (30) ral sangi 
raalil ye e toowow arongorong yeel. 

4 E ish 1101 raalil ye /5( Agosto, 1984. 

ATOLOGEYm 

ALUGHULUGH SANG I ':' 

sion 

4 

Crairman 
/ Civil Service Commission 
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COMMONWEALTH OF THE NORTHERN MARIANA ISLANDS 
OFFICE OF THE C M L  SERVICE COMMISSION 

i 
P.O. BOX 150, CHRB 
SAIPAN, CM 96950 

Phone: 692517327 

NUTISIAN PUPBLIKU 

PUT 
Prupositon Amendasion siha gi bandan 

Areklo yan Regulasion i Personnel Service na Sistema 
para i Ufisinan Eksekitibu 

I Civil Service Commission i Sangkattan siha na Islas Marianas, 
kosiste nu i 1 CMC Seksiona 8116, yan i prubision siha gi 
1 CNC Seksiona 9104(a) yan Seksiona 2153(f), ha nanafi i 
pupbliku nutisia put i entension-iia umadapta i prupositon 
amendasion siha gi petmanente siha na areklon petsonat para 
i emplehaon i Executive Branch Civil Service. 

Todu manenterisao na petsona siha para u fanmanat i rasonapble 
na tiempo para u matugef ya imanafhalom hafa hinasson-fiiha, 
sinienten-fiiha pat atgumenton-fiiha pot i maproproni na areklamento 
siha. Todu tinigef pot este na asunto u manaffanhalom guatu gi 
Personnel Officer i Civil Service Commission trenta (30) dias 
pot mas atrasao despues di mapupblika-iia este na nutisia. 

.rk, Mafecha, guinena/9 hafanigiAgosto, 1984. 

NINAfHALOM AS: 
JESUS P. MAFNAS 

t -  

INAI'RUEBA AS: 
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sROPOSED AMENDMENTS 
to 

PERSONNEL SERVICE SYSTEM RULES & REGULATIONS 
Executive Branch 

Pase Part Proposed Amended Lanquaae 

10 III.Al2.A "Examinations shall be rated by a 
gualified rating examiner from the 
Personnel Off ice. l1 

10 III.Al4.A llFollowing the completion ... shall be 
listed. The Reqister of Eligibles 
shall list the candidates in the order 
of their respective ratings; highest 
rating first. When the Personnel Offi- 
cer.. . "  

111.B3.C "A limited-term appointment is one ... 
one (1) year. The appointee who serves 
thirty (30) or more hours per week 
shall be entitled only to Workmen's 
Compensation, Social security, annual 
leave (if the period exceeds ninety 
[go] days), sick leave, overtime, m- 
pensatorv time, and holiday pay unless 
the last day of the appointment falls 
on a holiday. An appointee ...It 

III.C3.B(2) "the position is filled by selection of 
a non-temporary Commonwealth of the 
Northern Mariana Islands Personnel 
Service System employee from an eligi- 
ble list following an open competitive 
examination; orm1 

III.Cl11.E The last sentence, I1The fulfillment of 
this requirement is coordinated with 
the Chief, Training and Employee Devel- 
opment Division," is deleted in its 
entirety. 

111.D3.B The final paragraph, l'Employees of the 
government excepted from the Personnel 
Service ... do not compete with regular 
employees in the Personnel Service 
System,Ia is deleted in its entirety. 

III.D3.L(l) "The management must give the employee 
at least thirty (30) days advance 
written notice of the proposed action. 
However, in the event that criminal 
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charqes are filed auainst an employee, - 
the employee shall be suspended without 
Lay, reassiqned, or subject to such 
other action as management may deem 
necessary. In the event the charqes - 
are dismissed or the employee is found 
not quilty, the employee shall be 
reinstated with benefits and pay 
retroactive to the date of sus~ension.~ 

"If at all practicable, the employee 
must be kept on active duty in his 
regular position during the notice 
period. However, in an emergency, the 
employee may be suspended during the 
advance notice period and placed on 
Leave Without Pay (LWOP) or, with the 
employeets consent, he may be carried 
on annual leave." 

111.E4.C "When a position is abolished with a 
competitive level ... that competitive 
level. 

III.E4.E(9) "Employees of uovernment agencies and 
instrumentalities within the Common- 
wealth of the Northern Mariana Islands." 

1II.ES.A ttObligated positions are positions from 
which the incumbent is temporarily 
absent because of: 

III.ES.A(Z) "temporary promotion; oru 
111.F2.E "The management officialts representa- 

tive at Commonwealth of the Northern 
Mariana Islands Civil Service Commis- 
sion hearings must be the Attorney 
General or his designee." 

The final two sentences, "This can be 
accomplished by submitted to the Mayor 
... to the Civil Service Commis~ion,~ 
have been deleted in their entirety and 
replaced with: 

"If reqistered mail is utilized, the 
appeal must be postmarked no later than 
the fifteenth calendar day." 

4 

III.GS.B(l) Itthe identity of the aggrieved employee 
and the organization in which he works;" 
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IV.Bl2 

IV. BlI. C 

"The Commonwealth of the Northern Mari- 
ana Islands Civil Service Commission 
shall ~'~dd?!/drhii set a time for its 
review of the case within a reasonable 
time after receiving a grievance. If 
the Commission.. . l1 
"... Decision by the Commonwealth of 
the Northern Mariana Islands Civil 
Service Commission shall be made by a 
two-thirds. . . l1 
I1All positions subject to the provi- 
sions of the Commonwealth of the North- 
ern Mariana Islands Personnel Service 
System Ed14 shall be classified in 
accordance with ..." 
"Assigns a title to each which shall 
apply ... and the appropriate manage- 
ment officials. LB~Mtt~ddf 

"An employee who is transferred ... no 
change in compensation. An employee 
may transfer from the classified serv- 
ice in one branch of government to the 
classified service in another branch of 
government with no loss of benefits. A 
minimum of two weeks1 ..." 
"The effective date ... such reasons as 
will expedite public business and not 
result in an inequitable situation.I1 

NThe effective date of the increase 
under this Sub-Part shall be retro- 
active to July 1, 1983, and shall be on 
the first day of the following pay 
period after the approval of the Per- 
sonnel Of f icer . l1 
I1Any employee required to work on a 
legal holiday ... or in the absence of 
any funds for holiday compensation, 
compensatory time-off shall be grant- 
ed. Compensatory time-off for the 
first eiqht ( 8 )  hours worked, or any 
- "  

part thereof, shall be qranted in an 
equal number of hours. If the work 
starts at midniqht and/or exceeds more 
than eiqht (8) hours, the employee 
shall be compensated or be qiven 
compensatory time-off for any hours 
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over eisht (8) at the rate of one and 
one-half (1-1/21 times the base salary 
or the adjusted base salary, or the 
hours worked. Compensatory time-off 
shall be granted within ...I1 

I1A merit increase is initiated and 
signed ... the Personnel Officer is 
authorized to approve merit increases 
within his authority. 

I1Exception: When an employee is 
engaged as a classroom teacher outside 
his regular work day to teach Adult 
Basic Education or classes for the 
Northern Marianas Colleqe, he shall be 
paid at the prevailinq rate." 

The first sentence, "An Employee- 
Management Council shall be estab- 
lished ...,If is deleted in its entirety 
and replaced with: 

llEmployee-Manasement Councils shall be 
established on the islands of Saipan, 
Rota and Tinian. 

IfManagement members for all the coun- 
cils shall be department directors; 
first line assistants of these offi- 
cials shall be designated as Alternate 
Management Members for S a i ~ a n  and the 
Resident Department Heads on Rota and 
Tinian shall be desiqnated as the 
Alternate Manaqement Members." 

A new sub-part is added, reading: 

"The employees in the non-supervisory 
levels in the islands of Rota and 
Tinian shall elect their own dele- 
gates. When the department strenqth 
exceeds 20 non- supervisor^ employees, a 
delesate and alternate shall be chosen 
for each additional 20 non- supervisor^ 
emplovees or fraction thereof. When 
the number of employees in a department 
is 19 throush 9, the department shall 
be represented by one delegate and one 
alternate deleqate. When the number of 
employees in a department is 9 or less, 
they shall be included in another 
department of their choosinq for repre- - 
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- - 

V.D8.B 

V.E2.D 

VI .C2 and 
VI.C3 

VII.A4 

COMMONWEALTH REGISTER, 

sentation. The Personnel Officer shall 
serve as Executive Secretary. The 
Attorney General shall serve as leqal 
counsel for the Council. Each eliqible 
employee in a department shall be 
entitled to vote, and the council mem- 
ber shall represent all employees. 
Nominations of candidates shall be set 
by petition and shall require the siq- 
natures of at least twenty per cent 
(20%) of the non-supervisory employees 
of the orqanization.l8 

"The prohibitions of Paragraph V.D8.A 
of this Part do not apply ..." 
This sentence, "To become candidates 
for political office ... does not take 
place on government time," is deleted 
in its entirety because of conflict 
with Part V.E4. 

References to Form Nos. CSC-P-BS-61 and 
CSC-P-61 are deleted in their entirety. 

"... otherwise there shall be no accru- 
al for such period. Government employ- 
ees serving on qovernment boards and 
commissions who elect to take Leave 
Without Pay (LWOP) durinq such perform- 
ance shall accrue leave for that serv- 
ice time." 

"Leave Advance. Where, for good 
reason, an employee on permanent status 
requires additional leave or sick 
leave. . . 
"Training and Education Leave. Leaves 
for the purpose of job-related training 
and education may be granted employees 
on permanent' status for a period ..." 
"Compassionate Leave. Employees on 
permanent status may be granted com- 
passionate leave with pay ..." 
A new paragraph is added, stating: 
"Administrative leave may be granted to 
employees servinq on qovernment boards - 
and commissions, provided the employees 
do not receive compensation from the 
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boards and commissions. - 
VII.A5.1 "Military Leave. Military leaves of 

absence with pay, not to exceed fifteen 
(15) workinq days in any calendar year, 
regardless of the number of training 
periods in the year, may be granted by 
the Personnel Officer to employees on 
permanent status who are members of the 
United States National Guard and..." 

VII.A5.J "Maternity Leave. Maternity Leave 
shall be granted to a female employee 
on permanent status who is absent.. . "  

VII.A5.K "Paternity Leave. Paternity leave 
shall be granted to a male employee on 
permanent status who is absent..." 

VII .A7.B The final sentence is amended to read: 
"The Personnel Officer is responsible 
for approving or disapproving requests 
for Training and Education Leave, upon 
recommendation by the appointing 
authority. l1 

VI1.Ag.D I1Lump Sum Leave Payment Upon Separa- 
tion. When an employee ... must return 
to the government the gross value of 
such unused leave and have those hours 
of leave credited to his Annual Leave 
account. " 

VII,B2.D I1Employees are responsible to familiar- 
ize themselves with reporting proced- 
ures so that they may be assured of 
proper coverage in the event of injury 
or illness. Bt/dBdtHl - 
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PUBLIC NOTICI? 
PROPOSED REGULATIONS 

DEPARTMENT OF PUBLIC HEALTH AND ENVIRONMENTAL SERVICES 

Authority 

In accordance with Public Law 1-8, Chapter 12, Section 3, the Department of 
Publ i c Health and Envi ronmental Services has the responsi bi 1 i ty of 
admi ni s tering a1 1 government owned heal t h  care faci 1 i t i e s  and of adopti ng  
relevant regulations as deemed necessary. The Director of Publ i c Health 
and Envi ronmental Services has the responsi bi 1 i ty of carrying out the 
duties of the Department. In accordance wi t h  those duties , the Di rector 
of Public Health and Environmental Services promulgated a schedule of fees 
f o r  the provision of health services. The Proposed fee schedule t o  be 
augmented to  the present CNMI Uniform Medical Fee Schedule will be adopted 
and shall  be implemented a f t e r  the period expires that  was designated fo r  
public comment. 

Subject Matter 

The proposed regulations i ncl uded the fo l l  owing subjects : 

Fees for  issuing business permit. 
Fees for  issuing health cer t i f ica te .  
Fees for  issuing immuni zation ce r t i f i ca t e .  
Fees fo r  issuing and reproduction of medical records. 
Fees fo r  issuing and reproduction of duplicates on a1 1 pub1 i c health 
forms. 
Fees fo r  family planning service and issuing of supplies. 
Fees for  Intra Uterine Device (IUD). 
Fees fo r  Pap Smears service. 
Fees fo r  burial plot adult s i z e ,  15 years and over. 
Fees for  burial plot chi 1 dren s i ze ,  under 15 years of age. 

Copies of the proposed regulations to  be augmented to  the present CNMI 
Uniform Medical Fee Schedule may be obtained from the Department of 
Publ i c Health and Envi ronmental Services , as Terl a je  Hi 11 , Saipan, CM 
96950. 

The Department of Publ i c Heal t h  and Envi ronmental Servi ces i s sol i ci t i  ng 
views , opinions , facts  and data fo r  or against the proposed regulations 
from the general public. 

Anyone interested in commenting on the proposed regulations may do so 
by submitting comments i n  writing to  the Department of Public Health and 
Envi ronmental Servi ces , As Terl a je  Hi 11 , Sai pan 96950, within 30 days 
from the date th i s  notice i s  published in  Register. 

DAT'E: 7A7h,g 
I Jose T .  Villagomez, M.O. 

Di rector ,  Publ i c Heal t h  and 
Envi ronmental Servi ces 
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Y l - v u  - 

9 

lands 

NOTISIAN PUBLIC0 
w 

I ma propoposito na a r e k l o  
Depattamento Hinemlo Publi ko yan Environmental na S e t b i s i o  

Atori  d a t  

G i  papa i l a i  Publiko 1-3, Kapi t i l u  1 2 ,  Seksiona 3,  Depattamento Hinemlo 
Publ i ko yan Environmental na S e t b i s i o  gai ge i responsi bi l i  dad na para hu 
a t m i n i s t r a  todo f a s i  l i d a t  hinemlo ni ga ige  gi halon gobietnon Commonwealth ya  
s i n a  ha man adapta o t r o  sh iha  na a rek lo  yangen nesesa r io  para h u  chogue. I 
D i  r e k t o t  H i  nemlo Publ i ko yan Environmental na Setbi  s i o  gai responsibidad na 
hu l i h e  na i che 'cho depattamento ma chochoque. Ginen e s t e  na responsi b i l i d a d  
anai s i n a  i Di rek to t  Hinemlo Publi ko yan Environmental na S e t b i s i o  man langos 
areklon apas pot  s e t b i s i o n  hinemlo. Este  na propositon eska leran  apas ( f e e  
schedule)  ni para uma umentaye i p r e s i e n t e  na CNMI Unifotme Medicat Escaleran 
Apas siempre uma adapta yan m a  implementa despues de ahupos i tiempo ni manahe 
i publ i ko para hu nahalom hafa na opinion pot  e s t e  na asunto.  

As unto 

I ma propoposi t o  na 

1 .  Apas para 
2. Apas para 
3. Apas para 
4. Apas para 
5. Apas para 
6. Apas para 
7. Apas para 
8. Apas para 
9. Apas para 

10. Apas para 

a r ek lo  saonao lokkue e s t e  s i h a :  

l i c e n s i a n  cometcio. 
c e r t i  f i  con hi neml o.  
c e r t i  f i  con bacuna. 
copi a documenton medi c a t .  
dobley copia gi todo fotma i publ ic  hea l th .  
s e t b i  nasi on Fami l y  Pl anni ng yan probeci on. 
In t ra -Uter i  ne Devise (IUD). 
Pap Smears na s e t b i s i o .  
s o l a t  matai para manamko, 15 an ios  para hulo. 
s o l a t  matai para famaguon, papa i 15 ano na i d a t .  

Kopian e s t e  na proposi t o  na a rek lo  ni para urna umentaye i p r e s i e n t e  na CNMI 
Uni fotme Medi c a t  Escaleran Apas s i  na machule ginen Depattamenton Hinemlo 
Publ i ko yan Environmental na S e t b i s i o ,  Okso T e r l a j e ,  Sai pan, CM 96950. 

I Depattamenton Hinemlo Publ i ko yan Environmental na Se tb i s ion  ha sol  i c i  t a  
opinion parehoha f a b o t  yan t i  f abo t  pot  e s t e  i ma propoposi t o  na a rek lo  gi nen 
i publ iko  henera t .  

Haye i n t e r e s a o  para hu nahalom opinionna pot  e s t e  i ma propoposito na a r e k l o ,  
hu tug i  ya una halom gi Depattamenton Hinemlo Publ i ko yan Environmental na 
S e t i  b i s i o n ,  Okso T e r l a j e ,  Saipan,  CM 96950, gi  n t a  d i a s  anai ma 
1 angos e s t e  na n o t i s i a  gi nen Commonwealth 

DATE : -T//~)& ,y 

LV Environmental na S e t b i s i o  
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AUGMENTED FEE SCHEDULE TO THE CNMI UNIFORM MEDICAL FEE SCHEDULE 

License and Permit 

...... 1 .  License & Permit f o r  Business establishment [original ) ,  .$ 10.00 

....... 2 .  L icense&Permi t forBusinesses tab l i shment(Dupl ica te~  5.00 

Health Cer t i f i  ca te  

1 . Heal t h  Certi f i  cate f o r  employment (o r i  gi nal ) .................. $ 20 .OO 
2. Health Cer t i f i ca te  f o r  employment (Duplicate) .  ................ 10.00 

Immunization Cer t i f i  ca te  

1 . Immuni za t i  on ce r t i  f i  ca te  f o r  school enrol lment (o r i  gi nal ) . . , . . $ 1 .SO 
2 .  Immunization c e r t i f i c a t e  f o r  school enrollment (Duplicate) .  ... .75 
3.  Immunization ce r t i  f i  ca te  f o r  t r ave le r . .  ....................... 2.00 

Reproduction of Medi cal Records 

1 . Reproduction of medical records per copy.. .................... $ .25 

Reproduction of Dupl i ca te  Copies of Forms 

1 .  Reproduction of duplicate copies on a1 1 public health forms ..................................................... per copy.. .25 

Fami ly Planning Services and Suppl i es 

................................................ 1 .  I n i t i a l  Vis i t . .  4.00 .................................................. 2. Return V i s i t  2.00 

Speci a1 Obs t e t r i  cal Procedures 

1 .  IUD ...................... ... ............................... $ 25.00 
.................................................... 2 .  Pap Smear. 10.00 

Burial Plot  

.................. 1 .  Buri a1 p lo t  adu l t  s i z e ,  15 years and over..  .$ 150 .OO 
............ 2.  Burial p lo t  children s i z e ,  under 15 years of age.. 75.00 
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OFFICE OF THE ATTORNEY GENERAL 
COMMONWEALTH OF THE NORTHERN MARIANA ISLANDS 

5TH FLOOR, NAURU BUILDING 

SAIPAN. CM 96950 
- 

PHONE: 6207.7111 

REXFORD C. KOSACK 
ATTORNEY GENERAL 

PUBLIC NOTICE 

The Commonwealth Reg i s t e r  began with  i t s  f i r s t  volume on 
October 16, 1978. S ince  then  f i f t y  e d i t i o n s  have been 
publ ished.  With t h i s  e d i t i o n  t h e  Regis te r  c o n t a i n s  over 
3,000 pages.  Within t h e  Regis te r  a r e  numerous r e g u l a t i o n s  
used f r e q u e n t l y  i n  d a i l y  government o p e r a t i o n s .  Unfor tuna te ly ,  
t h e s e  r e g u l a t i o n s  a r e  d i f f i c u l t  t o  f i n d  wi thout  scanning t h e  
index of each of t h e  e d i t i o n s .  Recognizing t h i s  problem, we 
have compiled a  master  index cover ing fou r  s u b j e c t s :  adopted 
r e g u l a t i o n s ,  execu t ive  o r d e r s ,  emergency r e g u l a t i o n s ,  and 
p u b l i c  n o t i c e s .  I t  covers  t h e s e  s u b j e c t s  from t h e  f i r s t  
e d i t i o n  u n t i l  t h e  J u l y  15 ,  1984 e d i t i o n .  The index i s  
publ i shed  i n  t h i s  i s s u e .  P e r i o d i c a l l y ,  we w i l l  pub l i sh  
r e v i s i o n s .  

W e  hope t h a t  t h i s  s e r v i c e  w i l l  provide e a s i e r  access  t o  t h e  
Commonwealth Reg i s t e r  f o r  t h e  subsc r ibe r .  

DATED: August 1 4 ,  1 9 8 4  

w o r n e y  General 

COMMONWEALTH REGISTER VOL. 6 NO. 8 AUGUST 1 5 ,  1984 PAGE 3135 



VOL : NO . -PA@ (DATE) 

AIRPORT .................. Airport Authority Traffic Violations I. 2.54 (11/16/78) ...... Airport Authority Rules & Regulations. Amendment 111 : 3-1235 (5/20/81) ............................................ Amendments VI. 4-2710 (4115184) ........................................... Amendments .Kt. 5-2745 (5115184) ........................................... Amendments .VI. 6.2863 (6115184) 
Amendments ........................................... .VI. 6.2864 (6115184) 

ALIEN WORKERS ....................................... Pedts & Fees .I. 11-430 (8116179) ..... Investigations. Hearings & Ehforcement Procedures III:5-1309 (7131181) 
Protection of Resident Workers. Enployment of Non- .................................... Resident Workers V. 5-2164 (5127183) 

BANKING ....................................... Retail Banking V: 5-23 (5127183) ..................................... Off-Shore Banking V. 7-2248 (7129183) 

(xmrEEtY ........................................... Regulations VI. 6-2872 (6115184) 

COASTAZ, RESOURCES ............................... CHM Program Regulations 11. 5-849 (8126180) 

c u m  . ......................... Customs Regulations No 7901 .I. 10-390 (7116179) 

n>LF (ECONOMIC DEVELOPMENT LOAN FUND) .................................. Policy and Procedure I: 5-136 (2/17/79) 

FOREIGN INVES'IMENT .................... Certificates of Foreign Investtrmt V. 1-1783 (1131183) 
Foreign Investor Visas ................................ V. 1-1778 (1131183) 

HEALTH ............................. CHmlA Certificate of Need VI. 1-2548 (1115184) ............... Regulations of Board of Nurse Examiners V1. 1-2557 (1/15/84) 

IMMIGRATION ............................. Certificates of Identity .I. 2-48 (11116178) ...................... Title 53 Irmnigration Regulations 111. 1-10 (2123181) .......................................... Amendments IV:3-1534 (7115182) .......................................... Amendments V. 1-1777 (1/31/83) 

LITrER ................................ Litter. Posting Signs .I. 11-428 (8116179) 
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REGULATIONS (Cant . VOL : NO . -PAGE (DATE) 

MIHA (MARIANA ISLANDS HOUSING AUI'HORITY) 
Direct Family Hame Loans Policy & Procedure .................................. Amendment No . 1.. .II. 1.442 (1116180) ........................................... A m e n h t  III:4-1245 (6130181) 

MEW (MARIANAS PUBLIC LAND CORPORATION) .............................. Homesteading Act of 1979 111. 2 - 1 1  (3/30/81) 

MEDIW & DEKCAL FEES ......................... W o r m  Medical Fee Schedule .II. 6-917 (11117180) ............................... Schedule of Dental Fees 111. 3 - 1 3  (5120181) 

NATURAL RESOURCES 
Coastal (see Coastal Resources. abave) ....................................... S h r g e d  Lands 111. 1-1045 (2123181) ................ Agriculture and Marine Revolving Fund .VI. 1-2558 (1/15/84) ............ Agriculture and Marine Revolving Fund Rota V I .  3-2621 (3115184) ......................... . & Erosion Control V I .  4-2724 (4115184) ................................. =d Injection V I .  5-2802 (5115184) .......................... Hazardous Waste Managexmt.. V I .  7-2985 (7115184) ................................. Air Pollution Control V I .  7-2987 (7115184) 

~ T I O N A L 4  ASSISTANCE PROGRAM ........................................... Regulations V1. 5-2800 (5115184) 

PAROLE .................... Eligibi l i ty  Criteria. Application .I. 6-189 (3/16/79) 

PORTS .............. Camrrxlwealth Ports Authority. Amendmnts IV: 7-1755 (12110183) ........................................... Regulations V. 9-2479 (10/20/83) ............................................ Amendments V I .  1-2551 (1115184) ............................................ m d m e n t s  V I .  4-2710 (4115184) ........................................... Amendments .VI .  5-2785 (5115184) 

QUARANTINE .................. Agricultural Quarantine Inspection, .I. 9.278 (6116179) . .................... N.M. I . Retirement Fund Regulations V: 8-2448 (8131183) 

SCHOOLS ................................ Non-employment Policy .I. 10-344 (7116179) .................................. GED Testing Program .I. 10-386 (7116179) ...................... Department of Education Policies V. 9-2485 (10/20/83) 
Student Transportation. Chartering Non-Public Schools. .. Ecktcation & Training Leave. Campensation for  Board .VI. 2-2565 (2115184) .................... Northern Marianas College Policies V I  : 7-2943 (7115184 ) 

SURVEYS ................................... Land Surveys (DNR) .III. 1.1116 (2123181) 
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TAXES ................................. P.L. 5-58 Tax Credit . I  (11116178) . . .......................... Administrative Reg No 3901 11. 3-795 (3116180) . . ................................. Revenue Reg No 5901 11. 3 - 8 7  (3 /16 /80 )  ...................... Revenue & Taxation Ruling 83-001 V .  11-2546 (12 /15/83)  ...................... Revenue & Taxation Ruling 84-001 V I .  2-2578 (2115184) . ................................... Amendtwnt NO 10284 V I  3 - 2 2  (3115184) . ................................... Amendment N o  30584 V I  6 - 2 6  (6115184) . ..................................... Amendment No 40684 7 - 2 8  (7115184) 

WATER 
Drjnking Water ........................................ 111: 4-1578 (8115182) .............. Marine and Fresh Water Quality Standards V. 3-1938 (3131183) 
A m e n b t  ............................................. V.  8-2455 (8131183) 
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EXECUrrVE ORDERS V0L:NO.-PAa(DATE) 

No. 1 - Northern Marianas Register (January 12, 1978). . .I:l-1 (10/16/78) 

No. 2 - Organization of the Office of the Governor 
(Jan- 12, 1978). . . . . . . . . . . . . . . . . . . . . . . . . . . . . .I: 1 -  (10/16/78) 

No. 3 - Federal Grant Proposals (January 12, 1978). . . . . .I: 1-5 (10/16/78) 

No. 4 - Proposed Legislation (January 12, 1978). . . . . . . . . I: 1-6 (10/16/78) 

No. 5 - Commnwealth Legislative Expenditures 
(January 13, 1978). . . . . . . . . . . . . . . . . . . . . . . . . . . . . .I: 1-7 (10/16/78) 

No. 6 - Marianas Cmmmwealth Council for  Improvement 
of the Criminal Justice System (July 10, 1978)..1:1-9 (10/16/78) 

No. 6-A - Maritime Industry System Procedures 
(July 13, 1978) . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . I: 1-13 (10/16/78) 

No. 6-A - Signing of Proclamation 4726 on February 21, 
1980 by the President of the United States 
Setting Requiremnts for Local Citizens t o  
U s e  Foreign-built Fishing Vessels Larger 
than Five Net Tons (March 12, 1980). . . . . . . . . . . II:3-788 (3/16/80) 

No. 7 - E s t a b l i s b t  of the NorthernMarianas 
Disaster Control Program (July 13, 1978) . . . . . . . .I: 1-20 (10/16/78) 

No. 8 - Disaster Ehrgency Declaration (August 12, 
1978) . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . I : 1-22 (10/16/78) 

No. 9 - Disaster Einergency Declaration (September 4 ,  
1978). . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . I: 1-23 (10/16/78) 

No. 10 - Marianas Register (October 3,  1978. . . . . . . . . . . . .I: 1-24 (10/16/78) 

No. 11 - Office of C i v i l  Defense Director (October 5, 
1978). . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . I :  1-25 (10/16/78) 

No. 12 - E s t a b l i s h n t  of the State Office on Aging 
(February 14, 1979) . . . . . . . . . . . . . . . . . . .Never published in Register 

No. 13 - Gasoline Allocation (July 6 ,  1979). . . . . . . . . . . . .I: 9-236 (6/16/79) 

No. 14 - E s t a b l i s b t  of the Coumnwealth 
Development C d s s i o n  (September 14, 1979) . . . .I: 11-419 (8/16/79) 
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MECUrIVE ORDERS (Cant. ) V0L:NO. -PAGE(DATE) 

No. 15 - Establishnt of the Coastal Resources 
Management Program (January 31, 1980). ........ .II:2-522 (2/16/80) 

No. 16 - Amending Northern Marianas Commmealth 
Council for the Improvement of the 
Criminal Justice System, formerly 
Executive Order No. 6 (March 28, 1980). ....... .II:3-777 (3116180) 

No. 17 - Authorization for Work-Release of Prism ....................... Inmates (June 12, 1980) II:4-835 (719180) 

........... No. 18 - Office of Personnel (July 3, 1980). .II:4-837 (719180) 

No. 20 - Interim Regulations to Prohibit Unlicensed 
Foreign Fishing in CNMI Waters (January 30, .......................................... 1980) I :  11137 (2123181) 

No. 21 - Establishmnt of the Cammwealth Utility ............ Rate Cdssion (February 5, 1981) .III: 1-1143 (2123181) 

No. 22 - Energy Efficient Procurement Practices for 
the Government of the C~mnxlwealth of the ... Northern Mariana Islands (February 3, 1981) .III: 1-1147 (2123181) 

I No. 23 - Lighting ~fficienc~ Standards for New and 
Renovated CamKxrwealth Buildings 
(February 18, 1981) ............................ 111: 1 - 1 5  (2123181) 

No. 24 - Thermal Efficiency Standards for New and 
Renovated Comnorrwealth Buildings .......................... (February 18, 1981). .III: 1 - 1 5  (2123181) 

No. 25 - Revocation of the Executive Proclamation 
dated August 23, 1976, entitled: 
"Proclamation Establishing the Northern 
Marianas Camunity College1' and Supersede 
that Proclamation with this Executive ....................... Order (March 12, 1981). .III: 2-1218 3130181) 

No. 1-81 - Disaster krgency Declaration 
(Volcanic Eruption (Mt. Pagan) 
(May 15, 1981). .............................. III:3-1239 (5120181) 

No. 26 - Establishmnt of the Cormrxlwealth 
Council for Arts and Culture 
(October 27, 1981) ............................ .III: 7 - 1 9  (8/31/81) 
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CCRlMERCE AND LABOR (Dm- OF) 
Licensing of Offshore Banking Corporations ............................ Rules and Regulations.. I :  1-1450 (5124181) ........ Licensing of Off-Shore Banking Corporations.. .IV:6-1700 (11/22/82) 
Protection of Resident Workers and Employnmt of .................. Non-Resident Workers, Amendments. .V: 1-1773 (1131183) ........ Licensing of Off-Shore Banking Corporations.. .V:3-1956 (5/31/83) 

FINANCE (DEPAR3MENT OF) .......... Revenue and Taxation Regulations No. 8201.. .XV:5-1619 (10/15/82) .......... Revenue and Taxation Regulations No. 8301.. .V:2-1794 (2128183) 
~~t NO. 10284.. ................................. VI: 2-2579 (2115184) 

NATURAL RESOURCES (DEPAImEm OF) 
Quarantine Measure Regarding Shipment and 
Transportation of Fruits and Vegetables ........................................ fran Iiota.. .III:4-1283 (6/30/81) 

Acceptance of Loan Applications for Construction 
of Comnercial Buildings and Residential Houses .............................. for Rental Purposes.. : 5 - 3 0 6  (7131181) .................................... Fish and Wildlife. IV: 2-1462 (6130182) 

Quarantine on Citrus Fruits from FSM, Belau and ................................... Marshal Islands. .W: 3-2601 (3115184) 

N O R T H E R N M A R I A N A I s L A N D S ~ r n  ........... Northern Mariana Islands Retiremnt Fund.. .III:2-1227 (3130181) 

OFFICE OF mm GmmAT-4 
Division of Imigraticm and Naturalization 
Inmigration Regulatians Adopted Pursuant ... to Title 53, Trust Territory Code, Amendments. .V: 1-1776 (1/31/83) .......................... Immigration Regdaticms.. .VI:5-2792 (5115184) 

PERSONNEL 
Standards of Conduct for Excepted Service 
Ehployees of Ekecutive Branch. ...................... 111: 7-2970 (7115184) 
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BOARD OF ~CTIONS 
Election LEN Provision Requiring Reregistration ......................................... of Voters. .I: 9-326 (6116179) 

CQASrP;L ZONE M!mumEw ......... CZM Coastal Land and Water Use Plan (CLWUP), .I:9-325 (6116179) 

(xBwxmLTH TRIAL, COURT 
Endorsmt Date, Rules for the Rules of Practice. .... 11: 6-935 (11117180) 

CaMMERCE AND LABOR (DEPARDENT OF) 
Lifting of the Moratorium on Transfer of ............................... Nonresident Workers. .II: 5-888 (8126180) 

EDUCATION (DEPARlIMENT OF) .................... Nondiscrimination Police Statmt I : 9-323 (6116179) 

NAmTRAL RESOURCES (DEP- OF) ................................ M/V Dolphin Auction.. .I:l-42 (10116178) 
i ................................. i M/V Dolphin Auction, .I: 2-56 (11/16/78) 

Land Carmaission is Administratively Within ................ the Department of Natural Resources. I1 : 4-847 (719180) 

PUBLIC SAFETY (Dm- OF) 
Registration and Licensing of Dogs, Chapter 3, 
Title 4, Saipan Municipal Code.. ................... .I:8-235 (5116179) 

OFFICE OF m R N E Y  GENERAL ..... Statement of Policy on Access to Agency Records. .I: 11-432 (8116179) 
Issuance, Receipt and Custodial Care of ........... Corporate Doc~lents in the Cormmrwealth. .III: 6-1334 (8131181) 
Guidelines for Publication in the Cammwealth ......................................... Register.. .V:5-2145 (5127183) 

OFFICE OF THE GOVERNOR 
Notice to All CNMI Agencies and Department ............ Directors Regarding Earthmxring Permits. I:10-418 (7116179) 
Chief, Administrative Officer , Plarming and 
Budgeting Affairs Officer, Public Auditor, and 
All Department Directors Regarding Preparation, .......... Ekecution, and Distribution of Contracts. .I: 10-327 (7116179) 
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