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Tel: 633316431 (Emergency) 
695217271 

PUBLIC NOTICE 

Adopted Rules and Regu la t ions  

o Department o f  P u b l i c  S a f e t y  

The D i r e c t o r  o f  t h e  Department o f  P u b l i c  S a f e t y  i n  accordance w i t h  P u b l i c  Law 5-22 

0 $3101 and 1 CMC 49104 has adopted f o r  t h e  Department o f  P u b l i c  S a f e t y  Bureau o f  
Motor V e h i c l e  Rules and Regu la t ions  f o r  t h e  f o l l o w i n g  s u b j e c t  areas: 

1. The es tab l i shment  and requi rements o f  S a f e t y  I n s p e c t i o n  S t a t i o n s  and Inspec to rs .  

2. R e s p o n s i b i l i t i e s  o f  t h e  Department o f  P u b l i c  S a f e t y  w i t h i n  t h e  scope o f  s a f e t y  
i n s p e c t i o n .  

3. Procedure(s)  f o r  such i n s p e c t i o n .  

Copies of t h e  r u l e s  and r e g u l a t i o n s  were p u b l i s h e d  on September 15, 1987 i n  t h e  
Commonwealth R e g i s t e r .  D u r i n g  t h e  des igna ted  p e r i o d  f o r  p u b l i c  comment, no comments 
were r e c e i v e d  concern ing  t h e  proposed r e g u l a t i o n s .  These r e g u l a t i o n s  a r e  adopted as 
o r i g i n a l l y  promulgated. 

w as! /wF 
DATE EDWARD MANIBUSAN, DIRECTOR OF PUBLIC SAFETY 

ACTING AS CHIEF OF BUREAU OF MOTOR VEHICLE 

% 
Pilea thieL&--aax all 

- 
r - ,F) of Registrar o f  ~0rporatibYla' 

P r  . ea l th  of t he  Northern Mariana Islssde 



December 11, 1987 

PUBLIC NOTICE 

ADOPTED AMENDMENT NO. 101187 

TO REVENUE AND TAXATION REGULATIONS NO. 8301 

The Director of Finance, in accordance with 4 CMC §I818 and 

1 CMC S2557, has adopted and published amendments to Revenue and 

Taxation Regulations No. 8301. 

The adopted amendments may be inspected at the Division of Revenue 

and Taxation, Central Office, Capitol Hill, Commonwealth of the 

Northern Mariana Islands, Saipan, CM 96950. These amendments are 

published in the Commonwealth Register. Copies of the register may 

be obtained from the Attorney General's Office. 

-L Certified by:**- 
Eloy S. Inos 

Director of Finance 

Piled this a day ox 

Office of Registrar  o f  Corporations 
Commonwealthof the BorthernMariana  island^ 



Desembre 11, 1987 

NOTISIAN PUBLIKU 

MA ADOPTA NA AMENDASION NO. 101187 

AREGLAMENTO NUMERO 8301 

PARA I REVENUE YAN TAXATION 

I Direktot i Finansiat, segun i 4 CMC §I818 yan i 1 CMC §2557, 

ha adopta yan hana ma publika i amendasion gi areglamento yan 

regulasion, ni ma rekognisa komo Amendasion No. 80987 gi Revenue yan 

Taxation Regulasion No. 8301. 

I ma adopta na amendasion sina ma rikonosi gi ofisinan 

i Division i Revenue yan Taxation gi Capitol Hill, Commonwealth 

i Northern Mariana Islands, Saipan, CM 96950. Este na amendasion ma 

publika gi Commonwealth Register. Sina manuli hao kopian este na 

publikasion gi ofisinan i Abogadon Gobietno. 

/ Sinettifika as: - 
Eloy S. Inos 

~irektot I Finansiat 

-- 

Office of Registrar of Corporations 
Commonwealthof the BorthernMsriana Islands 



COMMONWEALTH OF THE NORTHERN MARIANA ISLANDS 
OFFICE OF THE PERSONNEL OFFICER 

P.O. BOX 150 CHRB 
SAIPAN, COMMONWEALTH MARIANAS 96950 

Phone: 692517327 

PUBLIC NOTICE 

PROPOSED AMENDMENTS TO THE PERSONNEL SERVICE SYSTEM RULES AND REGULATIONS 
FOR THE EXECUTIVE BRANCH 

The Northern Mariana Islands Civil Service Commission, pursuant to Northern 
Marianas Cons ti tutional Amendment #41, and in accordance with the provisions 
of 1 CMC s9104 (a) and S2153 (f), hereby gives notice to the public of its 
intention to amend the Personnel Service System Rules and Regulations for the 
Executive Branch. 

All interested persons will be given a reasonable opportunity to submit their 
views, comments and/or arguments, in writing, concerning the proposed regula- 
tions. 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 December, 1987. 

SUBMITIED BY: 
JESUS P. MAFNAS 
Personnel Officer 
Civil Service Commission 

APPROVED BY: 
GONZALO Q. SANTOS 
Chairman 
Civil Service Commission 

F.$l.e% ShZg dag oP. 
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COMMONWEALTH OF THE NORTHERN MARIANA ISLANDS 
OFFICE OF THE PERSONNEL OFFICER 

P.O. BOX 150 CHRB 
SAIPAN, COMMONWEALTH MARIANAS 96950 

Phone: 692517327 

NOTICIA PUBLIC0 

POT 

PRUPOSITO PARA UMAMENDA Y AREGLO YAN REGULASION SIHA PARA Y PERSONNEL 
NA SISTEMA SERVICIO G I  ADMINISTRASION EXEKATIBU 

G i  Sangkattan s iha na I s l a s  Mariana, y se rv i c i o  C i v i l  Service Comnission 
kons i s t i  nu i meamendan i numero 41 g i  Konst i tusion yan i probis ion s iha g i  
1 CMC Seksiona 910 (a) yan Seksiona 2153 (f), ha nana' i  y publ ic0  n o t i c i a  
po t  y entension-:a umamenda y areglon personnel (Personnel Service System 
Rules and Regulations) para y empleao Atmini s t ras ion  Exekati bu. 

Todu manenterisao na petsona s iha para u fanmana' i rasonapble na tiempo 
para u matuge' ya i mana'halom hafa hinasson-iiiha, sinienten-Eiha pa t  
atgumenton-%ha po t  i maproproni na areklamento siha. Todu t i n i g e '  po t  
este na asunto u mana'fanhalom guatu g i  Personnel O f f i c e r  i C i v i l  Service 
Comnission t r en ta  (30) d ias  po t  mas atrasao despues d i  mapupblika-iia este 
na nu t i s i a .  

Mafecha, guine na 14th ha'ani g i  Decembre, 1987. 

NINA'HALOM AS: 

INAPRUEBA AS: 

CUXMONWEALTH REGISTER V Q L .  9 NO. ii 

I 

JESUS P. NAFNAS 
Personnel O f f i c e r  
C i v i l  Service Commission 

ONZALO Q. SANTOS 
Chairman, C i v i l  Service Commission 

~ f f i c s o f  Registrar o f  Corporations 
~bmmonwealth of the Borthern Bdariana Islands 
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PERSONNEL SERVICE SYSTEM REGULATIONS 
EXECUTIVE BRANCH 

PART I 
PURPOSE AND SCOPE 

PURPOSE 

These  r e g u l a t i o n s  implement  t h e  p r o v i s i o n s  o f  1 CMC 8101,  e t  
s e q . ,  and s u b s e q u e n t  amendments t h e r e t o ,  which  e s t a b l i s h  a  
P e r s o n n e l  S e r v i c e  System i n  t h e  Government o f  t h e  Commonwealth 
o f  t h e  N o r t h e r n  Mar iana  I s l a n d s .  

1 . 2  POLICY 

I t  i s  h e r e b y  d e c l a r e d  t o  b e  t h e  p o l i c y  of  t h e s e  r e g u l a t i o n s  t o  
e s t a b l i s h  a  s y s t e m  o f  p e r s o n n e l  a d m i n i s t r a t i o n  b a s e d  on merit 
p r i n c i p l e s  and  g e n e r a l l y - a c c e p t e d  methods t o  g o v e r n  t h e  c l a s s i -  
f i c a t i o n  o f  p o s i t i o n s  and  t h e  employment,  c o n d u c t ,  movement and 
s e p a r a t i o n  o f  p u b l i c  o f f i c i a l s  and employees .  

I t  i s  a l s o  d e c l a r e d  t o  b e  t h e  p u r p o s e  o f  t hese  r e g u l a t i o n s  t o  
b u i l d  a c a r e e r  s e r v i c e  which w i l l  a t t r a c t ,  s e l e c t  and r e t a i n  t h e  
b e s t - q u a l i f i e d  c i v i l  s e r v a n t s  on merit  who s h a l l  h o l d  t h e i r  
o f f i c e s  o r  p o s i t i o n s  f r e e  f rom c o e r c i o n ,  d i s c r i m i n a t i o n ,  r e p r i s a l  
o r  p o l i t i c a l  i n f l u e n c e s ,  w i t h  i n c e n t i v e s  i n  t h e  form o f  g e n u i n e  
o p p o r t u n i t i e s  f o r  p romot ion  i n  t h e  p u b l i c  s e r v i c e ,  and t o  p r o v i d e  
compe ten t  and l o y a l  p e r s o n n e l  t o  r e n d e r  i m p a r t i a l  s e r v i c e  t o  t h e  
p u b l i c  a t  a l l  times a c c o r d i n g  t o  t h e  d i c t a t e s  of  e t h i c s  and 
m o r a l i t y .  I n  o r d e r  t o  a c h i e v e  t h i s  p u r p o s e ,  i t  i s  d e c l a r e d  t o  
b e  t h e  p o l i c y  of  t h e  Commonwealth Government t h a t  t h e  p e r s o n n e l  
s y s t e m  h e r e b y  e s t a b l i s h e d  b e  a p p l i e d  and a d m i n i s t e r e d  i n  
a c c o r d a n c e  w i t h  t h e  f o l l o w i n g  m e r i t  p r i n c i p l e s :  

A .  Equa l  o p p o r t u n i t y  f o r  a l l  r e g a r d l e s s  of  a g e ,  r a c e ,  
s e x ,  r e l i g i o n ,  p o l i t i c a l  a f f i l i a t i o n  o r  b e l i e f ,  m a r i t a l  s t a t u s ,  
p h y s i c a l  h a n d i c a p  o r  p l a c e  of  o r i g i n ;  

B.  I m p a r t i a l  s e l e c t i o n  of  t h e  most a b l e  p e r s o n  f o r  
government  s e r v i c e  by means o f  c o m p e t i t i v e  t e s t s  which a r e  f a i r ,  
o b j e c t i v e  and  p r a c t i c a l ;  

'--.. 
C .  J u s t  o p p o r t u n i t y  f o r  compe ten t  employees  t o  b e  

promoted w i t h i n  t h e  S e r v i c e ;  

D .  Reasonab le  j ob  s e c u r i t y  f o r  t h e  compe ten t  employee;  

E .  S y s t e m a t i c  c l a s s i f i c a t i o n  o f  a l l  p o s i t i o n s  and 
p e r s o n n e l  t h r o u g h  a d e q u a t e  job  d e s c r i p t i o n s  and p e r i o d i c  per form-  
a n c e  e v a l u a t i o n s ;  

F .  F a i r  and p r a c t i c a l  g r i e v a n c e  p r o c e d u r e s  f o r  a l l  
employees  p e r t i n e n t  t o  c o n d i t i o n  of  employment; and 



G .  F l e x i b i l i t y  i n  employer-employee r e l a t i o n s  t o  
a c h i e v e  and m a i n t a i n  a  w e l l - t r a i n e d ,  p r o d u c t i v e  and happy work 
f o r c e .  

I .3  COVERAGE 

A .  These  r e g u l a t i o n s  a p p l y  t o  a l l  employees  and 
p o s i t i o n s  now e x i s t i n g  o r  h e r e a f t e r  e s t a b l i s h e d  i n  t h e  E x e c u t i v e  
Branch  o f  t h e  Commonwealth Government and  a l l  p e r s o n n e l  s e r v i c e s  
p e r f o r m e d  f o r  t h e  E x e c u t i v e  Branch ,  w i t h  t h e  f o l l o w i n g  
e x c e p t i o n s  : 

(1) Employees  and  p o s i t i o n s  c o v e r e d  by t h e  U n i t e d  
S t a t e s  C i v i l  S e r v i c e  Sys tem,  u n t i l  and u n l e s s  exempted by t h e  
U n i t e d  S t a t e s  O f f i c e  o f  P e r s o n n e l  Management o r  by U n i t e d  S t a t e s  
l aw;  

( 2 )  P e r s o n s  o r  o r g a n i z a t i o n s  r e t a i n e d  by c o n t r a c t  
where  t h e  P e r s o n n e l  O f f i c e r  h a s  c e r t i f i e d  t h a t  t h e  s e r v i c e  t o  b e  
pe r fo rmed  i s  s p e c i a l  o r  u n i q u e  and  nonpermanent ,  i s  e s s e n t i a l  t o  
t h e  p u b l i c  i n t e r e s t ,  and  t h a t  b e c a u s e  o f  t h e  d e g r e e  of e x p e r t i s e  
o r  s p e c i a l  knowledge r e q u i r e d  and  t h e  n a t u r e  of t h e  s e r v i c e s  t o  
b e  p e r f o r m e d ,  i t  would n o t  b e  p r a c t i c a l  t o  o b t a i n  p e r s o n n e l  t o  
p e r f o r m  s u c h  s e r v i c e s  t h r o u g h  normal  p u b l i c  s e r v i c e  r e c r u i t m e n t  
p r o c e d u r e s ;  

( 3 )  P o s i t i o n s  o f  a  t e m p o r a r y  n a t u r e  needed i n  t h e  
p u b l i c  i n t e r e s t  where  c e r t i f i e d  by t h e  P e r s o n n n e l  O f f i c e r  and 
when t h e  need f o r  t h e  same d o e s  n o t  e x c e e d  n i n e t y  ( 9 0 )  d a y s ;  
p r o v i d e d ,  however ,  t h a t  i n  t h e  e v e n t  o f  a  d i s a s t e r  d e c l a r e d  by 
t h e  P r e s i d e n t  o f  t h e  U n i t e d  S t a t e s  o r  by t h e  Gove rno r ,  t h e  
P e r s o n n e l  O f f i c e r  may e x t e n d  t h e  90-day p e r i o d  f o r  a  maximum of  
an  a d d i t i o n a l  one  hundred  e i g h t y  ( 1 8 0 )  d a y s  f o r  p o s i t i o n s  
engaged  i n  r e l i e f ,  r e p a i r  o r  r e h a b i l i t a t i o n  a s  a  r e s u l t  of s u c h  
d i s a s t e r ;  

( 4 )  Household  and d o m e s t i c  employees  a t  t h e  
o f f i c i a l  r e s i d e n c e  o f  t h e  Gove rno r ;  

( 5 )  E l e c t i o n  i n s p e c t o r s ,  e l e c t i o n  c l e r k s  and 
o t h e r  e l e c t i o n  employees ;  

( 6 )  P e r s o n s  a p p o i n t e d  by t h e  Governor  t o  f i l l  
E x e c u t i v e  p o s i t i o n s ;  

( 7 )  P o s i t i o n s  s p e c i f i c a l l y  exempt by any o t h e r  
l aw o f  t h e  Commonwealth; 

( 8 )  P e r s o n n e l  p r e s e n t l y  unde r  c o n t r a c t  of employ- 
ment  who a r e  n o t  i n c l u d e d  i n  s u b d i v i s i o n  ( A ) ( 2 )  of t h i s  s e c t i o n  
b u t  o n l y  d u r i n g  t h e  l i f e  of t h e  c o n t r a c t .  No c o n t r a c t  of employ- 
ment s h a l l  b e  e n t e r e d  i n t o ,  renewed,  o r  amended a f t e r  August  11, 
1 9 7 8 ,  t h e  e f f e c t i v e  d a t e  o f  t h e  C i v i l  S e r v i c e  A c t ,  e x c e p t  s u b j e c t  
t o  t h e  p r o v i s i o n s  h e r e o f ;  

( 9 )  Any p o s i t i o n  i n v o l v i n g  i n t e r m i t t e n t  per form-  
a n c e  which d o e s  n o t  r e q u i r e  more t h a n  f o r t y  ( 4 0 )  h o u r s  i n  any  one  
(1) month; 

( 1 0 )  P o s i t i o n s  of  a  p a r t - t i m e  n a t u r e  r e q u i r i n g  t h e  
s e r v i c e s  of  f o u r  ( 4 )  h o u r s  o r  l ess  p e r  day  b u t  n o t  e x c e e d i n g  one  
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(1) y e a r  i n  d u r a t i o n ;  and 
(11) P o s i t i o n s  of  a  t e m p o r a r y  n a t u r e  which i n v o l v e  

s p e c i a l  p r o j e c t s  h a v i n g  s p e c i f i c  c o m p l e t i o n  d a t e s  which  s h a l l  n o t  
e x c e e d  one  (1) y e a r .  

B. The P e r s o n n e l  O f f i c e r  s h a l l  d e t e r m i n e  t h e  a p p l i c a -  
b i l i t y  o f  t h i s  s e c t i o n  t o  s p e c i f i c  p o s i t i o n s  n o t  e x p r e s s l y  
c o v e r e d  by t h e  C i v i l  S e r v i c e  A c t ,  1 CMC 8101 ,  e t  s e q .  

I . 4  SCOPE 

These  r e g u l a t i o n s  c o v e r  n e a r l y  a l l  a s p e c t s  o f  p e r s o n n e l  manage- 
ment  and a d m i n i s t r a t i o n ,  and i n c l u d e  b u t  a r e  n o t  l i m i t e d  t o  
deve lopmen t  and  p r o m u l g a t i o n  of  p e r s o n n e l  p o l i c y ,  s t a f f i n g ,  
p o s i t i o n  c l a s s i f i c a t i o n ,  employee r e l a t i o n s ,  employee  deve lop -  
ment and  t r a i n i n g ,  employee b e n e f i t s  and s e r v i c e s ,  i n c e n t i v e s  
and  a w a r d s ,  p e r f o r m a n c e  e v a l u a t i o n ,  employee h e a l t h  s e r v i c e s ,  
employee  s a f e t y  and  a c c i d e n t  p r e v e n t i o n ,  labor-management  r e l a -  
t i o n s ,  p e r s o n n e l  management p rogram e v a l u a t i o n ,  and r e c o r d s  and 
r e p o r t s .  Each of  t h e  f o r e g o i n g  e l e m e n t s  i s  p r e s e n t e d  i n  d e t a i l  
i n  s u b s e q u e n t  p a r t s  o f  t h e s e  R e g u l a t i o n s .  

I .5 E L I G I B I L I T Y  FOR EMPLOYMENT 

I t  i s  t h e  p o l i c y  of  t h e  government  t h a t  t h e  p e r s o n n e l  s y s t e m  
s h a l l  b e  a p p l i e d  and a d m i n i s t e r e d  a c c o r d i n g  t o  t h e  p r i n c i p l e  of 
e q u a l  o p p o r t u n i t y  f o r  a l l  p e r s o n s  r e g a r d l e s s  of a g e ,  r a c e ,  s e x ,  
r e l i g i o n ,  p o l i t i c a l  a f f i l i a t i o n  o r  b e l i e f ,  m a r i t a l  s t a t u s ,  
p h y s i c a l  h a n d i c a p  o r  p l a c e  of o r i g i n .  
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PERSONNEL SERVICE SYSTEM REGULATIONS 
EXECUTIVE BRANCH 

PART I1 
O R G A N I Z A T I O N  FOR PERSONNEL MANAGEMENT 

11.1 PERSONNEL MANAGEMENT 

A .  P e r s o n n e l  management i s  t h e  r e s p o n s i b i l i t y  o f  a l l  
e x e c u t i v e s ,  managers  and s u p e r v i s o r s  who d i r e c t  t h e  work of  
o t h e r s ,  

B. The P e r s o n n e l  O f f i c e r  h a s  t h e  s p e c i f i c  r e s p o n s i -  
b i l i t y  t o  p l a n ,  d e v e l o p  and implement  p rog rams  and p r o c e d u r e s  
which g i v e  e f f e c t  and meaning t o  t h e  l a w s  of  t h e  Commonwealth, 
v i s - a - v i s  t h e  government  w o r k f o r c e ,  g i v i n g  d u e  c o n s i d e r a t i o n  t o  
t h e  chang ing  n e e d s  of  t h e  s e v e r a l  p rog rams  t h a t  a r e  now i n  
p r o g r e s s  and  t h o s e  t o  b e  i n i t i a t e d  i n  t h e  f u t u r e .  

C .  I t  i s  t h e  p o l i c y  of  t h e  C i v i l  S e r v i c e  Commission 
t o  c o n t i n u o u s l y  p romote  improved l a b o r  r e l a t i o n s ,  human r e l a t i o n s  
and communica t ions ,  and s a t i s f y i n g  work c o n d i t i o n s  i n  o r d e r  t o  
p r o v i d e  a l l  employees  t h e  o p p o r t u n i t y  t o  s a t i s f y  t h e i r  n e e d s  f o r  
r e c o g n i t i o n ,  a  s e n s e  o f  p e r s o n a l  w o r t h ,  and p e r s o n a l  a c h i e v e m e n t .  

1 1 . 2  THE PERSONNEL O F F I C E R  

The p r o v i s i o n s  of  1 CMC 8101 ,  e t  s e q . ,  and t h e s e  r e g u l a t i o n s  
s h a l l  g o v e r n  t h e  a d m i n i s t r a t i o n  o f  t h e  P e r s o n n e l  S e r v i c e  Sys tem.  
S u b j e c t  t o  t h e s e  r e g u l a t i o n s  and l a w s ,  t h e  P e r s o n n e l  O f f i c e r  
s h a l l :  

A .  D i r e c t  and s u p e r v i s e  a l l  t h e  a d m i n i s t r a t i v e  and 
t e c h n i c a l  a c t i v i t i e s  o f  t h e  P e r s o n n e l  O f f i c e ;  

B.  A d m i n i s t e r  t h e  s y s t e m  of  p e r s o n n e l  a d m i n i s t r a t i o n  
f o r  t h e  Commonwealth Government;  

C .  Ac t  f o r  t h e  C i v i l  S e r v i c e  Commission i n  t h e  e x e r -  
c i s e  of i t s  a p p o i n t i n g  a u t h o r i t y  under  1 CMC 8101 ,  e t  s e q . ,  and 
C o n s t i t u t i o n a l  Amendment No, 41; 

D .  A d v i s e  t h e  Governor  and  t h e  G o v e r n o r ' s  s t a f f  on 
a l l  m a t t e r s  c o n c e r n i n g  p e r s o n n e l  management and a d m i n i s t r a t i o n ,  
employee t r a i n i n g  and s t a f f  h o u s i n g ;  

E .  F o r m u l a t e  and  recommend t o  t h e  C i v i l  S e r v i c e  
Commission p o l i c i e s  and r e g u l a t i o n s  t o  c a r r y  o u t  t h e  p r o v i s i o n s  
of  1 CMC 8101 ,  e t  s e q . ;  

F .  C o o p e r a t e  f u l l y  w i t h  and a t t e n d  o r  a r r a n g e  f o r  a  
r e p r e s e n t a t i v e  t o  a t t e n d  m e e t i n g s  of  t h e  C i v i l  S e r v i c e  Commis- 

. - s i o n  and a d v i s e  t h e  Commission on t e c h n i c a l  m a t t e r s  a s  r e q u i r e d ;  
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G .  Encourage  and e x e r c i s e  l e a d e r s h i p  i n  t h e  deve lop -  
ment o f  e f f e c t i v e  p e r s o n n e l  a d m i n i s t r a t i o n  p r a c t i c e s  w i t h i n  t h e  
government  and  make a v a i l a b l e  t h e  equ ipmen t ,  s t a f f  and f a c i l i t i e s  
o f  t h e  P e r s o n n e l  O f f i c e  t o  t h i s  end;  

H .  F o s t e r  and d e v e l o p ,  i n  c o o p e r a t i o n  w i t h  management 
o f f i c i a l s ,  p rog rams  t o  promote t h e  P e r s o n n e l  S e r v i c e  System,  
improve  employee e f f i c i e n c y ,  and i n c r e a s e  employee p r o d u c t i v i t y ;  

I .  Develop and m a i n t a i n  an a d e q u a t e  p o s i t i o n  c l a s s i f i -  
c a t i o n  and compensa t ion  p l a n ;  

J .  A d m i n i s t e r  r e c r u i t m e n t  and e x a m i n a t i o n  programs and 
d e t e r m i n e  when employees  meet s p e c i f i c  job q u a l i f i c a t i o n  r e q u i r e -  
ments ;  

K .  P r o v i d e  a d v i c e  and a s s i s t a n c e  t o  management on 
m a t t e r s  of  employee d i s c i p l i n e  and g r i e v a n c e  and a p p e a l  p ro-  
c e d u r e s ;  

L .  Develop t r a i n i n g  p rog rams  t o  e l e v a t e  employee 
s k i l l s  and  i n c r e a s e  employee p r o d u c t i v i t y ;  

M .  A d m i n i s t e r  a  s t a f f  h o u s i n g  program f o r  t h e  Common- 
w e a l t h  Government;  

N .  E s t a b l i s h  and m a i n t a i n  r e c o r d s  of  a l l  p e r s o n n e l  i n  
t h e  P e r s o n n e l  S e r v i c e  System; 

0. I n t e r p r e t  and  a d m i n i s t e r  t h e s e  r e g u l a t i o n s ;  and 

P.  Pe r fo rm any o t h e r  a c t i v i t i e s  deemed n e c e s s a r y  t o  
a s s u r e  e f f e c t i v e  i m p l e m e n t a t i o n  of  t h e  m e r i t  s y s t e m .  

THE C I V I L  SERVICE COMMISSION 

The C i v i l  S e r v i c e  Commission r e p r e s e n t s  t h e  p u b l i c  i n t e r e s t  i n  
m a t t e r s  c o n c e r n i n g  t h e  P e r s o n n e l  S e r v i c e  System.  S u b j e c t  t o  t h e  
p r o v i s i o n s  o f  1 CMC 8101,  e t  s e q . ,  and C o n s t i t u t i o n a l  Amendment 
No. 4 1 ,  t h e  Commission s h a l l :  

A .  P r e p a r e  a  comprehens ive  p e r s o n n e l  management p l a n  
and  p roposed  p e r s o n n e l  p o l i c i e s  of t h e  government ,  h e r e i n a f t e r  
r e f e r r e d  t o  a s  t h e  " P e r s o n n e l  S e r v i c e  Sys tem,"  and submi t  c o p i e s  
t h e r e o f  t o  t h e  Governor  and  t h e  L e g i s l a t u r e ;  

B. Ove r see  t h e  o p e r a t i o n  of  t h e  P e r s o n n e l  O f f i c e ;  

C .  Hold h e a r i n g s  and d e c i d e  a p p e a l s  of employees  f o r  
d i s c i p l i n a r y  a c t i o n s ,  f o r  s u s p e n s i o n s  of  more t h a n  t h r e e  ( 3 )  
working  d a y s ,  demot ions  and d i s m i s s a l s  f rom t h e  S e r v i c e ,  The 

- - Commission may u t i l i z e  t h e  s e r v i c e s  o f  q u a l i f i e d  h e a r i n g  
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o f f i c e r s  where  s u c h  s e r v i c e s  a r e  deemed e s s e n t i a l  by t h e  Commis- 
s i o n .  H e a r i n g s  s h a l l  b e  p u b l i c  e x c e p t  when t h e  a p p e a l i n g  
employee r e q u e s t s  a c l o s e d  h e a r i n g ;  

D .  A d m i n i s t e r  o a t h s  t o  w i t n e s s e s  i n  a n y  m a t t e r  p e n d i n g  
b e f o r e  t h e  Commission; 

E .  Subpoena w i t n e s s e s  and /o r  documents  i n  any  m a t t e r  
p e n d i n g  b e f o r e  t h e  Commission; and 

F .  P e r f o r m  any o t h e r  l a w f u l  a c t ( s )  r e q u i r e d  by law o r  
deemed by t h e  Commission t o  b e  n e c e s s a r y  t o  c a r r y  o u t  i t s  d u t i e s .  
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PERSONNEL SERVICE SYSTEM REGULATIONS 
E X E C U T I V E  BRANCH 

PART I11 
STAFFING 

T h i s  p a r t  c o v e r s  t h e  s t a f f i n g  e l e m e n t s  n e c e s s a r y  t o  a c q u i r e ,  
m a i n t a i n ,  r e a s s i g n ,  p romote  and r e l e a s e  employees  of t h e  
P e r s o n n e l  S e r v i c e  System.  The s u b - p a r t s  t r e a t  s p e c i f i c a l l y  and  
i n  d e t a i l  t h e  r e g u l a t i o n s  which  g o v e r n  i n  t h e  e x e c u t i o n  of t h e  
r e s p e c t i v e  f u n c t i o n s .  M e r i t  p r i n c i p l e s ,  open  c o m p e t i t i o n  a n d ,  
i n  s p e c i f i c  a p p l i c a t i o n ,  employee  s e n i o r i t y ,  s h a l l  u n d e r l i e  a l l  
c o n s i d e r a t i o n s  i n  imp lemen t ing  t h e s e  s t a f f i n g  f u n c t i o n s .  

PERSONNEL SERVICE SYSTEM REGULATIONS 
PART I11 , SUB-PART A 

EXAMINATIONS 

T h i s  s u b - p a r t  p r e s c r i b e s  t h e  examining  s y s t e m  t o  b e  u sed  i n  t h e  
P e r s o n n e l  S e r v i c e  Sys tem.  I t  d e s c r i b e s  t h e  s e v e r a l  t y p e s  of 
e x a m i n a t i o n s ,  t h e  a s s e m b l y  of e l i g i b l e  l i s ts  and t h e  r e f e r r a l  of 
e l i g i b l e s  f rom t h o s e  l is ts  t o  s e l e c t i n g  o f f i c i a l s .  

COMPETITIVE EXAMINATIONS 

A l l  e x a m i n a t i o n s  s h a l l  b e  c o m p e t i t i v e  and open t o  t h e  p u b l i c  
e x c e p t  where  s p e c i f i c a l l y  exempted .  A l l  e x a m i n a t i o n s  s h a l l  b e  
e i t h e r :  

A.  Assembled ,  w h e r e i n  t h e  a p p l i c a n t s  a s s e m b l e  i n  a  
d e s i g n a t e d  p l a c e  a t  a  s p e c i f i c  time t o  t a k e  w r i t t e n  o r  pe r fo rm-  
a n c e  t es t s  germane t o  t h e  p o s i t i o n ( s )  s o u g h t .  Assembled exami- 
n a t i o n s  s h a l l  b e  c o n d u c t e d  unde r  c o n d i t i o n s  a f f o r d i n g  maximum 
s e c u r i t y  a t  a l l  t i m e s  t o  p r o t e c t  t h e  c o n f i d e n t i a l  n a t u r e  of  
e x a m i n a t i o n  q u e s t i o n s  and r e l a t e d  documents .  

B. Unassembled,  w h e r e i n  t h e  c a n d i d a t e s  r e s p o n d i n g  t o  
a n  e x a m i n a t i o n  announcement s u b m i t ,  t o  d e s i g n a t e d  p l a c e s  and by 
d e s i g n a t e d  t imes, t h e i r  r e c o r d s  of  e d u c a t i o n ,  t r a i n i n g ,  e x p e r i -  
e n c e  and s u c h  o t h e r  i n f o r m a t i o n  a s  r e q u e s t e d  i n  t h e  announce-  
ment ,  t o  be  e v a l u a t e d  and r a t e d  by a  q u a l i f i e d  a n a l y s t  o r  by a  
b o a r d  of r a t i n g  e x a m i n e r s .  The e x a m i n a t i o n  s h a l l  s t i p u l a t e  t h e  
d a t e s  of  o p e n i n g  and c l o s i n g  of t h e  e x a m i n a t i o n ,  t h e  f o r m s  t o  be  
u s e d  f o r  f i l i n g ,  and  t h e  p l a c e s  t o  which t h e  f o r m s  and 
a s s o c i a t e d  i n f o r m a t i o n  s h a l l  b e  s e n t .  

I11 .A2 NON-COMPETITIVE EXAMINATIONS 

. - Non-compe t i t i ve  e x a m i n a t i o n s ,  e i t h e r  a s sembled  o r  unas sembled ,  
may b e  used  when, i n  t h e  judgment o f  t h e  P e r s o n n e l  O f f i c e r ,  o n e  
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o f  t h e  f o l l o w i n g  c o n d i t i o n s  o r  c i r c u m s t a n c e s  o c c u r s :  

A .  The p o s i t i o n  t o  b e  f i l l e d  r e q u i r e s  r a r e  o r  s p e c i a l  
q u a l i f i c a t i o n s  o r  t r a i n i n g  which  do  n o t  p e r m i t  c o m p e t i t i o n ;  

B.  T h e r e  i s  a  lesser  number o f  q u a l i f i e d  a p p l i c a n t s  
t h a n  t h e r e  a r e  p o s i t i o n s  t o  b e  f i l l e d ;  

C .  To d e t e r m i n e  t h e  q u a l i f i c a t i o n s  o f  a n  employee  t o  
b e  p l a c e d  a s  a  r e d r e s s  f o r  e r r o r  o r  o m i s s i o n  i n  p r o c e s s e s  unde r  
t h e  M e r i t  P romot ion  Program; o r  

D .  To d e t e r m i n e  q u a l i f i c a t i o n s  a s  p a r t  of t h e  i n -  
s e r v i c e  p l a c e m e n t  p r o c e s s ,  o r  f o r  p l a c e m e n t  o f  p e r s o n s  w i t h  
r e i n s t a t e m e n t  e l i g i b i l i t y .  

I I1 .A3 EXAMINATION ANNOUNCEMENTS 

Examina t ion  announcements  s h a l l  c o n t a i n ,  a s  a  minimum, t h e  
f o l l o w i n g  i n f o r m a t i o n :  

A .  C l a s s  t i t l e ,  p a y  and pay l e v e l  o f  t h e  p o s i t i o n ;  

B .  B r i e f  d e s c r i p t i o n  of  t h e  d u t i e s  and r e s p o n s i b i l i -  
t i e s ;  

C .  G e o g r a p h i c a l  and  o r g a n i z a t i o n a l  l o c a t i o n  of t h e  
p o s i t i o n ;  

D .  Minimum q u a l i f i c a t i o n s  f o r  t h e  p o s i t i o n  t o  i n c l u d e  
g e n e r a l  e x p e r i e n c e ,  s p e c i a l i z e d  e x p e r i e n c e  and s u c h  q u a l i t a t i v e  
e v a l u a t i o n  e l e m e n t s  a s  may b e  deemed a p p r o p r i a t e  and  n e c e s s a r y ;  

E .  I n s t r u c t i o n s  on  how t o  a p p l y  f o r  t h e  e x a m i n a t i o n ,  
i n c l u d i n g  p l a c e  t o  a p p l y ,  fo rm of  a p p l i c a t i o n  r e q u i r e d ,  and 
documentary  s u p p o r t  r e q u i r e d ;  and 

F .  P e r i o d  of  t h e  announcement .  I n  no i n s t a n c e  s h a l l  
t h i s  b e  less  t h a n  f i f t e e n  ( 1 5 )  c a l e n d a r  d a y s .  T h i s  p e r i o d  may 
b e  e x t e n d e d  by t h e  P e r s o n n e l  O f f i c e r  i f  t h e  r e s p o n s e  h a s  been  
i n a d e q u a t e ,  p r o v i d e d  t h a t  t h e  e x t e n s i o n  s h a l l  b e  announced i n  
t h e  same manner a s  t h e  o r i g i n a l  announcement .  

I I I . A 4  PUBLICITY 

Optimum p u b l i c i t y  s h a l l  be  g i v e n  t o  e x a m i n a t i o n  announcements  
t h r o u g h  p o s t i n g  i n  t h e  P e r s o n n e l  O f f i c e  and a t  such  o t h e r  p l a c e s  
a s  may b e  d e s i g n a t e d  by t h e  P e r s o n n e l  O f f i c e r  ( e . g . ,  o f f i c i a l  
b u l l e t i n  b o a r d s  i n  o f f i c e s  o r  work p l a c e s ) .  I n  a d d i t i o n ,  p u b l i c  
announcements  t h r o u g h  t h e  news media  may b e  u sed .  Depar tment  
d i r e c t o r s  s h a l l  make e v e r y  e f f o r t  t o  b r i n g  announcements  t o  t h e  

- - a t t e n t i o n  o f  a l l  p e r s o n n e l  unde r  t h e i r  j u r i s d i c t i o n .  



I11 .A5 CONTENT OF EXAMINATIONS 

E x a m i n a t i o n s  s h a l l  b e  p r a c t i c a l  and r e a s o n a b l e  and  s h a l l  examine  
f o r  t h e  q u a l i f i c a t i o n s ,  c a p a c i t y  and r e l a t i v e  f i t n e s s  n e c e s s a r y  
t o  p e r f o r m  t h e  d u t i e s  o f  t h e  p o s i t i o n s  t o  b e  f i l l e d .  Any a c c e p t -  
a b l e  method of  e x a m i n a t i o n  may b e  u s e d ,  i n c l u d i n g  v e r i f i c a t i o n  
and  e v a l u a t i o n  of  e d u c a t i o n ,  t r a i n i n g ,  e x p e r i e n c e ,  a p t i t u d e  a n d  
c h a r a c t e r  o f  t h e  a p p l i c a n t s  and any  o t h e r  a c c e p t e d  e x a m i n a t i o n  
method deemed a p p r o p r i a t e  by t h e  P e r s o n n e l  O f f i c e r .  

1 I I . A G  CONTINUOUS EXAMINATIONS 

When d i f f i c u l t y  i s  e x p e r i e n c e d  i n  a t t r a c t i n g  s u f f i c i e n t  numbers  
o f  q u a l i f i e d  a p p l i c a n t s  f o r  v a c a n c i e s  i n  t h e  P e r s o n n e l  S e r v i c e  
Sys t em,  t h e  P e r s o n n e l  O f f i c e r  may i s s u e  a  c o n t i n u o u s  e x a m i n a t i o n .  
N o t i c e  of  c l o s i n g  of  a  c o n t i n u o u s  e x a m i n a t i o n  s h a l l  b e  p o s t e d  a t  
l e a s t  f i f t e e n  ( 1 5 )  c a l e n d a r  d a y s  p r i o r  t o  t h e  f i n a l  c l o s i n g  d a t e  
f o r  such  e x a m i n a t i o n .  

ADMISSIONS TO EXAMINATIONS 

A p p l i c a t i o n s  f o r  e x a m i n a t i o n  s h a l l  b e  made on f o r m s  p r e s c r i b e d  
by t h e  P e r s o n n e l  O f f i c e r .  P r o p e r  c o m p l e t i o n  of  a p p l i c a t i o n s  and  
s u b m i s s i o n  of s u p p l e m e n t a l  i n f o r m a t i o n  s h a l l  b e  a c c o m p l i s h e d  i n  
a c c o r d a n c e  w i t h  t h e  e x a m i n a t i o n  announcement  and e s t a b l i s h e d  
p r o c e d u r e s .  A p p l i c a t i o n s  s h a l l  b e  s i g n e d  and s u c h  s i g n a t u r e  
s h a l l  c e r t i f y  t o  t h e  t r u t h  o f  a l l  s t a t e m e n t s  c o n t a i n e d  t h e r e i n .  
A knowingly  f a l s e  answer  o r  s t a t e m e n t  s h a l l  b e  g r o u n d s  f o r  
deny ing  a d m i s s i o n  t o  t h e  e x a m i n a t i o n ,  removal  f rom t h e  e l i g i b i l e  
l i s t ,  o r  f o r  d i s m i s s a l  f rom t h e  P e r s o n n e l  S e r v i c e  Sys tem i f  t h e  
p e r s o n  is employed p r i o r  t o  t h e  d i s c o v e r y  of a  f a l s e  answer  o r  
s t a t e m e n t .  The P e r s o n n e l  O f f i c e r  s h a l l  d e s i g n a t e  p e r s o n s  
a u t h o r i z e d  t o  a c c e p t  a p p l i c a t i o n s .  A p p l i c a t i o n s  f o r  s p e c i f i c  
p o s i t i o n s  s h a l l  b e  a c c e p t e d  o n l y  d u r i n g  t h e  p e r i o d  s p e c i f i e d  on 
t h e  e x a m i n a t i o n  announcement .  A p p l i c a t i o n s  s u b m i t t e d  by m a i l  
s h a l l  b e  pos tmarked  no l a t e r  t h a n  t h e  announced  c l o s i n g  d a t e .  
L a t e  a p p l i c a t i o n s  w i l l  n o t  b e  a c c e p t e d  u n l e s s  app roved  by  t h e  
P e r s o n n e l  O f f i c e r  b e c a u s e  of  u n u s u a l  c i r c u m s t a n c e s .  Such 
d e t e r m i n a t i o n  s h a l l  b e  made a  m a t t e r  o f  r e c o r d  and s i m i l a r  
c i r c u m s t a n c e s  i n  o t h e r  e x a m i n a t i o n s  s h a l l  b e  t r e a t e d  e q u a l l y .  

I1 I .A8 DISQUALIFICATION OF APPLICANTS 

The P e r s o n n e l  O f f i c e r  may r e f u s e  t o  examine  a n  a p p l i c a n t  f o r  
f a i l u r e  t o  meet r e q u i r e m e n t s  f o r  a d m i s s i o n  t o  t h e  e x a m i n a t i o n .  
A p p l i c a n t s  who do n o t  meet t h e  minimum q u a l i f i c a t i o n s  s h a l l  b e  
n o t i f i e d  a s  soon  a s  p r a c t i c a l .  I f  an  a p p l i c a n t  i s  d i s q u a l i f i e d  
f o l l o w i n g  p l a c e m e n t  on an  e l i g i b l e  l i s t ,  t h e  a p p l i c a n t ' s  name 
s h a l l  be  removed f rom t h e  e l i g i b l e  l i s t .  
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NOTIFICATION OF ACCEPTANCE FOR ASSEMBLED EXAMINATION 

Each a p p l i c a n t  who h a s  been  a c c e p t e d  s h a l l  b e  g i v e n  s u f f i c i e n t  
advance  n o t i c e  o f  t h e  d a t e ,  time and  p l a c e  o f  an  a s sembled  
e x a m i n a t i o n ;  i n c l u s i o n  of  t h e  r e q u i s i t e  i n f o r m a t i o n  on t h e  
e x a m i n a t i o n  announcement meets t h i s  n o t i f i c a t i o n  r e q u i r e m e n t .  
No a p p l i c a n t  s h a l l  b e  e n t i t l e d  t o  t a k e  an  a s sembled  e x a m i n a t i o n  
a t  a  d a t e ,  time o r  p l a c e  o t h e r  t h a n  t h a t  s t a t e d  i n  t h e  n o t i f i -  
c a t i o n  u n l e s s  s p e c i f i c a l l y  a u t h o r i z e d  by t h e  P e r s o n n e l  O f f i c e r .  
The P e r s o n n e l  O f f i c e r  s h a l l  n o t  b e  r e s p o n s i b l e  i f  a  n o t i c e  i s  
l o s t  i n  t h e  m a i l s  o r  s e n t  t o  an a p p l i c a n t ' s  fo rmer  a d d r e s s  
t h r o u g h  f a i l u r e  o f  an  a p p l i c a n t  t o  r e p o r t  a  change  o f  a d d r e s s .  
Where m a i l  s e r v i c e  i s  n o t  a d e q u a t e  t o  meet t h e s e  n o t i f i c a t i o n  
a p p o i n t m e n t s ,  o r a l  n o t i f i c a t i o n  i n  p e r s o n ,  by t e l e p h o n e  o r  by 
r a d i o  may b e  g i v e n  i f  t h e  f o r e g o i n g  time and  c o n t e n t  p r o v i s i o n s  
a r e  met and i f  such  o r a l  n o t i f i c a t i o n  i s  p r o p e r l y  documented.  

I I I . A l 0  CONDUCT OF ASSEMBLED EXAMINATIONS 

The P e r s o n n e l  O f f i c e r  s h a l l  a p p o i n t  a  r e p r e s e n t a t i v e  t o  admin i s -  
t e r  t h e  e x a m i n a t i o n s  a t  t h e  time and p l a c e  d e s i g n a t e d  i n  t h e  
n o t i f i c a t i o n  of a c c e p t a n c e  f o r  e x a m i n a t i o n  o r  t h e  e x a m i n a t i o n  
announcement .  

I I I . A l 1  CANCELLATION OF EXAMINATIONS 

Examina t ions  may b e  c a n c e l l e d  a t  any time by t h e  P e r s o n n e l  
O f f i c e r  i f  t h e r e  i s  no l o n g e r  need  f o r  e l i g i b l e s  c o v e r e d  by t h e  
e x a m i n a t i o n ,  o r  i f  t h e  e x a m i n a t i o n  no  l o n g e r  m e e t s  t h e  e x p r e s s e d  
r e q u i r e m e n t s  o f  t h e  Government. 

I I I . A l 2  R A T I N G  OF EXAMINATIONS 

A .  Examina t ions  s h a l l  b e  r a t e d  by a  q u a l i f i e d  r a t i n g  
examine r  f rom t h e  P e r s o n n e l  Off i ce .  

B. A p p r o p r i a t e  s t a t i s t i c a l  t e c h n i q u e s  and  p r o c e d u r e s  
s h a l l  b e  used i n  s c o r i n g  and r a t i n g  e x a m i n a t i o n s  and d e t e r m i n i n g  
t h e  r e l a t i v e  r a n k i n g  of c a n d i d a t e s  on c o m p e t i t i v e  e x a m i n a t i o n s .  
T h e  f i n a l  r a t i n g  r e q u i r e d  t o  p a s s  an e x a m i n a t i o n  s h a l l  b e  set by 
t h e  P e r s o n n e l  O f f i c e r ,  who may a l s o  s e t  minimum r a t i n g s  f o r  e a c h  
p a r t  o f  t h e  e x a m i n a t i o n  when t h e  e x a m i n a t i o n s  a r e  a r r a n g e d  i n  
r e a d i l y  i d e n t i f i a b l e  p a r t s .  The f i n a l  e a r n e d  r a t i n g s  of  e a c h  
c a n d i d a t e  s h a l l  b e  d e t e r m i n e d  by combin ing  t h e  e a r n e d  r a t i n g s  of  
e a c h  p a r t  o f  t h e  e x a m i n a t i o n  i n  a c c o r d a n c e  w i t h  t h e  w e i g h t s  
e s t a b l i s h e d  f o r  e a c h  p a r t .  

I I I . A l 3  REVIEWS OF E X A M I N A T I O N  RESULTS 

Any a p p l i c a n t  may r e q u e s t  a  r e v i e w  of  h i s / h e r  r a t i n g  w i t h i n  t e n  
( 1 0 )  c a l e n d a r  d a y s  f o l l o w i n g  n o t i f i c a t i o n  o f  e x a m i n a t i o n  
r e s u l t s .  Such r e q u e s t  f o r  r e v i e w  s h a l l  b e  a d d r e s s e d  t o  t h e  
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P e r s o n n e l  O f f i c e r ,  who s h a l l  comply w i t h  t h e  r e q u e s t  and make 
wha teve r  c h a n g e s ,  i f  a n y ,  t h e  f a c t s  w a r r a n t .  

I I I . A l 4  CHANGES I N  RATING 

Changes i n  r a t i n g  may b e  made a s  a  r e s u l t  o f  c o r r e c t i o n  of  
e r r o r s  i n  t h e  s c o r i n g  o r  r a t i n g  p r o c e s s ,  o r  a s  a  r e s u l t  o f  a  
r e q u e s t  f o r  r e v i e w  w h e r e i n  t h e  f a c t s  w a r r a n t  a  change .  Cor rec -  
t i o n  o f  e r r o r s  s h a l l  b e  a p p l i e d  e q u a l l y  t o  a l l  p a r t i c i p a n t s .  An 
amended n o t i c e  o f  r a t i n g  s h a l l  b e  r e p o r t e d  t o  a l l  a p p l i c a n t s  
a f f e c t e d  by s u c h  change  i n  r a t i n g .  

ESTABLISHMENT OF E L I G I B L E  LISTS 

A.  F o l l o w i n g  t h e  c o m p l e t i o n  of an open c o m p e t i t i v e  
e x a m i n a t i o n  and r a t i n g  p r o c e s s ,  t h e  P e r s o n n e l  O f f i c e r  s h a l l  
e s t a b l i s h  e l i g i b l e  l i s t s  c a l l e d  " R e g i s t e r s  of E l i g i b l e s , "  i n  
which a l l  c a n d i d a t e s  who r e c e i v e  an e l i g i b l e  o r  p a s s i n g  r a t i n g  on 
t h e  e x a m i n a t i o n  s h a l l  b e  l i s t e d .  The R e g i s t e r  of E l i g i b l e s  s h a l l  
l i s t  t h e  c a n d i d a t e s  i n  t h e  o r d e r  o f  t h e i r  r e s p e c t i v e  r a t i n g s ,  
h i g h e s t  r a t i n g  f i r s t .  When t h e  P e r s o n n e l  O f f i c e r  p r o v i d e s  a  l i s t  
o f  e l i g i b l e s  t o  a  management o f f i c i a l ,  t h e  names o f  t h o s e  c a n d i -  
d a t e s  w i t h  t h e  h i g h e s t  r a t i n g  s h a l l  b e  c e r t i f i e d  f i r s t .  A 
R e g i s t e r  of  E l i g i b l e s  s h a l l  b e  c o n s i d e r e d  " e s t a b l i s h e d "  when 
approved  by t h e  P e r s o n n e l  O f f i c e r  . 

B. I n  t h e  e v e n t  a  l i s t  o f  e l i g i b l e s  f o r  any p o s i t i o n  
c o n t a i n s  less  t h a n  f i v e  ( 5 )  names and t h e  a p p o i n t i n g  a u t h o r i t y  
deems t h e  r a n g e  o f  c h o i c e  t o  b e  i n a d e q u a t e ,  t h e  P e r s o n n e l  O f f i c e r  
s h a l l  announce a  new e x a m i n a t i o n .  

C .  I n  t h e  e v e n t  two o r  more a p p l i c a n t s  have  i d e n t i c a l  
r a t i n g s ,  t h e i r  names s h a l l  b e  p l a c e d  a c c o r d i n g  t o  t h e i r  s c o r e s  
on t h e  most h e a v i l y  w e i g h t e d  p o r t i o n  o f  t h e  e x a m i n a t i o n s .  I f  a l l  
p o r t i o n s  a r e  i d e n t i c a l ,  t h e  r e c e i p t  time o f  t h e i r  a p p l i c a t i o n s  
w i l l  d e t e r m i n e  p r i o r i t y .  An open  c o m p e t i t i v e  l i s t  s h a l l  b e  
c e r t i f i e d  by t h e  P e r s o n n e l  O f f i c e r  o n l y  a f t e r  i t  h a s  been  d e t e r -  
mined t h a t  a  q u a l i f i e d  c a n d i d a t e  i s  n o t  a v a i l a b l e  t h r o u g h  t h e  
reemployment  p r i o r i t y  l i s t  o r  p r o m o t i o n a l  e x a m i n a t i o n s .  

I I I . A l 6  C E R T I F I C A T I O N  FROM E L I G I B L E  LISTS 

A.  Appoin tments  and p r o m o t i o n s  i n  t h e  P e r s o n n e l  
S e r v i c e  Sys tem s h a l l  b e  made from c e r t i f i e d  e l i g i b l e  l i s t s  
r e s u l t i n g  from e x a m i n a t i o n s ,  e x c e p t  a s  o t h e r w i s e  p r o v i d e d  by 
these  R e g u l a t i o n s .  The p r o c e s s  o f  p r o v i d i n g  a  l i s t  o f  e l i g i b l e  
c a n d i d a t e s  t o  a  s e l e c t i n g  o f f i c i a l  is  known a s  " C e r t i f i c a t i o n  of 
E l i g i b l e s . "  A C e r t i f i c a t e  o f  E l i g i b l e s  s h a l l  be drawn from 
among t h e  h i g h e s t  r a t e d  c a n d i d a t e s  i n  p r e c i s e  n u m e r i c a l  o r d e r ,  
h i g h e s t  r a t e  f i r s t .  Where a  l i s t  o f  e l i g i b l e s  e x c e e d s  f i v e  ( 5 )  

-- . 
names, o n l y  t h e  t o p  f i v e  ( 5 )  names s h a l l  b e  c e r t i f i e d .  The 
a p p o i n t i n g  a u t h o r i t y  s h a l l  b e  e n t i t l e d  t o  t h e  c e r t i f i c a t i o n  o f  
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n o t  less t h a n  f i v e  ( 5 )  e l i g i b l e s  f o r  e a c h  v a c a n c y ,  however ,  when 
less t h a n  f i v e  ( 5 )  p e r s o n s  c o m p r i s e  a  l i s t  o f  e l i g i b l e s ,  t h e  
a p p o i n t i n g  a u t h o r i t y  may a c c e p t  s u c h  lesser number o r  r e t u r n  t h e  
l i s t  u n t i l  s u f f i c i e n t  names a r e  a v a i l a b l e .  I f  a  s e l e c t i n g  
o f f i c i a l  i n t e n d s  t o  f i l l  more t h a n  one p o s i t i o n  from t h e  same 
e x a m i n a t i o n  a t  t h e  same time, t h e  number of names c e r t i f i e d  
s h a l l  b e  i n c r e a s e d  by one  e l i g i b l e  f o r  each  a d d i t i o n a l  p o s i t i o n  
t o  b e  f i l l e d ,  where  p o s s i b l e .  

B. R e q u e s t s  f o r  e l i g i b l e s  s h a l l  b e  made on f o r m s  
p r e s c r i b e d  b y  t h e  P e r s o n n e l  O f f i c e r  and s h a l l  c l e a r l y  i d e n t i f y  
t h e  p o s i t i o n  t o  b e  f i l l e d ,  i n c l u d i n g  i t s  p o s i t i o n  number. 

No p e r s o n  s h a l l  r e p o r t  t o  work n o r  r e c e i v e  a  s a l a r y  u n l e s s  an 
a p p r o p r i a t e  p e r s o n n e l  a c t i o n  h a s  been  approved  by  t h e  P e r s o n n e l  
O f f i c e r  o r  a u t h o r i z e d  r e p r e s e n t a t i v e .  

PROCEDURE WHEN ELIGIBLES ARE REQUIRED 

Whenever e l i g i b l e s  a r e  r e q u i r e d ,  t h e  P e r s o n n e l  O f f i c e r  s h a l l :  

A .  P r e p a r e  t h e  Examina t ion  Announcement; 
B.  Admin i s t e r  t h e  e x a m i n a t i o n ;  and  
C .  E s t a b l i s h  an e l i g i b l e  l i s t ,  a s  d e t e r m i n e d  by  t h e  

e x a m i n a t i o n  r e s u l t s .  
I 

I I I . A l 8  REMOVAL OF NAMES FROM E L I G I B L E  LISTS 

The P e r s o n n e l  O f f i c e r  may remove t h e  name o f  any  p e r s o n  who h a s  
been  d i s q u a l i f i e d  under P a r t  I I I .A8 .  The name o f  any p e r s o n  may 
a l s o  b e  removed i f :  

A .  The e l i g i b l e  c a n d i d a t e  f a i l s  t o  r e s p o n d  w i t h i n  
f i f t e e n  ( 1 5 )  c a l e n d a r  d a y s  f rom t h e  d a t e  o f  d i s p a t c h  o f  an 
i n q u i r y  a s  t o  a v a i l a b i l i t y  f o r  employment,  p r o v i d e d  t h a t  t h e  
name may b e  r e s t o r e d  f o r  r e a s o n s  deemed s u f f i c i e n t  by t h e  
P e r s o n n e l  O f f i c e r  . 

B. The p e r s o n  i s  a p p o i n t e d  from t h a t  l i s t  t o  a  
permanent  p o s i t i o n  i n  t h e  P e r s o n n e l  S e r v i c e  System.  

C .  The e l i g i b l e  v o l u n t a r i l y  w i thd raws .  

D .  T h e r e  i s  e v i d e n c e  o f  p h y s i c a l  o r  m e n t a l  u n f i t n e s s  
t o  p e r f o r m  t h e  d u t i e s  of  t h e  p o s i t i o n ,  a s  i n d i c a t e d  by  a p p r o p r i -  
a t e  m e d i c a l  e x a m i n a t i o n .  

E .  The e l i g i b l e  f a i l s  t o  r e p o r t  f o r  d u t y  w i t h i n  t h e  
time p r e s c r i b e d  b y  t h e  s e l e c t i n g  o f f i c i a l .  

F .  The e l i g i b l e  is  found  t o  b e  no  l o n g e r  q u a l i f i e d  t o  
-- -- p e r f o r m  t h e  d u t i e s  r e q u i r e d  o f  t h e  c l a s s  o f  p o s i t i o n .  



G .  I n t e n t i o n a l  f a l s e  s t a t e m e n t s ,  d e c e p t i o n  o r  f r a u d  
i s  i n c l u d e d  i n  t h e  a p p l i c a t i o n  o r  i n  t h e  e x a m i n a t i o n  p r o c e s s  o r  
a p p o i n t m e n t .  

SELECTIVE CERTIFICATION 

Where t h e  P e r s o n n e l  O f f i c e r  d e t e r m i n e s  t h a t  a  p o s i t i o n  h a s  a  
s p e c i a l  r e q u i r e m e n t  which i s  n o t  a  g e n e r a l  q u a l i f i c a t i o n  
r e q u i r e m e n t  f o r  t h a t  c l a s s  o f  p o s i t i o n ,  s / h e  may c e r t i f y  f rom 
t h e  a p p r o p r i a t e  c l a s s  e l i g i b l e  l i s t  t h o s e  e l i g i b l e s  who meet 
t h a t  s p e c i f i c  r e q u i r e m e n t .  

I I I .A20  USE OF E L I G I B L E  LISTS 

Whenever a  vacancy  a r i s e s  i n  t h e  P e r s o n n e l  S e r v i c e  Sys tem,  t h e  
o f f i c i a l  r e s p o n s i b l e  f o r  i n i t i a t i n g  t h e  p r o c e s s  t o  f i l l  t h a t  
p o s i t i o n  h a s  t h e  f o l l o w i n g  o p t i o n s :  

A .  When t h e  p o s i t i o n  t o  b e  f i l l e d  d o e s  n o t  h a v e  
p r o m o t i o n a l  p o t e n t i a l ,  t h e  s e l e c t i n g  o f f i c e r  may r e q u e s t  
cer t i £  i c a t i o n  f rom t h e  a p p r o p r  i a t e  reemployment  p r i o r i t y  l i s t  o r  
e l i g i b l e  l i s t  o r  c h o o s e  t o  r e d e f i n e  t h e  p o s i t i o n  a t  a  lower  
l e v e l  and f i l l  i t  t h r o u g h  t h e  Merit P romot ion  Program.  I f  t h e  
p o s i t i o n  is i n  an e s t a b l i s h e d  c a r e e r  l a d d e r ,  i t  must  b e  f i l l e d  
a t  t h e  e n t r y  l e v e l  u n l e s s  t h e r e  a r e  o v e r r i d i n g  r e a s o n s  n o t  t o  do 
s o .  The P e r s o n n e l  O f f i c e r  is a u t h o r i z e d  t o  g r a n t  e x c e p t i o n s  t o  
t h i s  p r o c e d u r e  upon p r o p e r  j u s  t i f  i c a t i o n .  A p p r o p r i a t e  r e c o r d s  
o f  s u c h  a p p r o v a l s  and  a s s o c i a t e d  m a t e r i a l  s h a l l  b e  m a i n t a i n e d  by  
t h e  P e r s o n n e l  O f f i c e r .  

B. When t h e  p o s i t i o n  h a s  p r o m o t i o n a l  p o t e n t i a l ,  t h e  
f i r s t  o p t i o n  s h a l l  b e  t o  f i l l  t h e  p o s i t i o n  under  t h e  p r o v i s i o n s  
o f  t h e  M e r i t  P romot ion  Program.  I f  t h e  i n t e r n a l  s e a r c h  f o r  
q u a l i f i e d  a p p l i c a n t s  is  u n s u c c e s s f u l ,  t h e  r e c o u r s e  is  t o  t h e  
e l i g i b l e  l i s t s  p roduced  by t h e  e x a m i n a t i o n  p r o c e s s .  

DURATION OF E L I G I B L E  LISTS 

The l i f e  o f  an e l i g i b l e  l i s t ,  o t h e r  t h a n  t h e  reemployment  
p r i o r i t y  l i s t ,  s h a l l  b e  f o r  one (1) y e a r ,  u n l e s s  e x t e n d e d  by  t h e  
P e r s o n n e l  O f f i c e r .  An e l i g i b l e  l i s t  may b e  e x t e n d e d  up t o  o n e  
(1) y e a r  beyond i t s  o r i g i n a l  e x p i r a t i o n  d a t e .  No p e r s o n  s h a l l  
b e  r e t a i n e d  on an e l i g i b l e  l i s t  beyond t h e  p e r i o d  o f  e x t e n s i o n  
o f  t h e  o r i g i n a l  l i s t .  Remaining e l i g i b l e s  s h a l l  b e  combined 
w i t h  t h o s e  on t h e  new l i s t  f o r  t h e  r ema inde r  o f  t h e  t e r m  o f  t h e  
o r i g i n a l  l i s t .  An open e x a m i n a t i o n  e l i g i b l e  l i s t  and a  non- 
c o m p e t i t i v e  e x a m i n a t i o n  e l i g i b l e  l i s t  s h a l l  b e  combined o n l y  a s  
a  n o n - c o m p e t i t i v e  e l i g i b l e  l i s t .  I f  an e l i g i b l e  c a n d i d a t e  
s u c c e s s f u l l y  p a r t i c i p a t e s  i n  a  s u b s e q u e n t  c o m p e t i t i v e  examina- 
t i o n  and t h e  r e s u l t i n g  e l i g i b l e  l i s t  is combined w i t h  t h a t  o f  a  
p r e v i o u s  c o m p e t i t i v e  e x a m i n a t i o n  e l i g i b l e  l i s t  b e a r i n g  t h e  

- - c a n d i d a t e ' s  name, t h a t  e l i g i b l e  c a n d i d a t e  may e l e c t  t o  have  h i s /  
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h e r  name r e t a i n e d  on a  a  combined l ist , .  e i t h e r  a t  t h e  p o s i t i o n  
and  f o r  t h e  r ema inde r  of  t h e  term of  t h e  o r i g i n a l  l i s t  o r  of  t h e  
s u b s e q u e n t  l i s t ,  b u t  n o t  a t  b o t h  p o s i t i o n s .  

I I I . A 2 2  ORDER OF USE OF E L I G I B L E  LISTS 

The f o l l o w i n g  o r d e r  s h a l l  b e  f o l l o w e d  i n  t h e  u s e  o f  e l i g i b l e  
l ists:  

A .  Reemployment P r i o r i t y  L i s t  
B. P r o m o t i o n a l  L i s t  
C .  Open C o m p e t i t i v e  L i s t  

I I I . A 2 3  REEMPLOYMENT PRIORITY LIST 

Any p e r s o n  who h a s  h e l d  a  permanent  p o s i t i o n  i n  t h e  P e r s o n n e l  
S e r v i c e  and h a s  been  demoted o r  t e r m i n a t e d  t h r o u g h  r e d u c t i o n -  
i n - f o r c e  s h a l l  b e  p e r m i t t e d  t o  h a v e  h i s / h e r  name p l a c e d  on  a  
reemployment p r i o r i t y  l i s t  ( p r o v i d e d  s u c h  p e r s o n  s o  r e q u e s t s  i n  
w r i t i n g  t o  t h e  P e r s o n n e l  O f f i c e r ) .  T h e  name o f  s u c h  p e r s o n  
s h a l l  b e  p l a c e d  on t h e  reemployment  p r i o r i t y  l i s t  f o r  t h e  same 
o r  r e l a t e d  c l a s s  o f  p o s i t i o n  a s  s u c h  p e r s o n  l a s t  h e l d  unde r  a  
permanent  a p p o i n t m e n t .  Names s h a l l  b e  a r r a n g e d  on t h e  
reemployment  p r i o r i t y  l i s t  i n  t h e  c h r o n o l o g i c a l  o r d e r  of  t h e i r  
s e p a r a t i o n  from t h e i r  r e s p e c t i v e  c o m p e t i t i v e  l e v e l s .  Names 
s h a l l  b e  removed from t h e  reemployment p r i o r i t y  l i s t  a t  t h e  
e x p i r a t i o n  o f  t h r e e  ( 3 )  y e a r s  f rom t h e  d a t e  o f  s e p a r a t i o n  o r  
demot ion ,  o r  s o o n e r  i f  s u c h  p e r s o n  is reemployed  i n  a  p o s i t i o n  
a t  t h e  same o r  h i g h e r  pay l e v e l  a s  t h a t  s u c h  p e r s o n  f o r m e r l y  
h e l d  i n  t h e  P e r s o n n e l  S e r v i c e  System.  The i n d i v i d u a l  may b e  
removed from t h e  l i s t  i f  such  p e r s o n  r e f u s e s  a  r e a s o n a b l e  o f f e r  
o f  employment.  A r e a s o n a b l e  o f f e r  is  of  t h e  same p o s i t i o n  o r  
one  e q u i v a l e n t  t o  t h a t  l a s t  h e l d  i n  t h e  P e r s o n n e l  S e r v i c e .  
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PERSONNEL SERVICE SYSTEM REGULATIONS 
EXECUTIVE BRANCH 

PART 111, SUB-PART B 
POSITIONS AND APPOINTMENTS 

I11 . B 1  

A l l  po 

TYPES OF POSITIONS 

s i t i o n s  i n  t h e  P e r s o n n e l  S e r v i c e  s h a l l  b e  i d e n t i f i e  d  i n  
t h e  r e c o r d s  o f  t h e  P e r s o n n e l  O f f i c e  a s  p e r m a n e n t ,  o r  s u c h  o t h e r  
s t a t u s  a s  a u t h o r i z e d  by l aw .  

I11 .B2 PERMANENT POSITION 

A permanent  p o s i t i o n  i s  a  f u l l - t i m e  p o s i t i o n  which i s  e s t a b l i s h e d  
b a s e d  upon t h e  c o n t i n u i n g  n e e d  o f  t h e  Government and which i s  
a u t h o r i z e d  t o  c o n t i n u e  l o n g e r  t h a n  o n e  (1) y e a r .  

111. B3 TYPES OF APPOINTMENTS 

Appo in tmen t s  i n  t h e  P e r s o n n e l  S e r v i c e  Sys tem a r e  p l a c e d  i n  t h e  
c l a s s e s  d e f i n e d  i n  t h e  f o l l o w i n g :  

A .  P r o b a t i o n a r y  Appo in tmen t .  An a p p o i n t m e n t  i n  which 
t h e  a p p o i n t e e  i s  s e l e c t e d  f rom a n  e l i g i b l e  l i s t  r e s u l t i n g  f rom 
an  open e x a m i n a t i o n  t o  f i l l  a  pe rmanen t  p o s i t i o n .  The a p p o i n t e e  
s h a l l  s e r v e  a  p e r i o d  o f  one  (1) y e a r  f rom t h e  b e g i n n i n g  o f  t h e  
p r o b a t i o n a r y  a p p o i n t m e n t  and  s h a l l  d e m o n s t r a t e  t h e  c a p a c i t y  f o r  
52 c o n s e c u t i v e  w e e k s  o f  s a t i s f a c t o r y  p e r f o r m a n c e  b e f o r e  b e i n g  
e l i g i b l e  t o  b e  c o n v e r t e d  t o  a  permanent  a p p o i n t m e n t .  S e p a r a t i o n s  
d u r i n g  a  p r o b a t i o n a r y  a p p o i n t m e n t  a r e  n o t  p r o c e s s e d  under  a d v e r s e  
a c t i o n  p r o c e d u r e s  o r  r e d u c t i o n - i n - f o r c e  ( R I F ) .  

B.  Permanent  Appoin tment .  An employee  who h a s  been  
a p p o i n t e d  t o  a  permanent  p o s i t i o n  and  who h a s  s a t i s f a c t o r i l y  
comple t ed  a  p r o b a t i o n a r y  p e r i o d  of  one  (1) y e a r  i s  e n t i t l e d  t o  
t h e  f u l l  b e n e f i t s  o f  t h e s e  R e g u l a t i o n s .  Permanent  a p p o i n t m e n t  
may b e  made t o  less  t h a n  f u l l - t i m e  p o s i t i o n s  w i t h  a  r e g u l a r l y  
s c h e d u l e d  t o u r  o f  d u t y .  

C .  Limited-Term Appo in tmen t .  A l i m i t e d - t e r m  a p p o i n t -  
ment i s  o n e  i n  which t h e  a p p o i n t e e  i s  a p p o i n t e d  f o r  a  p e r i o d  of 
n o t  more t h a n  o n e  (1) y e a r .  An employee s e r v i n g  a  l i m i t e d - t e r m  
may s e r v e  i n  e i t h e r  a  f u l l - t i m e  o r  p a r t - t i m e  p o s i t i o n .  Any 
p e r s o n  g i v e n  a  l i m i t e d - t e r m  a p p o i n t m e n t  must meet t h e  minimum 
q u a l i f i c a t i o n s  f o r  t h e  c l a s s  o f  p o s i t i o n  t o  which  a p p o i n t e d .  

D .  P r o v i s i o n a l  Appoin tment .  A p r o v i s i o n a l  a p p o i n t -  
ment i s  u s u a l l y  l i m i t e d  t o  n i n e t y  ( 9 0 )  d a y s  and i s  used t o  f i l l  
a  permanent  p o s i t i o n  i n  t h e  a b s e n c e  o f  an  a p p r o p r i a t e  e l i g i b l e  
l i s t .  The P e r s o n n e l  O f f i c e r  may a u t h o r i z e  e x t e n s i o n  of  a  
p r o v i s i o n a l  a p p o i n t m e n t  beyond n i n e t y  ( 9 0 )  d a y s  f o r  a  maximum o f  
one hundred  e i g h t y  ( 1 8 0 )  d a y s  when t h e  e x a m i n a t i o n  f a i l s  t o  make 
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a v a i l a b l e  a n  a d q u a t e  number of q u a l i f i e d  c a n d i d a t e s .  Any p e r s o n  
g i v e n  a  p r o v i s i o n a l  a p p o i n t m e n t  must  meet  t h e  minimum q u a l i f i c a -  
t i o n s  f o r  t h e  c l a s s  o f  p o s i t i o n  t o  which  a p p o i n t e d .  

E .  Emergency Appoin tment .  An emergency appo in tmen t  
may b e  a u t h o r i z e d  by  t h e  P e r s o n n e l  O f f i c e r  f o r  any  o n e  of  t h e  
f  o i l o w i n g  p u r p o s e s  :- 

(1) When a  s e r i o u s  emergency e x i s t s ;  o r  
( 2 )  To p r e v e n t  s t o p p a g e  of  e s s e n t i a l  p u b l i c  

s e r v i c e s .  

An emergency a p p o i n t m e n t  s h a l l  b e  l i m i t e d  t o  t h i r t y  ( 3 0 )  
c a l e n d a r  d a y s  b u t  may b e  e x t e n d e d  by t h e  P e r s o n n e l  O f f i c e r  i f  
t h e  a p p o i n t i n g  a u t h o r i t y  s o  r e q u e s t s  i n  w r i t i n g ,  when t h e  c a u s e  
i s  d e t e r m i n e d  t o  b e  good and s u f f i c i e n t ,  and  t h e  e x t e n s i o n  d o e s  
n o t  exceed  t w e n t y  ( 2 0 )  a d d i t i o n a l  work ing  days .  

A l l  p e r s o n s  r e c e i v i n g  emergency a p p o i n t m e n t s  s h a l l  b e  r e q u i r e d  
t o  meet t h e  minimum q u a l i f i c a t i o n  r e q u i r e m e n t s  o f  t h e  c l a s s  o f  
p o s i t i o n  t o  which a p p o i n t e d .  

F .  Temporary Appoin tment .  A t empora ry  a p p o i n t m e n t  i s  
u t i l i z e d  when it i s  a n t i c i p a t e d  t h a t  an  employee  w i l l  t e m p o r a r i l y  
occupy a  p o s i t i o n  f o r  a  p e r i o d  i n  e x c e s s  o f  t h r e e  ( 3 )  months .  
An employee  c a n  b e  t e m p o r a r i l y  p romoted  o n l y  i f  t h e  employee  
meets t h e  q u a l i f i c a t i o n  s t a n d a r d s  of  t h e  new p o s i t i o n .  See  P a r t  
IV.B6. 

G .  " A c t i n g "  Appoin tment .  An " a c t i n g "  a p p o i n t m e n t  i s  
t h e  o f f i c i a l  w r i t t e n  d e s i q n a t i o n  t h a t  an employee  w i l l  a c t  f o r  a  
p e r i o d  o f  up t o  t h i r t y  ( 3 6 )  d a y s  i n  p l a c e  of a - s u p e r v i s o r .  When 
t h e  s u p e r v i s o r ' s  a b s e n c e  e x c e e d s  t h e  i n i t i a l  t h i r t y  ( 3 0 ) - d a y  
p e r i o d ,  a  new d e s i g n a t i o n  s h a l l  b e  made f o r  an  a d d i t i o n a l  t h i r t y  
( 3 0 )  d a y s .  The t h i r t y  ( 3 0 ) - d a y  r e n e w a l  of an  " a c t i n g "  a s s i g n m e n t  
may b e  r e p e a t e d  u n t i l  t h e  s u p e r v i s o r  r e t u r n s  t o  t h e  p o s i t i o n .  
Whenever t h e  " a c t i n g "  a s s i g n m e n t  e x c e e d s  n i n e t y  ( 9 0 )  d a y s ,  t h e  
employee s h a l l  b e  t e m p o r a r i l y  p r o m o t e d / a p p o i n t e d  t o  t h e  p o s i t i o n  
i f  t h e  employee meets t h e  q u a l i f i c a t i o n s  s t a n d a r d s  of  t h e  p o s i -  
t i o n .  See  P a r t  IV.B7. 

I1 I . B4 PRE-EMPLOYMENT C O N D I T I O N  STANDARDS 

A l l  p e r s o n s  a p p o i n t e d  t o  p o s i t i o n s  i n  t h e  P e r s o n n e l  S e r v i c e  
Sys tem must b e  examined by m e d i c a l  p e r s o n n e l  ( see  P a r t  I I I . B 5 )  
and c e r t i f i e d  a s  p h y s i c a l l y  c a p a b l e  of  p e r f o r m i n g  t h e  d u t i e s  o f  
t h e  p o s i t i o n .  They must  b e  f r e e  f rom communicable  d i s e a s e s  and 
any  p r e s e n t  o r  p o t e n t i a l  m e d i c a l  c o n d i t i o n  which would be  d e t r i -  
m e n t a l  t o  s u c c e s s f u l  p e r f o r m a n c e  of  d u t y  o r  t h e  h e a l t h  of o t h e r  
employees ,  o r  r e f l e c t  d i s c r e d i t  upon t h e  P e r s o n n e l  S e r v i c e  
Sys tem.  
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I11 . B 5  A D M I N I  STRATION OF PHYSICAL AND MEDICAL EXAMINATIONS 

P h y s i c a l  and m e d i c a l  e x a m i n a t i o n s  s h a l l  b e  a d m i n i s t e r e d  by 
m e d i c a l  p e r s o n n e l  a u t h o r i z e d  b y  t h e  Commonwealth Government t o  
c o n d u c t  such  e x a m i n a t i o n s  f o r  employment p u r p o s e s ,  and s h a l l  b e  
r e c o r d e d  on fo rms  p r e s c r i b e d  by  t h e  P e r s o n n e l  O f f i c e r .  

P R O H I B I T E D  ACTIONS 

A. Employment o f  any  p e r s o n  w i t h o u t  an approved  
p e r s o n n e l  a c t i o n  i s  p r o h i b i t e d .  S u p e r v i s o r s  o r  management 
o f f i c i a l s  who p e r m i t  an employee t o  r e p o r t  t o  work w i t h o u t  an 
a p p r o p r i a t e  and f o r m a l l y  app roved  p e r s o n n e l  a c t i o n  s h a l l  b e  h e l d  
p e r s o n a l l y  l i a b l e  f o r  any c l a i m  f o r  compensa t ion  r e s u l t i n g  from 
such  improper  appo in tmen t  a s  p r o v i d e d  by 1 CMC 8101,  e t  seq. 

B. R e t r o a c t i v e  p e r s o n n e l  a c t i o n s  s h a l l  n o t  b e  made 
u n l e s s  approved  by t h e  P e r s o n n e l  O f f i c e r  p r i o r  t o  commencement 
o f  such  a c t i o n .  

I11 .B7 REEMPLOYMENT 

An employee who h a s  s u c c e s s f u l l y  comple t ed  a  p r o b a t i o n a r y  p e r i o d  
i n  t h e  P e r s o n n e l  S e r v i c e  and s u b s e q u e n t l y  l e f t  t h e  P e r s o n n e l  
S e r v i c e  f o r  any r e a s o n  s h a l l  be  g r a n t e d  reemployment e l i g i b i l i t y  
f o r  a  p e r i o d  f o l l o w i n g  t h e  s e p a r a t i o n  e q u a l  t o  t h e  e m p l o y e e ' s  
t o t a l  f u l l  y e a r s  o f  c r e d i t a b l e  s e r v i c e  w i t h  t h e  Government.  
T h i s  means t h a t  t h e  fo rmer  employee  may b e  r e a p p o i n t e d  t o  t h e  
fo rmer  p o s i t i o n  i n  t h e  P e r s o n n e l  S e r v i c e  a t  t h e  same pay  l e v e l  
and s t e p  t h a t  t h e  employee h e l d  upon s e p a r a t i o n .  I f  r e - a p p o i n t e d  
t o  a  h i g h e r  o r  a  lower  c l a s s ,  t h e  employee s h a l l  be  a l l o w e d  t o  
r e t a i n  t h e  fo rmer  r a t e  o f  pay .  

T h e  p o s s e s s i o n  of  reemployment e l i g i b i l i t y  d o e s  n o t  t h e r e b y  
p r o v i d e  t h e  p e r s o n  w i t h  any  mandatory  reemployment r i g h t s .  T h i s  
means t h a t  t h e  i n d i v i d u a l  may b e  c o n s i d e r e d  f o r  employment o n l y  
a f t e r  p e r s o n s  w i t h  h i g h e r  r a t i n g  on t h e  reemployment p r i o r i t y  
l i s t  have  been  c o n s i d e r e d .  I f  i t  i s  i n  t h e  p u b l i c  i n t e r e s t ,  
s u c h  p e r s o n  may b e  reemployed ,  p r o v i d e d  such  p e r s o n  meets  t h e  
n o n c o m p e t i t i v e  q u a l i f i c a t i o n s  f o r  t h e  p o s i t i o n  t o  be f i l l e d .  



PERSONNEL SERVICE SYSTEM REGULATIONS 
EXECUTIVE BRANCH 

PART 111, SUB-PART C 
MERIT PROMOTION PROGRAM 

I I I . C l  POLICY 

To t h e  maximum e x t e n t  p o s s i b l e ,  t h e  P e r s o n n e l  S e r v i c e  Sys tem 
M e r i t  P romot ion  Program p r o v i d e s  f o r  f i l l i n g  v a c a n c i e s  above  t h e  
e n t r y  l e v e l  by p r o m o t i o n  o f  h i g h l y  q u a l i f i e d  P e r s o n n e l  S e r v i c e  
Sys tem employees .  T h i s  p o l i c y  d o e s  n o t  r e s t r i c t  t h e  r i g h t  o f  
a p p o i n t i n g  a u t h o r i t i e s  t o  f i l l  v a c a n c i e s  by t r a n s f e r  o r  o t h e r  
means when t o  do  s o  i s  i n  t h e  b e s t  i n t e r e s t  o f  t h e  government .  

The Merit P romot ion  Program (MPP) i s  an i n t e g r a l  p a r t  o f  t h e  
P e r s o n n e l  S e r v i c e  Sys tem m a n a g e r / e x e c u t i v e  deve lopment  p l a n  and 
o t h e r  p rog rams  i n  t h e  a r e a  o f  s t a f f i n g ,  t r a i n i n g  and  manpower 
u t i l i z a t i o n .  

I11 .C2 DEFINITIONS 

A .  P o s i t i o n  Change: A p r o m o t i o n ,  t r a n s f e r  o r  
demot ion  d u r i n g  an e m p l o y e e ' s  c o n t i n u o u s  s e r v i c e .  

B. P romot ion :  The c h a n g e  of  an employee t o  a  h i g h e r  
p o s i t i o n  c l a s s  and pay  l e v e l .  

C .  Ca ree r -Ladde r  P o s i t i o n :  One of a  g r o u p  of  p o s i -  
t i o n s  i n  which an  employee  may be  g i v e n  s u c c e s s i v e  p r o m o t i o n s  
u n t i l  t h e  employee r e a c h e s  t h e  f u l l  p e r f o r m a n c e  l e v e l .  A l l  
emp loyees  i n  p o s i t i o n s  i n  a  c a r e e r  l a d d e r  must b e  g i v e n  g rade -  
b u i l d i n g  e x p e r i e n c e  and  t r a i n i n g  and  a r e  may b e  t o  t h e  n e x t  
h i g h e r  l e v e l  a s  t h e y  d e m o n s t r a t e  a b i l i t y  t o  p e r f o r m  i n  a  w h o l l y  
a d e q u a t e  manner a t  t h e  n e x t  h i g h e r  l e v e l .  Minimum t ime- in -g rade  
r e q u i r e m e n t s ,  where  e s t a b l i s h e d ,  must  b e  o b s e r v e d  i n  making 
c a r e e r  l a d d e r  p r o m o t i o n s .  

D .  P romot ion  C o m p e t i t i o n :  Those  e l i g i b l e  c a n d i d a t e s  
whose e x p e r i e n c e ,  t r a i n i n g  and p o t e n t i a l  s u b s t a n t i a l l y  e x c e e d  
t h e  q u a l i f i c a t i o n  s t a n d a r d  f o r  t h e  p o s i t i o n  t o  a  d e g r e e  t h a t  
t h e y  a r e  l i k e l y  t o  p e r f o r m  i n  a  s u p e r i o r  manner.  

F .  B e s t  Q u a l i f i e d  C a n d i d a t e s :  Those  e l i g i b l e  
c a n d i d a t e s  who r a n k  a t  t h e  t o p  when compared w i t h  t h e  o t h e r  
e l i g i b l e  c a n d i d a t e s  f o r  a  p r o m o t i o n  w i t h i n  a  g e n e r a l  g r o u p ,  
i . e . ,  q u a l i f i e d  o r  h i g h l y  q u a l i f i e d .  

G .  P o s i t i o n  w i t h  Known P romot ion  P o t e n t i a l :  A 
p o s i t i o n  which is t o  be  f i l l e d  below t h e  s p e c i f i e d  p e r f o r m a n c e  
l e v e l  f o r  t h e  p o s i t i o n .  T h e s e  may b e  t r a i n e e  and  u n d e r s t u d y  

- -. 
p o s i t i o n s ,  c a r e e r  l a d d e r  p o s i t i o n s  and p o s i t i o n s  f i l l e d  o n e  o r  
more l e v e l s  below t h e  e s t a b l i s h e d  l e v e l .  



I I I . C 3  SCOPE AND COVERAGE 

C o m p e t i t i v e  p romot ion  p r o c e d u r e s  a p p l y  t o :  

A.  ~ l l  c o m p e t i t i v e  p o s i t i o n s  i n  t h e  P e r s o n n e l  S e r v i c e  
Sys tem when f i l l e d  by p romot ion .  

B. Any p o s i t i o n  which i s  f i l l e d  by  a  c a n d i d a t e  a t  a  
b a s i c  pay  l e v e l  h i g h e r  t h a n  t h e  c a n d i d a t e ' s  l a s t  p o s i t i o n ;  and 

(1) t h e  p o s i t i o n  is f i l l e d  by  t r a n s f e r ;  
( 2 )  t h e  p o s i t i o n  i s  f i l l e d  by s e l e c t i o n  of  a  non- 

t empora ry  P e r s o n n e l  S e r v i c e  Sys tem employee f rom an e l i g i b l e  l i s t  
f o l l o w i n g  an  open c o m p e t i t i v e  e x a m i n a t i o n ;  o r  

( 3 )  t h e  p o s i t i o n  i s  f i l l e d  by  d e t a i l  f o r  more t h a n  
n i n e t y  ( 9 0 )  d a y s  d u r a t i o n .  (NOTE: A l l  p e r i o d s  o f  d e t a i l  of an  
employee t o  t h e  p o s i t i o n  d u r i n g  t h e  p r e c e d i n g  t w e l v e  El21 months ,  
i n c l u d i n g  p romot ion ,  a r e  c o u n t e d  a g a i n s t  t h e  90-day l i m i t a t i o n . )  

C .  Any p o s i t i o n  w i t h  known p romot ion  p o t e n t i a l  which 
i s  f i l l e d  by t r a n s f e r  o r  s e l e c t i o n  from t h e  reemployment  p r i o r i t y  
l i s t .  

I1 . C 4  AREAS OF CONSIDERATION 

A s  a  minimum, a r e a s  of  c o n s i d e r a t i o n  s h o u l d  b e  b r o a d  enoush  t o  
p r o v i d e  a  r e a s o n a b l e  number of  h i g h l y  q u a l i f i e d  c a n d i d a t e s  and 
t o  g i v e  employees  a d e q u a t e  o p p o r t u n i t y  f o r  c o n s i d e r a t i o n  f o r  
p romot ion .  

A .  Normal Areas  of  C o n s i d e r a t i o n .  T h e r e  a r e  two 
d i f f e r e n t  normal  a r e a s  o f  c o n s i d e r a t i o n :  

(1) I n t e r - i s l a n d  (Commonwealth-wide) f o r  p o s i -  
t i o n s  a t  pay l e v e l  22  and above;  and 

( 2 )  I n t r a - i s l a n d  ( w i t h i n  each  i s l a n d )  f o r  p o s i -  
t i o n s  a t  Pay l e v e l  2 1  and below.  

B. Broadened Area of  C o n s i d e r a t i o n .  A t  t h e  d i s c r e -  
t i o n  o f  t h e  P e r s o n n e l  O f f i c e r ,  t h e  a r e a s  o f  c o n s i d e r a t i o n  may b e  
b roadened  t o  t h e  e x t e n t  n e c e s s a r y  t o  p r o v i d e  a  r e a s o n a b l e  number 
o f  " h i g h l y  q u a l i f i e d "  c a n d i d a t e s .  

C .  R e s t r i c t e d  Areas  of  C o n s i d e r a t i o n .  I n  e x c e p t i o n a l  
c i r c u m s t a n c e s ,  t h e  a r e a  o f  c o n s i d e r a t i o n  may b e  r e s t r i c t e d  upon 
p r i o r  a p p r o v a l  by t h e  P e r s o n n e l  O f f i c e r  . For example,  d u r i n g  a  
f o r m a l  r e o r g a n i z a t i o n  o f  one  e n t i t y ,  t h e  a r e a  o f  c o n s i d e r a t i o n  
may b e  r e s t r i c t e d  t o  t h e  a f f e c t e d  o r g a n i z a t i o n ,  p r o v i d e d  n o  
v a c a n c i e s  r e s u l t  f rom t h e  r e o r g a n i z a t i o n .  



I I I . C 5  METHODS OF LOCATING CANDIDATES 

When t h e  P e r s o n n e l  O f f i c e  p r o c e s s e s  a  p romot ion  r e q u e s t ,  i t  
s e l e c t s  t h e  a p p r o p r i a t e  method o r  c o m b i n a t i o n  o f  methods f o r  
l o c a t i n g  c a n d i d a t e s  which i s / a r e  e n t e r e d  i n  t h e  p romot ion  
p r o c e s s e s  r e c o r d .  T h e  f o l l o w i n g  methods a r e  g e n e r a l l y  u sed ,  
s i n g l y  o r  i n  c o m b i n a t i o n ,  depend ing  upon t h e  n a t u r e  of  t h e  
p o s i t i o n  and a v a i l a b i l i t y  o f  c a n d i d a t e s .  

A.  P r o m o t i o n a l  O p p o r t u n i t y  Announcement. A p u b l i s h e d  
announcement f o r  p o s t i n g  and  d i s t r i b u t i o n  and g i v e n  maximum 
p u b l i c i t y  w i t h i n  t h e  a r e a  o f  c o n s i d e r a t i o n .  The p r o m o t i o n a l  
o p p o r t u n i t y  announcement s p e c i f i e s :  

(1) t i t l e ,  pay  l e v e l  and  l o c a t i o n  of  p o s i t i o n ( s ) ;  
( 2 )  o p e n i n g  and c l o s i n g  d a t e s  ( n o t  less  t h a n  

f i f t e e n  [ 15 I c a l e n d a r  d a y s )  ; 
( 3 )  a r e a  o f  c o n s i d e r a t i o n ;  
( 4 )  d u t i e s  o f  t h e  p o s i t i o n ,  b r i e f e d ;  
( 5 )  c o n d i t i o n s  of  employment,  e . g . ,  n i g h t  work,  

h a z a r d s ,  s t a n d b y ,  e tc .  ; 
( 6 )  q u a l i f i c a t i o n  r e q u i r e m e n t s ,  i n c l u d i n g  

s e l e c t i v e  p l a c e m e n t  f a c t o r s ,  i f  any;  
( 7 )  how and  where t o  a p p l y ;  
( 8 )  n o n - d i s c r i m i n a t i o n  s t a t e m e n t ;  and 
( 9 )  known p r o m o t i o n a l  p o t e n t i a l ,  i f  a n y .  

B. R e s t r i c t e d  Area o f  C o n s i d e r a t i o n .  When p o s i t i o n s  
a r e  b e i n g  f i l l e d  f rom w i t h i n  a  " r e s t r i c t e d  a r e a  of  c o n i d e r a t i o n , "  
a l l  e l i g i b l e  p e r s o n s  w i t h i n  t h a t  a r e a  must b e  c o n s i d e r e d .  

I11 .C6 TRANSFER 

An employee may b e  t r a n s f e r r e d ,  w i t h o u t  change  i n  pay  l e v e l ,  
e i t h e r  v o l u n t a r i l y  o r  i n v o l u n t a r i l y ,  i n  o r d e r  t o  meet chang ing  
program n e e d s ,  t o  promote c a r e e r  deve lopmen t ,  t o  p r o v i d e  d i v e r -  
s i t y  o f  e x p e r i e n c e ,  o r  f o r  o t h e r  r e a s o n s .  T r a n s f e r s  under  t h i s  
r e g u l a t i o n  a r e  n o t  s u b j e c t  t o  t h e  p romot ion  program u n l e s s  t h e  
p o s i t i o n  t o  which t r a n s f e r r e d  h a s  known promot ion  p o t e n t i a l .  
T r a n s f e r s  a r e  made, wherever  p o s s i b l e ,  f rom among employees  who 
h a v e  r e q u e s t e d  such  t r a n s f e r s .  However, management may d i r e c t  
l a t e r a l  t r a n s f  e r s  f rom among a l l  q u a l i f i e d  P u b l i c  S e r v i c e  System 
employees  when r e q u i r e d  b y  t h e  n e e d s  o f  t h e  s e r v i c e  and i n  
a c c o r d a n c e  w i t h  a p p l i c a b l e  p e r s o n n e l  r e g u l a t i o n s .  

I I I . C 7  QUALIFICATION STANDARDS 

The minimum q u a l i f i c a t i o n  s t a n d a r d s  p r e s c r i b e d  by t h e  P e r s o n n e l  
O f f i c e r  a r e  used f o r  p romot ion  p u r p o s e s .  S e l e c t i v e  p l acemen t  
f a c t o r s  a l s o  may b e  u s e d ,  b u t  o n l y  when t h e y  a r e  e s s e n t i a l  t o  
s u c c e s s f u l  p e r f o r m a n c e  i n  t h e  p o s i t i o n  t o  b e  f i l l e d .  When 

- - 



s e l e c t i v e  p l a c e m e n t  f a c t o r s  a r e  u s e d ,  t h e y  become p a r t  o f  t h e  
minimum q u a l i f i c a t i o n s  f o r  t h e  p o s i t i o n .  

Q u a l i f i c a t i o n  s t a n d a r d s  ( i n c l u d i n g  any  s e l e c t i v e  p l acemen t  
f a c t o r s  u s e d )  must  b e  e s t a b l i s h e d  a n d  made a  m a t t e r  o f  r e c o r d  
p r i o r  t o  t h e  s t a r t  o f  t h e  p romot ion  p r o c e s s  f o r  any  s p e c i f i c  
p o s i t i o n .  A l l  employees  who meet t h e  minimum q u a l i f i c a t i o n  
s t a n d a r d s  ( i n c l u d i n g  s e l e c t i v e  p l a c e m e n t  f a c t o r s )  h a v e  b a s i c  
e l i g i b i l i t y  f o r  p romot ion .  The s t a n d a r d s  must b e  a p p l i e d  f a i r l y  
and c o n s i s t e n t l y  t o  a l l  emp loyees  b e i n g  c o n s i d e r e d .  W r i t t e n  o r  
p e r f o r m a n c e  t e s t s  s h a l l  b e  u sed  i f  t h e y  a r e  p r e s c r i b e d  by  t h e  
P e r s o n n e l  O f f i c e r  . 
For  s u p e r v i s o r y  p o s i t i o n s ,  s u p e r v i s o r y  q u a l i f i c a t i o n s  a r e  
p r e s c r i b e d  b y  t h e  P e r s o n n e l  O f f i c e r .  They may b e  supp lemen ted  
by s p e c i f i c  s u b j e c t  m a t t e r  ( n o n - s u p e r v i s o r y )  q u a l i f i c a t i o n  
s t a n d a r d s  f o r  t h e  c l a s s i f i c a t i o n  s e r i e s  o f  t h e  p o s i t i o n .  

I11 .C8 CONDITIONS OF EMPLOYMENT. 

T h e r e  a r e  c o n d i t i o n s  o f  employment which a r e  c o n s i d e r e d  i m p l i c i t  
t o  s u c c e s s f u l  p e r f o r m a n c e  i n  c e r t a i n  p o s i t i o n s .  These  c o n d i t i o n s  
may r e l a t e  t o  h o u r s  o f  work,  p h y s i c a l  o r  m e d i c a l  s t a n d a r d s ,  
m a i n t e n a n c e  o f  a  l i c e n s e ,  m a i n t e n a n c e  o f  a  h e a l t h  s t a n d a r d ,  
a v a i l a b i l i t y  d u r i n g  o f f - h o u r s ,  f r e q u e n t  n e e d  t o  t r a v e l  and s o  on .  
Such c o n d i t i o n s  s h o u l d  b e  made p a r t  o f  t h e  p r o m o t i o n  r e c o r d ,  t h e  
p romot ion  o p p o r t u n i t y  announcement and t h e  c l a s s i f i c a t i o n  s t a n -  
d a r d  o r ,  a s  a  minimum, t h e  p o s i t i o n  d e s c r i p t i o n .  C a n d i d a t e s  
s e l e c t e d  f o r  t h e  p o s i t i o n  must b e  a d v i s e d  o f  t h e  c o n d i t i o n s  and 
a g r e e ,  i n  w r i t i n g ,  t o  t h o s e  c o n d i t i o n s .  

I I I . C 9  EVALUATION PROCESS 

S i n c e  t h e  Merit P romot ion  P o l i c y  r e q u i r e s  t h a t  t h e  s e l e c t i o n  b e  
made f rom among t h e  b e s t  q u a l i f i e d  c a n d i d a t e s ,  t h e  e v a l u a t i o n  
p r o c e s s  must  go beyond b a s i c  e l i g i b i l i t y  t o  rank  t h e  c a n d i d a t e s  
i n  m e a n i n g f u l  a r r a y .  When p r o p e r l y  u s e d ,  t h e  e v a l u a t i o n  p r o c e s s  
s h o u l d :  

A .  P r o v i d e  a  sound  b a s i s  f o r  compar ing  and  j u d g i n g  
c a n d i d a t e s  i n  r e l a t i o n  t o  t h e  knowledge,  s k i l l s ,  a b i l i t i e s  and 
p e r s o n a l  c h a r a c t e r i s t i c s  t h a t  c o n t r i b u t e  t o  s u c c e s s f u l  pe r fo rm-  
a n c e  o f  t h e  p o s i t i o n .  

B. I d e n t i f y  t h o s e  q u a l i t i e s  which d e m o n s t r a t e  a  
c a n d i d a t e ' s  p o t e n t i a l  f o r  f u t u r e  p r o m o t i o n ,  when t h e  job b e i n g  
f i l l e d  l e a d s  t o  f u r t h e r  advancement .  

C .  D i s t i n g u i s h  be tween  t h e  knowledge and s k i l l s  t h a t  
an employee mus t  h a v e  a t  t h e  time o f  p romot ion  and t h o s e  t h e  
employee  c a n  a c q u i r e  q u i c k l y  a f t e r  p r o m o t i o n ,  t h r o u g h  e x p e r i e n c e  
a n d  t r a i n i n g .  



I n  s e l e c t i n g  t h e  p r o p e r  method o f  e v a l u a t i n g  c a n d i d a t e s ,  r e c o g n i -  
t i o n  s h o u l d  b e  g i v e n  t o  t h e  f u t u r e  s t a f f i n g  n e e d s  o f  t h e  o r g a n i -  
z a t i o n  a s  w e l l  a s  t h e  c u r r e n t  r e q u i r e m e n t s  o f  t h e  p o s i t i o n s  t o  
b e  f i l l e d .  

I I I . C l 0  EVALUATION MEASURES 

T h e  v a r i o u s  measu res  f o r  e v a l u a t i n g  c a n d i d a t e s  a r e :  

A.  W r i t t e n  Tests.  W r i t t e n  t e s t s  may b e  used  i n  t h e  
e v a l u a t i o n  p r o c e s s ,  b u t  may n o t  b e  t h e  s o l e  means of  e v a l u a t i o n .  
W r i t t e n  tests  must  b e  app roved  b y  t h e  P e r s o n n e l  O f f i c e r  o r  meet 
s u c h  s t a n d a r d s  a s  e s t a b l i s h e d  by  t h e  P e r s o n n e l  O f f i c e r  . 

13. A p p r a i s a l  o f  Pe r fo rmance .  A s u p e r v i s o r y  a p p r a i s a l  
must  b e  o b t a i n e d  f o r  e v e r y  employee who is q u a l i f i e d .  A p p r a i s a l s  
may b e  o b t a i n e d  f rom s u p e r v i s o r s  o t h e r  t h a n  t h e  e m p l o y e e ' s  immed- 
i a  t e  s u p e r v i s o r .  

C .  E x p e r i e n c e .  I n  e v a l u a t i n g  e x p e r i e n c e  t h e  o b j e c t i v e  
i s  t o  d e t e r m i n e  how c l o s e l y  t h e  e x p e r i e n c e  r e l a t e s  t o  t h e  new 
p o s i t i o n  o r  l e v e l  o f  work. Length  of  s e r v i c e  i s  a  f a c t o r  o n l y  
when t h e r e  is  a  c l e a r  and p o s i t i v e  r e l a t i o n s h i p  w i t h  q u a l i t y  o f  
pe r fo rmance .  

D .  Awards. I n  c o n s i d e r i n g  awards  r e c e i v e d  by t h e  
c a n d i d a t e s ,  t h e  w e i g h t  a s s i g n e d  must  b e  b a s e d  on t h o s e  e l e m e n t s  
n e c e s s a r y  t o  s u c c e s s f u l  pe r fo rmance  f o r  t h e  p o s i t i o n  t o  b e  
f i l l e d .  

E .  T r a i n i n g .  An a p p r o p r i a t e  w e i g h t  i s  g i v e n  f o r  
p e r t i n e n t  t r a i n i n g ,  s e l f - d e v e l o p m e n t  and o u t s i d e  a c t i v i t i e s  
which would i n c r e a s e  t h e  employee ' s  p o t e n t i a l  o r  e f f e c t i v e  
p e r f o r m a n c e  i n  t h e  p o s i t i o n  t o  b e  f i l l e d .  

F .  E d u c a t i o n .  E d u c a t i o n  may b e  c o n s i d e r e d  o n l y  i f  i t  
is  c l e a r l y  j o b - r e l a t e d  o r  i f  i t  p r o v i d e s  a  measure  o f  t h e  l e a r n -  
i n g  a b i l i t y - e s s e n t i a l  f o r  g e n u i n e  t r a i n e e  p o s i t i o n s .  

G .  Q u a l i f i c a t i o n s  I n v e s t i g a t i o n .  A q u a l i f i c a t i o n  
i n v e s t i g a t i o n  may b e  used  t o  a s s i s t  i n  d e t e r m i n i n g  e x p e r i e n c e ,  
t r a i n i n g ,  d e g r e e  o f  r e s p o n s i b i l i t y  e x e r c i s e d  and e f f e c t i v e n e s s .  
I n q u i r i e s  may b e  made t o  a s s i s t  i n  j udg ing  how well a  c a n d i d a t e  
i s  l i k e l y  t o  p e r f o r m  a t  a  h i g h e r  l e v e l  o r  i n  a  d i f f e r e n t  k i n d  o f  
work.  

H .  O r a l  I n t e r v i e w .  I n d i v i d u a l  o r  g r o u p  i n t e r v i e w s  
may b e  h e l d .  O r a l  q u e s t i o n s  may r e l a t e  e i t he r  t o  s u b j e c t  m a t t e r  
knowledge o r  t o  o t h e r  m a t t e r s  p e r t i n e n t  t o  t h e  p o s i t i o n  o r  t h e  
c a n d i d a t e .  I f  o r a l  q u e s t i o n s  a r e  i n  t h e  n a t u r e  o f  a  t e s t ,  t h e  
same q u e s t i o n s  and  s e q u e n c e  must  b e  a s k e d  of  e a c h  c a n d i d a t e  and  

- - a  r e c o r d  o f  t h e i r  answers  made p a r t  o f  t h e  p romot ion  r e c o r d .  



SELECTION PROCEDURE 

A .  S e l e c t i o n  is b a s e d  on  t h e  s e l e c t i n g  i n d i v i d u a l ' s  
judgment o f  how well t h e  c a n d i d a t e  w i l l  p e r f o r m  i n  t h e  p o s i t i o n  
t o  b e  f i l l e d  and  t h e  c a n d i d a t e ' s  p o t e n t i a l  f o r  advancement .  
When t h e r e  a r e  less  t h a n  f i v e  ( 5 )  names a v a i l a b l e ,  t h e  s e l e c t i n g  
a u t h o r i t y  i s  n o t  r e q u i r e d  t o  s e l ec t  someone f rom t h e  meri t  
p romot ion  c e r t i f i c a t e .  However, i f  r e t u r n i n g  t h e  c e r t i f i c a t e ,  
t h e  s e l e c t i n g  a u t h o r i t y  mus t  s t a t e  how t h e  p o s i t i o n  w i l l  b e  
f i l l e d .  

B. I f  t h e  s e l e c t i n g  a u t h o r i t y  d i s a g r e e s  w i t h  t h e  
m e r i t  p romot ion  c e r t i f i c a t e ,  o b j e c t i o n s  must  b e  s t a t e d  i n  
w r i t i n g  w i t h  a  r e q u e s t  f o r  t h e  P e r s o n n e l  O f f i c e r  t o  r e v i e w  t h e  
r a n k i n g s .  

C .  The s e l e c t i n g  a u t h o r i t y  n o t e s  t h e  name o f  t h e  
p e r s o n  s e l e c t e d  on t h e  merit p r o m o t i o n  cer t i £  i c a t e .  Reasons  f o r  
s e l e c t i o n  do n o t  have  t o  b e  c i t e d .  The P e r s o n e l  O f f i c e r  n o t i f i e s  
a l l  e l i g i b l e  c a n d i d a t e s  o f  t h e  s e l e c t i o n ,  i n c l u d i n g  t h e  p e r s o n  
s e l e c t e d .  

D.  When t h e  p romot ion  i n v o l v e s  a  move be tween  o rga -  
n i z a t i o n s ,  t h e  e f f e c t i v e  d a t e  i s  n e g o t i a t e d ,  and b a r r i e r s  may 
n o t  b e  p l a c e d  a g a i n s t  t h e  e m p l o y e e ' s  r e l e a s e  by t h e  l o s i n g  
o r g a n i z a t i o n .  The  i n t e r v a l  be tween  n o t i f i c a t i o n  o f  s e l e c t i o n  
and  t h e  r e l e a s e  d a t e  may n o t  b e  more t h a n  t h i r t y  ( 3 0 )  c a l e n d a r  
d a y s  u n l e s s  a g r e e d  t o  b y  t h e  g a i n i n g  o r g a n i z a t i o n .  When t h e  
move be tween  o r g a n i z a t i o n s  a l s o  i n v o l v e s  a  move be tween  i s l a n d s ,  
t h e  a p p o i n t i n g  a u t h o r i t y  c o n c e r n e d  must g i v e  p r i o r  a p p r o v a l  o f  
t h e  s e l e c t i o n .  

E .  When a  f i r s t - l i n e  s u p e r v i s o r y  p o s i t i o n  is f i l l e d ,  
a  d e t e r m i n a t i o n  i s  made a s  t o  t h e  amount o f  s u p e r v i s o r y  t r a i n i n g  
needed  t o  meet t h e  s t a n d a r d .  The s e l e c t i n g  i n d i v i d u a l  and  
P e r s o n n e l  O f f i c e r  w i l l  d e t e r m i n e  and ,  where  n e c e s s a r y ,  s c h e d u l e  
t h e  t r a i n i n g  needed  t o  meet t h e  s t a n d a r d .  

INFORMATION TO EMPLOYEES 

A .  Employees '  a c c e p t a n c e  and  s u p p o r t  o f  t h e  P e r s o n n e l  
S e r v i c e  System p romot ion  program depends  t o  a  l a r g e  e x t e n t  on 
how well t h e y  u n d e r s t a n d  i t s  p u r p o s e  and  o p e r a t i o n  and a r e  a w a r e  
o f  i t s  e f f e c t  on them i n d i v i d u a l l y .  The program d o e s  n o t  
g u a r a n t e e  a  p r o m o t i o n  t o  e v e r y  employee ,  b u t  i t  d o e s  g i v e  e v e r y  
employee  an o p p o r t u n i t y  f o r  f a i r  c o n s i d e r a t i o n .  

B. N e w  employees  w i l l  r e c e i v e  p romot ion  program 
i n f o r m a t i o n  a s  p a r t  o f  t h e i r  o r i e n t a t i o n .  A l l  emp loyees  w i l l  
r e c e i v e  t h i s  i n f o r m a t i o n  f rom time t o  time. 



EMPLOYEE QUESTIONS AND COMPLAINTS 

A .  Employee Q u e s t i o n s .  Any employee who h a s  f i l e d  i n  
r e s p o n s e  t o  a  p r o m o t i o n a l  o p p o r t u n i t y  announcement o r  who h a s  
been  c o n s i d e r e d  f o r  p romot ion  may p r e s e n t  q u e s t i o n s  t o  t h e  
P e r s o n n e l  Off i c e  which h a n d l e d  t h e  vacancy ,  w i t h i n  s e v e n  ( 7 )  
c a l e n d a r  d a y s  a f t e r  r e c e i p t  of  n o t i f i c a t i o n  of s e l e c t i o n .  
Q u e s t i o n s  may b e  s u b m i t t e d  i n  p e r s o n ,  i n  w r i t i n g ,  o r  t h r o u g h  a  
r e p r e s e n t a t i v e .  Among o t h e r  c o n s i d e r a t i o n s ,  an employee i s  
e n t i t l e d  t o  know: 

(1) t h e  l e v e l  of  e l i g i b i l i t y  f o r  a  s p e c i f i c  
p romot ion ;  

( 2 )  i f  c o n s i d e r e d  f o r  s p e c i f i c  p romot ion  and ,  i f  
s o ,  whether  f o u n d  e l i g i b l e ;  

( 3 )  i f  i n  t h e  g r o u p  from which s e l e c t i o n  was 
made; and 

( 4 )  who was s e l e c t e d  f o r  t h e  p romot ion .  

B. Employee C o m p l a i n t s .  I f  t h e  employee i s  
d i s s a t i s f i e d  and  t h e  m a t t e r  c a n n o t  b e  r e s o l v e d  on an i n f o r m a l  
b a s i s ,  t h e  employee  may h a v e  r e c o u r s e  t o  P a r t  I I I . G ,  G r i e v a n c e  
P r o c e d u r e .  Mere f a i l u r e  t o  b e  s e l e c t e d  f o r  p romot ion  when 
p r o p e r  p romot ion  and s e l e c t i o n  p r o c e d u r e s  were  used  i s  n o t  a  
b a s i s  f o r  a  f o r m a l  c o m p l a i n t .  

I I I . C l 4  REVIEW OF PROMOTION PROGRAM 

The P e r s o n n e l  O f f i c e r  a p p r a i s e s  t h e  o p e r a t i o n  of  t h e  M e r i t  
P romot ion  Program a t  l e a s t  o n c e  a  y e a r  a s  p a r t  o f  t h e  p e r s o n n e l  
management e v a l u a t i o n  p r o c e s s  t o  a s s u r e :  

A .  P romot ion  g u i d e l i n e s  and p l a n s  a r e  a s  e f f e c t i v e  a s  
p o s s i b l e ;  

B. The p romot ion  program i s  u s e f u l  t o  management; 
C .  P romot ion  a c t i o n s  a r e  t a k e n  p r o m p t l y  and i n  

conformance  w i t h  t h e  p l a n ;  
D .  Employee c o m p l a i n t s  a r e  h a n d l e d  p rompt ly  and  

p r o p e r l y ;  
E .  P romot ion  a c t i o n s  a r e  used  e f f e c t i v e l y  t o  

e n c o u r a g e  c o m p e t e n t  employees ,  t o  open expanded c a r e e r s  t o  them, 
and  t o  make t h e  b e s t  u s e  o f  t h e i r  _ s k i l l s ;  and 

F .  Employees ,  s u p e r v i s o r s  and managers  h a v e  a  f u l l  
u n d e r s t a n d i n g  o f  t h e  p romot ion  program p r o c e s s .  



PERSONNEL SERVICE SYSTEM REGULATIONS 
EXECUTIVE BRANCH 

PART I I I SUB-PART D 
SUSPENSIONSl SEPARATIONS AND DEMOTIONS 

GENERAL: T h i s  s u b - p a r t  a p p l i e s  t o  s u s p e n s i o n s ,  f u r l o u g h s ,  
s e p a r a t i o n s  and  demot ions  n o t  r e s u l t i n g  from r e d u c t i o n - i n - f o r c e  
( R I F ) .  

1 I I . D l  SEPARATIONS NOT I N V O L V I N G  PERSONAL CAUSE 

A. R e s i g n a t i o n .  R e s i g n a t i o n s  s h a l l  b e  i n  w r i t i n g  and  
s h a l l  b e  s u b m i t t e d  a t  l e a s t  f o u r t e e n  ( 1 4 )  c a l e n d a r  days  i n  
advance  of  t h e  e f f e c t i v e  d a t e .  The P e r s o n n e l  O f f i c e r  may d e s i g -  
n a t e  management and h i g h l y  s k i l l e d  t e c h n i c a l  c l a s s e s  f o r  which 
t h i s  p e r i o d  may b e  e x t e n d e d  t o  t h i r t y  ( 3 0 )  d a y s .  

The a p p o i n t i n g  a u t h o r i t y  s h a l l  s u b m i t  a  copy  o f  t h e  w r i t t e n  
r e s i g n a t i o n  and  t h e  n e c e s s a r y  t e r m i n a t i n g  documents  t o  t h e  Pe r -  
s o n n e l  O f f i c e  f o r  consummation o f  t h e  a c t i o n .  Wi thdrawal  o f  a  
r e s i g n a t i o n  may b e  p e r m i t t e d  p r o v i d e d :  

(1) The e m p l o y e e ' s  w i s h e s  a r e  made known, i n  
w r i t i n g ,  p r i o r  t o  t h e  e f f e c t i v e  d a t e ;  and 

( 2 )  The a p p o i n t i n g  a u t h o r i t y  a g r e e s  t o  t h e  
p roposed  w i t h d r a w a l .  

B. R e t i r e m e n t ,  V o l u n t a r y .  An employee may b e  
s e p a r a t e d  f o r  t h e  p u r p o s e  o f  v o l u n t a r y  r e t i r e m e n t ,  p r o v i d e d  t h e  
employee meets t h e  e l i g i b i l i t y  s t a n d a r d s  f o r  a g e  and  s e r v i c e  
c o v e r e d  under  t h e  Nor the rn  Mar i a n a  I s l a n d s  R e t i r e m e n t  Program. 

C .  T e r m i n a t i o n  f o r  Medica l  Reasons .  When an employee 
c o n t a c t s  an i n f e c t i o u s  o r  c o n t a g i o u s  d i s e a s e  which e n d a n g e r s  t h e  
h e a l t h  of  o t h e r s ,  o r  becomes m e n t a l l y  i n c a p a c i t a t e d ,  o r  i s  
o t h e r w i s e  p e r m a n e n t l y  p h y s i c a l l y  d i s a b l e d  f o r  t h e  s a t i s f a c t o r y  
pe r fo rmance  o f  d u t i e s  of  t h e  p o s i t i o n  t o  which a s s i g n e d ,  t h e  
P e r s o n n e l  O f f i c e r  may t e r m i n a t e  t h e  employee p r o v i d e d :  

(1) No s u i t a b l e  r e a s s i g n m e n t  can  b e  made w i t h i n  
t h e  d e p a r t m e n t  o r  l o c a t i o n  t o  which t h e  employee  is a s s i g n e d ;  and 

( 2 )  Medica l  e x a m i n a t i o n  p r o c e d u r e s ,  a s  o u t l i n e d  
i n  P a r t  I11 . B 5 ,  h a v e  been  compl i ed  w i t h .  

An employee whose s e r v i c e s  a r e  t e r m i n a t e d  under  t h i s  p a r t  may b e  
e l i g i b l e  f o r  d i s a b i l i t y  r e t i r e m e n t  under  t h e  N M I  R e t i r e m e n t  Pro-  
gram. The r e s p o n s i b i l i t y  f o r  a p p l y i n g  f o r  d i s a b i l i t y  r e t i r e m e n t  
r e s t s  w i t h  t h e  employee  a l t h o u g h  i t  i s  t h e  r e s p o n s i b i l i t y  o f  t h e  
P e r s o n n e l  O f f i c e r  t o  a s s u r e  t h a t  t h e  employee i s  aware  of  s u c h  
an o p p o r t u n i t y  . 



D. V o l u n t a r y  Demotion.  An employee  may v o l u n t e e r  f o r  
demot ion  t o  a  l ower  c l a s s  o f  p o s i t i o n  a t  a  lower  pay  l e v e l .  The 
a p p r o v a l  o f  s u c h  a  r e q u e s t  by t h e  a p p r o p r i a t e  management o f f i -  
c i a l s  must b e  c o n t i n g e n t  upon t h e  f o l l o w i n g  f a c t o r s :  

(1) A v a c a n t  p o s i t i o n  i n  t h e  c l a s s  and pay  l e v e l  
mus t  b e  a v a i l a b l e  w i t h i n  t h e  j u r i s d i c t i o n  of t h e  management 
o f f i c i a l  c o n c e r n e d .  

( 2 )  No a d d i t i o n a l  c o s t  s h a l l  a c c r u e  t o  t h e  
government  a s  a  r e s u l t  o f  o r  i n c i d e n t  t o  t h e  demot ion  a c t i o n .  

( 3 )  The s a l a r y  o f  t h e  demoted employee i n  t h e  
lower  l e v e l  p o s i t i o n  s h a l l  b e  s e t  a t  t h e  same n u m e r i c a l  s t e p  i n  
t h e  lower  l e v e l  p o s i t i o n  a s  t h e  employee r e c e i v e d  i n  t h e  h i g h e r  
p o s i t i o n .  

I I I e D 2  FURLOUGHS, SUSPENSIONSI SEPARATIONS FOR PERSONAL CAUSE, 
AND DEMOTIONS FOR DISCIPLINARY REASONS (ADVERSE ACTIONS) 

A .  A u t h o r i t y  t o  t a k e  Adve r se  A c t i o n .  U n l e s s  s p e c i f i e d  
by  l aw ,  t h e  a u t h o r i t y  t o  h i r e  i s  f o l l o w e d  b y  t h e  a u t h o r i t y  t o  
e f f e c t  a d v e r s e  a c t i o n s .  For t h i s  p u r p o s e ,  a p p o i n t i n g  a u t h o r i t i e s  
s h a l l  i n c l u d e  t h e  Gove rno r ,  t h e  L i e u t e n a n t  Gove rno r ,  s t a f f  
o f f i c e r s ,  t h e  P e r s o n n e l  O f f i c e r  , d e p a r t m e n t  d i r e c t o r s ,  and  c h a i r -  
p e r s o n s  o f  b o a r d s  and commiss ions .  T h e s e  p e r s o n s  may d e l e g a t e ,  
i n  w r i t i n g ,  a u t h o r i t y  t o  e f f e c t  a d v e r s e  a c t i o n s  t o  d i v i s i o n  h e a d s  
o f  d e p a r t m e n t s  and r e s i d e n t  d e p a r t m e n t  h e a d s ,  o r  t o  e x e c u t i v e  
d i r e c t o r s  o f  b o a r d s  and commiss ions .  The a u t h o r i t y  t o  e f f e c t  
a d v e r s e  a c t i o n s  may n o t  b e  f u r t h e r  d e l e g a t e d  o r  r e d e l e g a t e d .  
Throughout  t h i s  p a r t  t h e  t e r m  ' ' a p p o i n t i n g  a u t h o r i t y "  w i l l  r e f e r  
o n l y  t o  an i n d i v i d u a l  who i s  s p e c i f i c a l l y  g r a n t e d  a u t h o r i t y  by  
t h i s  p a r t  t o  e f f e c t  a d v e r s e  a c t i o n s .  

B. Employee Cove rage .  T h i s  p a r t  a p p l i e s  t o  a l l  
permanent  employees  of  t h e  gove rnmen t ,  a s  p r o v i d e d  unde r  
C o n s t i t u t i o n a l  Amendment No. 4 1  and 1 CMC 8101 ,  e t  s e q . ,  e x c e p t :  

(1) employees  whose a p p o i n t m e n t s  must b e  made w i t h  
t h e  a d v i c e  and c o n s e n t  o f  t h e  L e g i s l a t u r e ;  

( 2 )  employees ,  t e m p o r a r i l y  p romoted ,  t o  b e  
r e t u r n e d  t o  t h e i r  f o rmer  p o s i t i o n s  f rom which t e m p o r a r i l y  
p romoted ;  

( 3  ) employees  and a p p o i n t e e s  i n  p o s i t i o n s  e x c e p t e d  
by  t h e  Commonwealth C o n s t i t u t i o n ;  

( 4 )  employees  under  t h e  Off ices  of  t h e  Mayors a s  
s t a t e d  i n  1 CMC 5101 ,  e t  s e q . ;  and 

( 5 )  employees  h i r e d  unde r  s p e c i a l  c o n t r a c t s  f o r  a  
s p e c i f i e d  t e r m  n o t  t o  e x c e e d  one  (1) y e a r .  

C .  M e r i t  o f  Adve r se  A c t i o n .  An a c t i o n  a g a i n s t  an 
employee  may n o t  b e  t a k e n  under  t h i s  p a r t  e x c e p t  f o r  " s u c h  c a u s e  
a s - w i l l  promote  t h e  e f f i c i e n c y  o f  t h e  s e r v i c e . "  

- 



D. Admonishment. An admonishment  i s  an i n f o r m a l  
d i s c i p l i n a r y  measu re .  A manager o r  s u p e r v i s o r  may d i s c u s s  a t  
a n y  time minor  d e f i c i e n c i e s  i n  p e r f o r m a n c e  o r  c o n d u c t  w i t h  t h e  
o b j e c t i v e  o f  improv ing  an e m p l o y e e ' s  e f f e c t i v e n e s s .  Admonish- 
m e n t s  s h a l l  n o t  b e  made a  m a t t e r  o f  r e c o r d .  

E .  Reprimand.  A r e p r i m a n d  i s  a  f o r m a l  means of  c a l l -  
i n g  t o  an e m p l o y e e ' s  a t t e n t i o n  minor  d e f i c i e n c i e s  i n  p e r f o r m a n c e  
o r  c o n d u c t  wh ich ,  i f  c o n t i n u e d ,  may r e s u l t  i n  f u r t h e r  d i s c i p l i -  
n a r y  measu re s .  I t  i s  t h e  f i r s t  f o r m a l  s t e p  i n  t h e  d i s c i p l i n a r y  
p r o c e s s .  Repr imands  a r e  a l w a y s  i n  w r i t i n g  a n d  s h o u l d  c o n t a i n  
s p e c i f i c  r e f e r e n c e s  t o  p e r f o r m a n c e  d e f i c i e n c i e s ,  c i t a t i o n s  o f  
i n s t a n c e s  o f  m i s c o n d u c t ,  a n d  a  w a r n i n g  t h a t  more s t e r n  d i s c i -  
p l i n a r y  m e a s u r e s  may b e  t a k e n  i f  t h e  e m p l o y e e ' s  p e r f o r m a n c e  o r  
c o n d u c t  i s  n o t  improved .  A copy o f  t h e  r e p r i m a n d  becomes a  p a r t  
o f  t h e  e m p l o y e e ' s  O f f i c i a l  P e r s o n n e l  F o l d e r  (OPF).  T h e r e  i s  no 
r e c o u r s e  t o  f o r m a l  a p p e a l  p r o c e s s e s  a s  a  r e s u l t  o f  a  r e p r i m a n d ;  
however ,  an employee  who f e e l s  a  r e p r i m a n d  i s  n o t  j u s t i f i e d  may 
r e s o r t  t o  t h e  G r i e v a n c e  P r o c e d u r e .  ( S e e  P a r t  1 I I . G . )  

F .  F u r l o u g h .  A f u r l o u g h  i s  an a c t i o n  p l a c i n g  an 
employee i n  a  non-duty  and  non-pay s t a t u s  b e c a u s e  o f  l a c k  of  
work o r  f u n d s .  I t  i s  an a d v e r s e  a c t i o n  i f  f o r  a  p e r i o d  o f  t h i r t y  
( 3 0 )  c a l e n d a r  d a y s  o r  less. F u r l o u g h s  of more t h a n  t h i r t y  ( 3 0 )  
c a l e n d a r  d a y s  a r e  r e d u c t i o n - i n - f o r c e  a c t i o n s  and s h a l l  b e  
a c c o m p l i s h e d  u s i n g  r e d u c t i o n - i n - f o r c e  p r o c e d u r e s .  (See P a r t  
I11 . E .  ) 

G .  S u s p e n s i o n  Not t o  Exceed T h r e e  ( 3 )  Working Days. 
A s u s p e n s i o n  i s  an a c t i o n  p l a c i n g  an  employee  i n  a  non-duty and 
non-pay s t a t u s  f o r  d i s c i p l i n a r y  r e a s o n s  f o r  a  p e r i o d  n o t  t o  
e x c e e d  t h r e e  ( 3 )  work ing  d a y s .  T h e r e  i s  no f o r m a l  a p p e a l  f rom 
s u c h  a  s u s p e n s i o n ,  a l t h o u g h  t h e  employee may r e s o r t  t o  t h e  
G r i e v a n c e  P r o c e d u r e  i f  t h e  employee  f e e l s  t h e  s u s p e n s i o n  is  
imprope r  o r  n o t  j u s t i f i e d .  ( S e e  P a r t  1 I I . G . )  

H .  S u s p e n s i o n  f o r  More t h a n  T h r e e  ( 3 )  Working Days.  
A s u s p e n s i o n  is an a c t i o n  p l a c i n g  an  employee i n  a  non-duty  and  
non-pay s t a t u s  f o r  d i s c i p l i n a r y  r e a s o n s .  A p p o i n t i n g  a u t h o r i t i e s  
a u t h o r i z e d  t o  t a k e  a d v e r s e  a c t i o n s  may s u s p e n d  an employee f o r  
s u c h  c a u s e  a s  w i l l  p romote  t h e  e f f i c i e n c y  o f  t h e  government  
s e r v i c e ,  p r o v i d e d  a l l  a d v e r s e  a c t i o n  p r o c e d u r e s  a r e  f o l l o w e d .  

I .  Abandonment o f  J o b .  An employee  a b s e n t  w i t h o u t  
l e a v e  ( A W O L ) ,  w i t h o u t  v a l i d  r e a s o n ,  f o r  a  combined t o t a l  o f  t e n  
( 1 0 )  work ing  d a y s  i n  any  t w e l v e  ( 1 2 )  month p e r i o d  may b e  termi- 
n a t e d  f rom employment f o r  j ob  abandonment ,  p r o v i d e d  a l l  a d v e r s e  
a c t i o n  p r o c e d u r e s  a r e  f o l l o w e d .  

A s  o f  t h e  l a s t  d a y  o f  s u c h  AWOL, t h e  e m p l o y e e ' s  a b s e n c e  may b e  
c o n s i d e r e d  i n  e f f e c t  a  r e s i g n a t i o n .  An a p p o i n t i n g  a u t h o r i t y  may 
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c a n c e l  s u c h  t e r m i n a t i o n ,  however ,  i f  i t  d e t e r m i n e s  t h a t  c i rcum- 
s t a n c e s  w a r r a n t  s u c h  c a n c e l l a t i o n .  Noth ing  i n  t h i s  s e c t i o n  
s h a l l  p r e c l u d e  an a p p o i n t i n g  a u t h o r i t y  f rom t a k i n g  d i s c i p l i n a r y  
a c t i o n  a g a i n s t  an employee f o r  a b s e n c e  w i t h o u t  l e a v e .  

J .  Removals.  A p p o i n t i n g  a u t h o r i t i e s  may t a k e  removal  
a c t i o n  a g a i n s t  an employee f o r  j u s t  c a u s e  p r o v i d e d  a l l  a d v e r s e  
a c t i o n  p r o c e d u r e s  a r e  f o l l o w e d .  

K .  R e d u c t i o n  i n  Rank o r  Pay .  A p p o i n t i n g  a u t h o r i t i e s  
may t a k e  a c t i o n  t o  r e d u c e  an employee  i n  r ank  o r  pay f o r  c a u s e .  

(1) " R e d u c t i o n  i n  r a n k "  means more t h a n  o n e  
n u m e r i c a l  g r a d e  o r  pay  l e v e l  under  t h e  c l a s s i f i c a t i o n  s y s t e m .  
B a s i c a l l y ,  it  means l o w e r i n g  an  e m p l o y e e ' s  r e l a t i v e  s t a n d i n g  i n  
t h e  o r g a n i z a t i o n a l  s t r u c t u r e  a s  d e t e r m i n e d  b y  t h e  e m p l o y e e ' s  
o f f i c i a l  p o s i t i o n  d e s c r i p t i o n .  An e m p l o y e e ' s  p o s i t i o n  a s s i g n m e n t  
may be changed  o n l y  by an o f f i c i a l  p e r s o n n e l  a c t i o n .  When an 
employee is made t h e  s u b j e c t  o f  an o f f i c i a l  p e r s o n n e l  a c t i o n  
which  r e s u l t s  i n  l o w e r i n g  t h e  e m p l o y e e ' s  r e l a t i v e  s t a n d i n g  i n  
t h e  o r g a n i z a t i o n a l  s t r u c t u r e ,  a  r e d u c t i o n  i n  r ank  h a s  o c c u r r e d  
even  though  t h e r e  h a s  n o t  been  a  r e d u c t i o n  i n  c l a s s  o r  pay  
l e v e l .  Such a c t i o n s  may b e  t a k e n  o n l y  unde r  a d v e r s e  a c t i o n  
p r o c e d u r e s .  

( 2 )  " R e d u c t i o n  i n  pay" means r e d u c t i o n  i n  b a s i c  
c l a s s  and pay  l e v e l  o f  an employee .  The b a s e  pay  is f i x e d  by  
law o r  a d m i n i s t r a t i v e  a c t i o n .  Base  p a y  d o e s  n o t  o r d i n a r i l y  
encompass  e x t r a  o r  a d d i t i o n a l  payment f o r  s p e c i a l  c o n d i t i o n s  o r  
d u t i e s  which a r e  g e n e r a l l y  r e g a r d e d  a s  premium p a y  o r  a l l o w a n c e s .  
To r e d u c e  c l a s s  and pay l e v e l  f o r  d i s c i p l i n a r y  r e a s o n s ,  a p p o i n t -  
i n g  a u t h o r i t i e s  a u t h o r i z e d  t o  t a k e  s u c h  a c t i o n s  must  f o l l o w  
a d v e r s e  a c t i o n  p r o c e d u r e s .  

L .  S e p a r a t i o n  d u r i n g  P r o b a t i o n  

(1) I f  i t  becomes e v i d e n t  d u r i n g  t h e  p r o b a t i o n a r y  
p e r i o d  t h a t  t h e  employee  l a c k s  t h e  a b i l i t y ,  a t t i t u d e  o r  d e s i r e  
t o  become an e f f i c i e n t  and  p r o d u c t i v e  employee i n  t h e  p o s i t i o n  
t o  which a p p o i n t e d ,  o r  t h e r e  i s  l a c k  o f  f u n d s  o r  work t o  b e  
done ,  t h a t  employee s h a l l  b e  s e p a r a t e d  f rom t h e  s e r v i c e .  

( 2 )  A p p o i n t i n g  a u t h o r i t i e s  who f i n d  i t  n e c e s s a r y  
t o  s e p a r a t e  an employee d u r i n g  p r o b a t i o n  s h a l l  p r o v i d e  t h e  
employee  w i t h  n o t  less t h a n  f o u r t e e n  ( 1 4 )  c a l e n d a r  d a y s '  n o t i c e ,  
i n  w r i t i n g ,  s p e c i f y i n g  t h e  r e a s o n s  f o r  t h e  s e p a r a t i o n .  The 
employee  s h a l l  b e  a f f o r d e d  t h e  r i g h t  t o  d i s c u s s  t h e  s i t u a t i o n  
w i t h  t h e  management o f f i c i a l  n e x t  a b o v e  t h e  o n e  i n i t i a t i n g  t h e  
s e p a r a t i o n .  I f  such  management o f f i c i a l  d o e s  n o t  make a  f i n a l  
d e c i s i o n  known t o  t h e  employee b e f o r e  t h e  s e p a r a t i o n  d a t e ,  t h e  
employee  may s e e k  t h e  a s s i s t a n c e  o f  t h e  P e r s o n n e l  O f f i c e r  t o  
h a v e  t h e  s e p a r a t i o n  d a t e  e x t e n d e d  f o r  an a d d i t i o n a l  f o u r  t e e n  

- ( 1 4 )  c a l e n d a r  d a y s .  The P e r s o n n e l  O f f i c e r  may r e j e c t  such  
r e q u e s t  f o r  good c a u s e .  



( 3 )  G r i e v a n c e ,  a d v e r s e  a c t i o n  o r  r e d u c t i o n - i n -  
f o r c e  p r o c e d u r e s  do n o t  a p p l y  t o  s e p a r a t i o n s  d u r i n g  p r o b a t i o n .  

M .  P r o c e d u r e  f o r  t a k i n g  Adve r se  A c t i o n s .  A p p o i n t i n g  
a u t h o r i t i e s  must o b s e r v e  c e r t a i n  p r o c e d u r a l  r e q u i r e m e n t s  when 
p r o c e s s i n g  a d v e r s e  a c t i o n s  c o v e r e d  i n  t h i s  s u b - p a r t .  T h e s e  
p r o c e d u r a l  r e q u i r e m e n t s  a r e  p r e s e n t e d  h e r e  i n  a b b r e v i a t e d  form.  
A l e t t e r  o f  p r o p o s e d  a d v e r s e  a c t i o n  must b e  r ev i ewed  by t h e  
P e r s o n n e l  O f f i c e r  and t h e  A t t o r n e y  G e n e r a l ,  o r  t h e i r  d e s i g n e e s ,  
b e f o r e  i s s u a n c e .  P r o c e d u r e s  f o r  removal ,  s u s p e n s i o n  f o r  more 
t h a n  t h r e e  ( 3 )  work ing  d a y s ,  f u r l o u g h  w i t h o u t  p a y  and  r e d u c t i o n  
i n  r ank  o r  pay  a r e  a s  f o l l o w :  

(1) The a p p o i n t i n g  a u t h o r i t y  must  g i v e  t h e  
employee  a t  l eas t  t h i r t y  ( 3 0 )  d a y s '  advance  w r i t t e n  n o t i c e  o f  
t h e  p roposed  a c t i o n .  I n  t h e  e v e n t  t h a t  c r i m i n a l  c h a r g e s  a r e  
f i l e d  a g a i n s t  a n  employee ,  t h e  employee  s h a l l  b e  i m m e d i a t e l y  
suspended  w i t h o u t  p a y ,  r e a s s i g n e d ,  o r  s u b j e c t  t o  s u c h  o t h e r  
a c t i o n  a s  management may deem n e c e s s a r y .  I n  t h e  e v e n t  t h e  
c h a r g e s  a r e  d i s m i s s e d  o r  t h e  employee  i s  found  n o t  g u i l t y ,  t h e  
employee  s h a l l  b e  r e i n s t a t e d  w i t h  b e n e f i t s  and  pay  r e t r o a c t i v e  
t o  t h e  d a t e  o f  s u s p e n s i o n .  

( 2 )  The n o t i c e  must  s t a t e  any  and a l l  r e a s o n s  f o r  
t h e  p r o p o s e d  a c t i o n  s p e c i f i c a l l y  and i n  d e t a i l .  

( 3 )  The employee h a s  t h e  r i g h t  t o  answer  p e r s o n a l -  
l y  and /o r  i n  w r i t i n g .  The employee  s h a l l  b e  a l l o w e d  n o t  more 
t h a n  twen ty  ( 2 0 )  d a y s  t o  answer  t h e  n o t i c e  of p roposed  a c t i o n .  
E x c e p t  a s  n o t e d  i n  Item 5 be low,  t h r e e  ( 3 )  work d a y s  w i t h i n  t h e  
a l l o w e d  t w e n t y  ( 2 0 )  d a y s  s h a l l  b e  o f f i c i a l  time i n  which t o  
s e c u r e  a f f i d a v i t s  and p r e p a r e  a n  answer .  The P e r s o n n e l  O f f i c e r  
may e x t e n d  t h e  o f f i c i a l  time n o t  t o  exceed  t h r e e  ( 3 )  a d d i t i o n a l  
work d a y s .  

( 4 )  I f  t h e  employee a n s w e r s ,  management must  
c o n s i d e r  t h a t  a n s w e r .  

( 5 )  I f  a t  a l l  p r a c t i c a b l e ,  t h e  employee must b e  
k e p t  on a c t i v e  d u t y  i n  t h e  r e g u l a r  p o s i t i o n  d u r i n g  t h e  n o t i c e  
p e r i o d .  I n  a n  emergency ,  however ,  t h e  employee may b e  suspended  
d u r i n g  t h e  a d v a n c e  n o t i c e  p e r i o d  and p l a c e d  on Leave  Wi thou t  Pay 
(LWOP) o r ,  w i t h  t h e  e m p l o y e e ' s  c o n s e n t ,  c a r r i e d  on a n n u a l  l e a v e .  

( 6 )  Management must  g i v e  t h e  employee  a  w r i t t e n  
d e c i s i o n  b e f o r e  t h e  a d v e r s e  a c t i o n  i s  e f f e c t e d .  The d e c i s i o n  
must  s t a t e  which  o f  t h e  r e a s o n s  i n  t h e  advance  n o t i c e  have  been  
f o u n d  s u s t a i n e d  and  which have  b e e n  found  n o t  s u s t a i n e d .  

( 7 )  The d e c i s i o n  must t e l l  t h e  employee of  a p p e a l  
r i g h t s .  

( 8 )  Advance w r i t t e n  n o t i c e  and o p p o r t u n i t y  t o  
answer  a r e  n o t  n e c e s s a r y  i f  t h e  employee  i s  f u r l o u g h e d  d u e  t o  
u n f o r e s e e a b l e  c i r c u m s t a n c e s ,  s u c h  a s  sudden  breakdowns i n  
e q u i p m e n t ,  a c t s  o f  God, o r  e m e r g e n c i e s  r e q u i r i n g  c u r t a i l m e n t  o f  
a c t i v i t i e s .  
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PERSONNEL SERVICE SYSTEM REGULATIONS 
EXECUTIVE BRANCH 

PART 111, SUB-PART E 
REDUCTION-IN-FORCE ( R I F )  

GENERAL: T h i s  s u b - p a r t  e s t a b l i s h e s  t h e  g e n e r a l  r e g u l a t i o n s  
under  which r e d u c t i o n - i n - f o r c e  s h a l l  b e  a c c o m p l i s h e d .  T h e s e  
r e g u l a t i o n s  c o n c e r n  t h e  removal  o r  r e d u c t i o n  i n  c l a s s  o r  p a y  
l e v e l  o f  emp loyees  b e c a u s e  of  l a c k  of  work o r  f u n d s ,  o r  o t h e r  
management r e q u i r e m e n t s ,  b u t  n o t  f o r  d i s c i p l i n a r y  r e a s o n s .  An 
a p p o i n t i n g  a u t h o r i t y  s h o u l d  e x h a u s t  a l l  a d m i n i s t r a t i v e  a l t e r n a -  
t i v e s  t o  p l a c e  t h e  employee i n  a n o t h e r  e q u i v a l e n t  p o s i t i o n  b e f o r e  
r e d u c t i o n - i n - f o r c e  p r o c e d u r e s  a r e  i n s t i t u t e d .  

POLICY 

I t  i s  t h e  p o l i c y  of  t h e  gove rnmen t ,  w i t h i n  i t s  a v a i l a b l e  
r e s o u r c e s ,  t o  p r o v i d e  job  s e c u r i t y  t o  e v e r y  employee .  When it 
becomes n e c e s s a r y  t o  r e d u c e  t h e  work f o r c e ,  e v e r y  e f f o r t  w i l l  b e  
made t o  i n s u r e  t h a t  t h e  r e d u c t i o n  i s  a c c o m p l i s h e d  w i t h  a  minimum 
d i s r u p t i o n  i n  o p e r a t i o n s  and a  minimum n e g a t i v e  impac t  on  e a c h  
employee  a f f e c t e d .  

I11 . E 2  COVERAGE 

T h i s  p a r t  a p p l i e s  t o  a l l  pe rmanen t  employees  of  t h e  gove rnmen t ,  
a s  p r o v i d e d  under  1 CMC 8101,  e t  s e q . ,  and C o n s t i t u t i o n a l  
Amendment No. 41 ,  e x c e p t :  

A .  Employees  whose a p p o i n t m e n t s  must  b e  made w i t h  t h e  
a d v i c e  and c o n s e n t  o f  t h e  L e g i s l a t u r e ;  

B. Employees ,  t e m p o r a r i l y  p romoted ,  t o  b e  r e t u r n e d  t o  
t h e i r  f o rmer  p o s i t i o n s  f rom which  t e m p o r a r i l y  p romoted ;  

C .  Employees and a p p o i n t e e s  i n  p o s i t i o n s  e x c e p t e d  by 
t h e  Commonwealth C o n s t i t u t i o n ;  

D .  Employees  unde r  t h e  O f f i c e s  of t h e  Mayors a s  s t a t e d  
i n  1 CMC 5101,  e t  s e q . ;  

E ,  Employees h i r e d  unde r  s p e c i a l  c o n t r a c t s  f o r  a  
s p e c i f i e d  t e r m  n o t  t o  e x c e e d  one  (1) y e a r ;  and 

F .  Temporary o r  p r o b a t i o n a r y  employees .  

I11 .E3 REDUCTION-IN-FORCE P L A N N I N G  

When it becomes e v i d e n t  t h a t  r e d u c t i o n - i n - f o r c e  ( R I F )  must  b e  
made, t h e  a p p o i n t i n g  a u t h o r i t y  c o n c e r n e d  s h a l l  p r o v i d e  t h e  
P e r s o n n e l  O f f i c e r  n o t i c e  of i n t e n t i o n  t o  t a k e  R I F  a c t i o n  a t  l e a s t  
s i x t y  ( 6 0 )  d a y s  i n  advance .  The a p p o i n t i n g  a u t h o r i t y  s h a l l  t h e n  
i n s t i t u t e  a d m i n i s t r a t i v e  p r o c e d u r e s  t o  a s s u r e  t h a t  a l l  l e g i t i m a t e  
p o s s i b i l i t i e s  f o r  r e a s s i g n m e n t  h a v e  been  e x h a u s t e d  and t h a t  
f o r m a l  r e d u c t i o n - i n - f o r c e  i s  t h e  o n l y  r e m a i n i n g  a l t e r n a t i v e .  



I11 . E 4  COMPETITIVE PROCESSES 

D e t a i l e d  c o m p e t i t i v e  p r o c e s s e s  s h a l l  b e  e s t a b l i s h e d  by t h e  
P e r s o n n e l  O f f i c e r  t o  a s s u r e  e q u i t a b l e  c o m p e t i t i o n ,  r e c o g n i t i o n  
o f  s e n i o r i t y  and  t e n u r e  and  p r o t e c t i o n  of  t h e  p u b l i c  i n t e r e s t .  
For  a d m i n i s t r a t i v e  p u r p o s e s ,  c o m p e t i t i o n  s h a l l  b e  l i m i t e d  by t h e  
e s t a b l i s h m e n t  o f  c o m p e t i t i v e  a r e a s  and r e c o g n i t i o n  o f  c o m p e t i t i v e  
l e v e l s .  

A .  C o m p e t i t i v e  A r e a s .  For  a l l  p o s i t i o n s :  

Area  1. S a i p a n  
Area  2 .  R o t a  
Area 3 .  T i n i a n  
Area  4 .  N o r t h e r n  I s l a n d s  

B. C o m p e t i t i v e  L e v e l s .  C o m p e t i t i v e  l e v e l s  a r e  com- 
p r i s e d  of  a l l  p o s i t i o n s  w i t h i n  a  c o m p e t i t i v e  a r e a  which  c o n s i s t  
o f  t h e  same o r  c l o s e l y  r e l a t e d  d u t i e s ,  have  e s s e n t i a l l y  t h e  same 
q u a l i f i c a t i o n s  and a r e  i n  t h e  same c l a s s  and pay  l e v e l .  

C .  C o m p e t i t i o n  W i t h i n  a  C o m p e t i t i v e  L e v e l .  When a  
p o s i t i o n  i s  a b o l i s h e d  w i t h i n  a  c o m p e t i t i v e  l e v e l ,  t h e  i ncumben t  
s h a l l  d i s p l a c e  t h e  employee w i t h  t h e  l o w e s t  r e t e n t i o n  s t a n d i n g  
i n  t h a t  c o m p e t i t i v e  l e v e l .  P e r s o n s  o c c u p y i n g  p o s i t i o n s  unde r  
l i m i t e d - t e r m  a p p o i n t m e n t s  i n  t h e  c o m p e t i t i v e  l e v e l  s h a l l  b e  
t e r m i n a t e d  b e f o r e  R I F  c o m p e t i t i o n  i s  i n s t i t u t e d .  

I f  an employee  whose p o s i t i o n  i s  a b o l i s h e d  d o e s  n o t  have s u f f  i- 
c i e n t  r e t e n t i o n  s t a n d i n g  t o  d i s p l a c e  a n o t h e r  employee ,  t h a t  
employee  s h a l l  b e  r e l e a s e d  f rom t h e  c o m p e t i t i v e  l e v e l  t o  
e x e r c i s e  r e t r e a t  r i g h t s  o r  a s s i g n m e n t  r i g h t s  o r  b e  s e p a r a t e d  
f rom t h e  s e r v i c e .  

D .  R e t r e a t  R i g h t s .  When a n  employee h a s  i n s u f f i c i e n t  
r e t e n t i o n  s t a n d i n g  t o  compete  w i t h i n  t h a t  e m p l o y e e ' s  c o m p e t i t i v e  
l e v e l ,  t h e  employee  s h a l l  compete  down t h e  l i n e  of  p r o m o t i o n .  
T h i s  i s  known a s  t h e  e x e r c i s e  o f  R e t r e a t  R i g h t s .  An employee  
r e l e a s e d  f rom a  c o m p e t i t i v e  l e v e l  may d i s p a c e  t h e  employee w i t h  
t h e  l o w e s t  r e t e n t i o n  s t a n d i n g  be low t h a t  of t h e  r e l e a s e d  employee 
i n  t h e  h i g h e s t  c o m p e t i t i v e  l e v e l  f rom which p romoted .  The 
employee  s h a l l  c o n t i n u e  t o  compete  a t  s u c c e s s i v e l y  lower  l e v e l s  
a l o n g  t h e  l i n e  o f  p romot ion  u n t i l  p l a c e d  o r ,  i f  p l a c e m e n t  c a n n o t  
b e  made, s e p a r a t e d  by r e d u c t i o n - i n - f o r c e .  

E .  C r e d i t a b l e  S e r v i c e  f o r  R e d u c t i o n - i n - F o r c e .  

(1) T r u s t  T e r r i t o r y  P u b l i c  S e r v i c e  e x p e r i e n c e  
s i n c e  Un i t ed  S t a t e s  a d m i n i s t r a t i o n  t o o k  o v e r  ( i n c l u d i n g  WAE 
u n t i l  J u n e  3 0 ,  1 9 7 2 ) .  

( a )  I n c l u d e s  t r a i n e e s .  I n c l u d e s  employment 
- - under  6 1  TTC, P a r a g r a p h  9 ( d ) ,  ( f ) ,  ( h ) ,  (11, ( m ) ,  ( n )  and ( 0 1 .  



( b )  By D i r e c t o r  o f  P e r s o n n e l  memorandum 
d a t e d  J a n u a r y  26 ,  1972 ,  t o  a l l  T r u s t  T e r r i t o r y  of t h e  P a c i f i c  
I s l a n d s  (TTPI )  d e p a r t m e n t s  and  d i s t r i c t s ,  WAE a p p o i n t m e n t s  were 
t o  b e  t e r m i n a t e d  o r  c o n v e r t e d  t o  a p p o i n t m e n t s  p e r  A d m i n i s t r a t i v e  
D i r e c t i v e  72-1 d a t e d  J a n u a r y  26,  1972 .  WAE a p p o i n t m e n t s  u n t i l  
J u n e  30 ,  1972 ,  a r e  t o  b e  c o n s i d e r e d  a s  f u l l - t i m e  employment and  
s e r v i c e  c r e d i t e d  a c c o r d i n g l y .  A f t e r  J u n e  30 ,  1972 ,  f o r  WAE o r  
i n t e r m i t t e n t  employment ,  time a c t u a l l y  worked w i l l  b e  used  t o  
compute  c r e d i t a b l e  s e r v i c e .  

( 2 )  Mar ianas  a d m i n i s t r a t i o n  unde r  U.S. Navy and  
NTTU. U n t i l  1962 ,  when TTPI H e a d q u a r t e r s  moved t o  S a i p a n ,  t h e  
Mar i anas  ( S a i p a n  and  T i n i a n )  were unde r  Naval  A d m i n i s t r a t i o n .  
R o t a  was a l r e a d y  i n c l u d e d  i n  TTPI A d m i n i s t r a t i o n  p r i o r  t o  1962 .  

( 3 )  P e r s o n n e l  unde r  m u n i c i p a l  gove rnmen t s .  
( 4 )  A l l  employment w i t h i n  TTPI i n c l u d i n g :  P e a c e  

C o r p s ,  M i c r o n e s i a n  C l a i m s  Commission,  N a t i o n a l  Weather S e r v i c e  
and U.S. C o a s t  Guard .  

( 5 )  U.S. m i l i t a r y  and  c i v i l i a n  s e r v i c e  i n  t h e  
T r u s t  T e r r i t o r y .  A c t i v e  m i l i t a r y  s e r v i c e  i n  U n i t e d  S t a t e s  Armed 
F o r c e s ;  c i v i l i a n  s e r v i c e  w i t h  t h e  U.S. Armed F o r c e s  i n  t h e  TTPI. 

( 6 )  Employees o f  j u d i c i a r y  and l e g i s l a t i v e  
b r a n c h e s  ( C o n g r e s s  o f  M i c r o n e s i a ,  m u n i c i p a l  c o u n c i l s  and  d i s t r i c t  
l e g i s l a t u r e s ) .  J u d i c i a r y ,  i n c l u d i n g  d i s t r i c t  c o u r t  j u d g e s  who 
may have  b e e n  o r  a r e  p r e s e n t l y  on WAE a p p o i n t m e n t s .  

( 7 )  S e r v i c e  i n  t h e  Commonwealth Government s i n c e  
A p r i l  1, 1976 .  

( 8 )  T r u s t  T e r r i t o r y  Government employment under  
t h e  Seaman ' s  A c t .  

( 9 )  Employees o f  government  a g e n c i e s  and i n s t r u -  
m e n t a l i t i e s  w i t h i n  t h e  Commonwealth. 

F .  R e t e n t i o n  S t a n d i n g .  R e t e n t i o n  s t a n d i n g  i s  d e r i v e d  
by a l l o t i n g  one  (1) p o i n t  f o r  e a c h  y e a r  o f  c r e d i t a b l e  s e r v i c e .  
I n  compet ing  w i t h  o t h e r  employees  f o r  r e t e n t i o n  i n  a  c o m p e t i t i v e  
l e v e l ,  t h e  i n d i v i d u a l  w i t h  l o w e s t  r e t e n t i o n  s t a n d i n g  s h a l l  b e  
r e l e a s e d  f i r s t .  ( S e e  P a r t  V I I I . 5 C . )  

G .  Reemployment P r i o r i t y  L i s t s .  Employees s e r v i n g  
unde r  permanent  a p p o i n t m e n t s  who a r e  s e p a r a t e d  by r e d u c t i o n - i n -  
f o r c e  s h a l l  b e  p l a c e d  on  a n  a p p r o p r i a t e  reemployment  p r i o r i t y  
l i s t  f o r  t h r e e  ( 3 )  y e a r s  o r  u n t i l  r e t u r n e d  t o  d u t y  i n  a  permanent  
p o s i t i o n  i n  t h e  P e r s o n n e l  S e r v i c e  System.  An a p p r o p r i a t e  re -  
employment p r i o r i t y  l i s t  i s  t h e  one  e s t a b l i s h e d  f o r  t h e  c l a s s  
and  pay l e v e l  f rom which t h e  employee  was f i n a l l y  s e p a r a t e d .  

I11 . E 5  LIMITATIONS ON COMPETITION 

A .  O b l i g a t e d  p o s i t i o n s  a r e  p o s i t i o n s  f rom which t h e  
i ncumben t  i s  t e m p o r a r i l y  a b s e n t  b e c a u s e  o f :  

(1) approved  e d u c a t i o n a l  l e a v e ;  
( 2  ) t e m p o r a r y  p r o m o t i o n ;  o r  
( 3 )  d e t a i l  t o  a n o t h e r  a c t i v i t y .  



B.  Employees who a r e  i n c u m b e n t s  of  o b l i g a t e d  p o s i t i o n s  
s h a l l  n o t  b e  p l a c e d  i n  RIF c o m p e t i t i o n  u n t i l  t h e y  have  b e e n  
r e t u r n e d  t o  d u t y  i n  t h e  o b l i g a t e d  p o s i t i o n .  S i m i l a r l y ,  o b l i g a t e d  
p o s i t i o n s  s h a l l  n o t  b e  a b o l i s h e d  u n t i l  t h e  employee  r e t u r n s  t o  
d u t y  i n  t h a t  p o s i t i o n .  The P e r s o n n e l  O f f i c e r ,  h a v i n g  j u r i s d i c -  
t i o n  o v e r  an  o b l i g a t e d  p o s i t i o n ,  must keep  a  r e c o r d  t h e r e o f  i n  
s u c h  fo rm o r  manner t h a t  w i l l  a s s u r e  r e c o g n i t i o n  and  p r o t e c t i o n  
o f  t h e  o b l i g a t e d  p o s i t i o n  and  i t s  incumbent .  

TENURE GROUPS 

For  t h e  p u r p o s e s  o f  r e d u c t i o n - i n - f o r c e ,  P e r s o n n e l  S e r v i c e  
employees  s h a l l  b e  c l a s s e d  i n  t e n u r e  g r o u p s  a s  f o l l o w :  

TENURE GROUP I 
A l l  pe rmanent  employees .  

TENURE GROUP I1 
Employees s e r v i n g  i n  a  p r o b a t i o n a r y  a p p o i n t m e n t .  

TENURE GROUP I11 
Employees s e r v i n g  i n  l i m i t e d  term o r  p r o v i s i o n a l  
a p p o i n t m e n t s .  

I11 .E7 FURLOUGH AND SEPARATION 

A .  The P e r s o n n e l  O f f i c e r  may u s e  f u r l o u g h s  f o r  more 
t h a n  t h i r t y  ( 3 0 )  d a y s  i f  t h e r e  i s  r e a s o n a b l e  a s s u r a n c e  t h a t  t h e  
employees  f u r l o u g h e d  w i l l  b e  r e t u r n e d  t o  d u t y  w i t h i n  t h e  n e x t  
t w e l v e  ( 1 2 )  months .  I f  t h e r e  i s  r e a s o n a b l e  d o u b t  r e g a r d i n g  t h e  
r e t u r n  t o  d u t y  of  f u r l o u g h e d  employees ,  t h e n  t h e  a p p o i n t i n g  
a u t h o r i t i e s  c o n c e r n e d  must s e p a r a t e  t h e  employees  f o u n d  t o  b e  i n  
e x c e s s  o f  management ' s  n e e d s  and p r o c e e d  a c c o r d i n g  t o  r e d u c t i o n -  
i n - f o r c e  p r o c e d u r e s .  

B. A c o m b i n a t i o n  of f u r l o u g h  and s e p a r a t i o n  may b e  
u s e d  t o  c l e a r  t h e  r o l l s  of e x c e s s  employees ,  p r o v i d e d  no  
employee  i s  s e p a r a t e d  w h i l e  f u r l o u g h e d  employees  w i t h  lower  
r e t e n t i o n  s t a n d i n g  a r e  k e p t  i n  f u r l o u g h  s t a t u s .  

C .  F u r l o u g h  f o r  t h i r t y  ( 3 0 )  d a y s  o r  less  may b e  used  
f o r  c l e a r i n g  t h e  r o l l s  t e m p o r a r i l y ,  n o t  t o  e x c e e d  t h i r t y  ( 3 0 )  
d a y s  when t h e r e  i s  p o s i t i v e  a s s u r a n c e  t h a t  employees  s o  f u r -  
l oughed  c a n  r e t u r n  t o  d u t y  w i t h i n  t h e  30-day p e r i o d .  Adve r se  
a c t i o n  p r o c e d u r e s  must b e  used t o  p l a c e  an employee i n  f u r l o u g h  
s t a t u s  f o r  t h i r t y  ( 3 0 )  d a y s  o r  l e s s .  

I11 .E8 VACANT POSITIONS 

Dur ing  r e d u c t i o n - i n - f o r c e  s i t u a t i o n s ,  management h a s  no o b l i g a -  
t i o n  t o  f i l l  v a c a n t  p o s i t i o n s  by p l a c e m e n t  of employees  whose 



p o s i t i o n s  have  b e e n  a b o l i s h e d  o r  who have  been  r e l e a s e d  f rom 
t h e i r  c o m p e t i t i v e  l e v e l .  

ASSIGNMENT RIGHTS (Bumping)  

A .  Employees r e l e a s e d  f rom t h e i r  c o m p e t i t i v e  l e v e l  
who h a v e  e x h a u s t e d  t h e i r  r e t r e a t  r i g h t s  w i t h o u t  s u c c e s s  may 
e x e r c i s e  a s s i g n m e n t  r i g h t s  p r o v i d e d  t h e y :  

(1) Meet t h e  q u a l i f i c a t i o n  r e q u i r e m e n t s  and o t h e r  
s t a n d a r d s  f o r  t h e  p o s i t i o n  e s t a b l i s h e d  by t h e  P e r s o n n e l  O f f i c e r ;  

( 2 )  Meet any s p e c i a l  q u a l i f y i n g  c o n d i t i o n  which 
h a s  p r e v i o u s l y  been  app roved  by t h e  P e r s o n n e l  O f f i c e r ;  and 

( 3 )  Have t h e  c a p a c i t y ,  a d a p t a b i l i t y  and s p e c i a l  
s k i l l s  needed t o  p e r f o r m  s a t i s f a c t o r i l y  t h e  d u t i e s  and r e s p o n s i -  
b i l i t i e s  o f  t h e  p o s i t i o n  w i t h o u t  undue d i s r u p t i o n  of t h e  
a c t i v i t y .  For  t h e  p u r p o s e s  o f  t h i s  s u b - p a r t ,  an  undue i n t e r r u p -  
t i o n  o c c u r s  o n l y  i f  t h e  employee  p l a c e d  i n  a p o s i t i o n  t h r o u g h  
a s s i g n m e n t  r e q u i r e s  more t h a n  n i n e t y  ( 9 0 )  c a l e n d a r  d a y s  t r a i n i n g  
t o  r e a c h  t h e  f u l l  p e r f o r m a n c e  l e v e l  f o r  t h e  p o s i t i o n .  For  
employees  i n  p r o f e s s i o n a l  c a t e g o r i e s  s u c h  a s  m e d i c a l  and  d e n t a l  
d o c t o r s ,  a t t o r n e y s  and e n g i n e e r s ,  and o t h e r  p o s i t i o n s  r e q u i r i n g ,  
a s  a  minimum q u a l i f i c a t i o n ,  a  f o u r - y e a r  d e g r e e  f rom a  r e c o g n i z e d  
c o l l e g e  o r  u n i v e r s i t y ,  t h e  t r a i n i n g  p e r i o d  may b e  e x t e n d e d  t o  
one  hundred e i g h t y  ( 1 8 0 )  c a l e n d a r  d a y s .  

( B )  An employee  i n  T e n u r e  Group I e x e r c i s i n g  a s s i g n -  
ment r i g h t s  may d i s p l a c e  a n o t h e r  permanent  employee w i t h  l ower  
r e t e n t i o n  s t a n d i n g  i n  a n o t h e r  c o m p e t i t i v e  l e v e l  t h a t  r e q u i r e s  no 
r e d u c t i o n  o r  t h e  l e a s t  p o s s i b l e  r e d u c t i o n ,  i n  r e p r e s e n t a t i v e  
r a t e  ( S t e p  5 i n  any  pay l e v e l ) .  

I11 .El0 TRANSFER OF FUNCTION 

A .  F u n c t i o n  d e f i n e d .  Fo r  t h e  p u r p o s e  of t h e s e  
r e g u l a t i o n s  " f u n c t i o n "  means a l l  o r  a  c l e a r l y  i d e n t i f i a b l e  
segment  o f  an  e n t i t y ' s  m i s s i o n  and  t h e  i n t e g r a l  p a r t s  o f  t h a t  
m i s s i o n ,  r e g a r d l e s s  of how p e r f o r m e d .  

B .  T r a n s f e r  o f  employees .  B e f o r e  a  r e d u c t i o n - i n -  
f o r c e  i s  made i n  c o n n e c t i o n  w i t h  t h e  t r a n s f e r  o f  any  o r  a l l  o f  
t h e  f u n c t i o n s  o f  an e n t i t y  t o  a n o t h e r  c o n t i n u i n g  e n t i t y ,  e a c h  
compe t ing  employee  i n  a  p o s i t i o n  i d e n t i f i e d  w i t h  t h e  f u n c t i o n  o r  
f u n c t i o n s  s h a l l  b e  t r a n s f e r r e d  t o  t h e  c o n t i n u i n g  e n t i t y  w i t h o u t  
change  i n  t h e  t e n u r e  of  employment .  An employee whose p o s i t i o n  
i s  t r a n s f e r r e d  s o l e l y  f o r  l i q u i d a t i o n  and who i s  n o t  i d e n t i f i e d  
w i t h  an  o p e r a t i o n  f u n c t i o n  s p e c i f i c a l l y  a u t h o r i z e d  a t  t h e  time 
o f  t r a n s f e r  t o  c o n t i n u e  i n  o p e r a t i o n  more t h a n  s i x t y  (60) d a y s ,  
i s  n o t  a  compe t ing  employee f o r  o t h e r  p o s i t i o n s  i n  t h e  r e c e i v i n g  
e n t i t y .  



C .  Change o f  l o c a t i o n .  A change  o f  l o c a t i o n  o f  a  
f u n c t i o n  d o e s  n o t  a u t o m a t i c a l l y  q u a l i f y  a s  a  t r a n s f e r  o f  
f u n c t i o n .  The f u n c t i o n  must move f rom i ts  commuting a r e a  a t  t h e  
time o f  t h e  t r a n s f e r  t o  a  new commuting a r e a .  C o n s o l i d a t i o n  o f  
a c t i v i t i e s ,  r e o r g a n i z a t i o n s  o r  o t h e r  c h a n g e s  n o t  i n v o l v i n g  a  
move t o  a n o t h e r  commuting a r e a  do n o t  q u a l i f y  a s  a  t r a n s f e r  o f  
f u n c t i o n  f o r  t h e  p u r p o s e  o f  t h e s e  r e g u l a t i o n s .  A f u n c t i o n  
t r a n s f e r r e d  f o r  t h e  p u r p o s e  o f  l i q u i d a t i o n  i s  n o t  a  " f u n c t i o n "  
f o r  t h e  p u r p o s e  o f  t h i s  r e g u l a t i o n  and  t h e r e f o r e  s h o u l d  n o t  b e  
t r e a t e d  a s  a  t r a n s f e r  o f  f u n c t i o n .  

D .  F a i l u r e  t o  accompany a  f u n c t i o n .  An employee i n  
a  p o s i t i o n  i n  a f u n c t i o n  which i s  t o  b e  t r a n s f e r r e d ,  who d o e s  
n o t  i n t e n d  t o  accompany t h e  f u n c t i o n  t o  t h e  new l o c a t i o n  and s o  
i n d i c a t e s  i n  w r i t i n g  t o  management, s h a l l  b e  s e p a r a t e d  from t h e  
P e r s o n n e l  S e r v i c e  u s i n g  t h e  a d v e r s e  a c t i o n  p r o c e d u r e s  i n  P a r t  
I11 .D .  



PERSONNEL SERVICE SYSTEM REGULATIONS 
E X E C U T I V E  BRANCH 

PART 111, SUB-PART F 
EMPLOYEE APPEALS 

I11 .F1 GENERAL 

T h i s  s u b - p a r t  e s t a b l i s h e s  t h e  P e r s o n n e l  S e r v i c e  Appea l s  System.  
Any employee o f  t h e  P e r s o n n e l  S e r v i c e  may a p p e a l  a  d e c i s i o n  t o  
t a k e  a d v e r s e  a c t i o n  a g a i n s t  t h e  employee f o r  c a u s e ,  an a d v e r s e  
a c t i o n  r e s u l t i n g  from r e d u c t i o n - i n - f o r c e  p r o c e d u r e s ,  o r  a  
pe r fo rmance  r a t i n g .  

I I I . F 2  RIGHTS OF THE PARTIES 

I n  any  a p p e a l  t h e  a p p e a l i n g  employee and  t h e  a p p o i n t i n g  a u t h o r i t y  
h a v e  c e r t a i n  r i g h t s  which s h a l l  n o t  b e  d e n i e d .  T h e s e  i n c l u d e :  

A .  R i g h t  t o  a  H e a r i n g .  Upon t h e  f i l i n g  o f  an a p p e a l  
by a n  employee ,  b o t h  t h e  r e s p o n s i b l e  management o f f i c i a l  and  t h e  
employee a r e  e n t i t l e d  t o  a f u l l  and  f a i r  h e a r i n g  b e f o r e  t h e  
C i v i l  S e r v i c e  Commission o r  a  h e a r i n g  o f f i c e r  d e s i g n a t e d  by t h e  
Commission,  t o  p r e s e n t  e v i d e n c e  and  t o  b e  r e p r e s e n t e d  by c o u n s e l .  
A t  t h e  h e a r i n g ,  a l t h o u g h  t e c h n i c a l  r u l e s  of  e v i d e n c e  s h a l l  n o t  
a p p l y ,  t h e  t e s t i m o n y  s h a l l  b e  r e c o r d e d .  T h e  Commission s h a l l  
r e n d e r  i t s  f i n d i n g s  of  f a c t  and f i n a l  d e c i s i o n  i n  w r i t i n g  w i t h  
s e r v i c e  on a l l  p a r t i e s .  

Only one (1) h e a r i n g  i s  h e l d ,  u n l e s s  t h e  Commission d e t e r m i n e s  
t h a t  u n u s u a l  c i r c u m s t a n c e s  r e q u i r e  a  second  h e a r i n g .  I t  s h o u l d  
b e  n o t e d  t h a t  t h e  h e a r i n g  p r o v i d e d  by t h i s  s u b - p a r t  i s  s e p a r a t e  
and  d i s t i n c t  f rom t h e  e m p l o y e e ' s  answer  and p r e s e n t a t i o n  of 
e v i d e n c e  i n  r e s p o n s e  t o  a  l e t t e r  o f  p roposed  a d v e r s e  a c t i o n .  
Any e v i d e n c e  may b e  p r e s e n t e d  a t  t h e  h e a r i n g  which t h e  Commis- 
s i o n  o r  h e a r i n g  o f f i c e r  a l l o w s ,  t h a t  b e a r s  on t h e  i s s u e  o f  
whe the r  t h e  a d v e r s e  a c t i o n  t a k e n  was j u s t i f i e d  and  p r o p e r .  

B. D e n i a l  o f  a  H e a r i n g  

(1) The Commission may make t h e  d e t e r m i n a t i o n  t o  
deny a  h e a r i n g  on t h e  a p p e a l  when a  h e a r i n g  i s  i m p r a c t i c a l  by 
r e a s o n  o f  u n u s u a l  l o c a t i o n  o r  o t h e r  e x t r a o r d i n a r y  c i r c u m s t a n c e .  
I n  t h i s  e v e n t  t h e  Commission must n o t i f y  b o t h  p a r t i e s  i n  w r i t i n g  
o f  t h e  r e a s o n ( s )  f o r  deny ing  a  h e a r i n g .  

( 2 )  I f  t h e  Commission d e t e r m i n e s  t h a t  no h e a r i n g  
i s  r e a s o n a b l y  p o s s i b l e ,  t h e  a p p o i n t i n g  a u t h o r i t y  and  t h e  
employee w i l l  b e  n o t i f i e d  t o  s u b m i t ,  i n  w r i t i n g ,  any a d d i t i o n a l  
e v i d e n c e  t h e y  d e s i r e  t o  p r e s e n t  on t h e  i s s u e s  s o  t h a t  a  d e c i s i o n  
c a n  b e  made on t h e  r e c o r d  w i t h o u t  a  h e a r i n g .  

C .  Freedom from R e p r i s a l  o r  I n t e r f e r e n c e .  U n l e s s  an 
- -- employee f e e l s  f r e e  t o  u se  t h e  a p p e a l  s y s t e m ,  t h e  s y s t e m  w i l l  



n o t  s e r v e  t h e  i n t e n d e d  p u r p o s e  of  g i v i n g  a  means f o r  r e v i e w  o f  
d i s s a t i s f a c t i o n .  An employee and  t h e  e m p l o y e e ' s  r e p r e s e n t a t i v e ,  
t h e r e f o r e ,  must b e  f r e e  t o  u s e  t h e  s y s t e m  w i t h o u t  r e s t r a i n t ,  
i n t e r f e r e n c e ,  c o e r c i o n ,  d i s c r i m i n a t i o n  o r  r e p r i s a l .  

An employee,  whe the r  a c t i n g  i n  a n  o f f i c i a l  c a p a c i t y  f o r  t h e  
government  o r  on any  o t h e r  b a s i s ,  must n o t  i n t e r f e r e  w i t h ,  o r  
a t t e m p t  t o  i n t e r f e r e  w i t h ,  a n o t h e r  e m p l o y e e ' s  e x e r c i s e  o f  r i g h t s  
under  t h i s  s u b - p a r t .  To b e  f u l l y  e f f e c t i v e ,  t h e  s p i r i t  a s  w e l l  
a s  t h e  l e t t e r  o f  t h e  r e q u i r e m e n t  must b e  e n f o r c e d .  I t  i s  n o t  
enough f o r  an o f f i c i a l  t o  a b s t a i n  f rom o v e r t  a c t s  o r  i n t e f e r e n c e .  
T h e  o f f i c i a l  must a l s o  r e f r a i n  f rom making any  s t a t e m e n t  o r  
t a k i n g  any a c t i o n  t h a t  h a s  t h e  a p p e a r a n c e  o f  a  t h r e a t ,  i n t e r f e r -  
e n c e  o r  i n t i m i d a t i o n .  

D .  Employee R e p r e s e n t a t i o n .  Employees have t h e  r i g h t  
t o  p r e s e n t  an  a p p e a l  w i t h o u t  r e p r e s e n t a t i o n .  They a l s o  have  t h e  
r i g h t  t o  b e  accompanied ,  r e p r e s e n t e d  and a d v i s e d  by a  r e p r e s e n t a -  
t i v e  o f  t h e i r  c h o i c e  a t  any s t a t e  o f  t h e  p r o c e e d i n g .  Employees 
may change  t h e i r  r e p r e s e n t a t i v e ,  b u t  t o  do s o ,  t h e y  must n o t i f y  
t h e  Commission o f  t h e  change ,  i n  w r i t i n g .  Employees may se lec t  
o t h e r  government  employees  a s  t h e i r  r e p r e s e n t a t i v e ,  p r o v i d e d  
t h a t  such  employees  a r e  w i l l i n g  t o  r e p r e s e n t  them. I n  a d d i t i o n ,  
t h e  r e p r e s e n t a t i v e s  must b e  f r e e  t o  do s o ,  e . g . ,  n o t  b e  d i s q u a l i -  
f i e d  b e c a u s e  o f  c o n f l i c t  o f  p o s i t i o n  o r  u n a v a i l a b i l i t y  t o  s e r v e  
i n  t h a t  c a p a c i t y  b e c a u s e  of  p r i o r i t y  n e e d s  o f  t h e  s e r v i c e  o r  
r e a s o n a b l e  c o s t  t o  t h e  government  a s  d e t e r m i n e d  by t h e  a p p o i n t -  
i n g  a u t h o r i t y  o r  management o f f i c i a l .  Employees a r e  f r e e  t o  
se lec t  a s  t h e i r  r e p r e s e n t a t i v e  anyone  o u t s i d e  t h e  government  
s e r v i c e ,  b u t  e n t i r e l y  a t  t h e i r  own e x p e n s e .  

E .  Government R e p r e s e n t a t i o n .  The a p p o i n t i n g  
a u t h o r i t y ' s  r e p r e s e n t a t i v e  a t  C i v i l  S e r v i c e  Commission h e a r i n g s  
must b e  t h e  A t t o r n e y  G e n e r a l  o r  d e s i g n e e .  

F .  Employee E n t i t l e d  t o  O f f i c i a l  T i m e  t o  P r e p a r e  an 
Appea l .  Employees a r e  e n t i t l e d  t o  a  r e a s o n a b l e  amount o f  o f f i -  
c i a l  time t o  p r e p a r e  t h e i r  a p p e a l  i f  t h e y  a r e  o t h e r w i s e  i n  an  
a c t i v e  d u t y  s t a t u s .  I f  t h e  employees '  r e p r e s e n t a t i v e s  a r e  
employees  o f  t h e  government ,  t h e y  a r e  a l s o  e n t i t l e d  t o  a  r ea son-  
a b l e  amount o f  o f f i c i a l  time t o  p r e p a r e  t h e  a p p e a l  i f  t h e y  a r e  
o t h e r w i s e  i n  an  a c t i v e  d u t y  s t a t u s .  Both t h e  employees  who 
a p p e a l  and t h e  employees  who a c t  a s  r e p r e s e n t a t i v e s  s h a l l  make 
a r r a n g e m e n t s  w i t h  t h e  P e r s o n n e l  O f f i c e r  f o r  u s e  of o f f i c i a l  
time. The P e r s o n n e l  O f f i c e r  s h a l l  d e t e r m i n e  t h e  r e a s o n a b l e  
amount o f  o f f i c i a l  t i m e  t h a t  i s  t o  b e  g r a n t e d  and w i l l  i n f o r m  
t h e  s u p e r v i s o r s  o f  t h e  employees  and of  t h e  employees '  r e p e s e n t a -  
t i v e s .  T h e  time t o  b e  a l l o w e d  must n e c e s s a r i l y  depend on t h e  
f a c t s  and c i r c u m s t a n c e s  o f  e a c h  c a s e ,  e . g . ,  t h e  number and 
n a t u r e  of t h e  r e a s o n s  s t a t e d  i n  t h e  l e t t e r  o f  d e c i s i o n ,  t h e  

- - 

s p e c i f i c s ,  t h e  volume of t h e  s u p p o r t i n g  e v i d e n c e  compi l ed  by t h e  
management o f f i c i a l ,  t h e  a v a i l a b i l i t y  o f  documents ,  w i t n e s s e s ,  



a s s i s t a n c e  a t  t h e  e m p l o y e e ' s  p l a c e  of employment and s i m i l a r  
c o n s i d e r a t i o n s .  I f  p r e p a r a t i o n  r e q u i r e s  more o f f i c i a l  time t h a n  
was o r i g i n a l l y  c o n s i d e r e d  r e a s o n a b l e ,  t h e  employees  o r  t h e i r  
r e p r e s e n t a t i v e s  may r e q u e s t  t h e  P e r s o n n e l  O f f i c e r  f o r  more time. 
The r e q u e s t  s h o u l d  e x p l a i n  f u l l y  why more time is  needed .  The 
P e r s o n n e l  O f f i c e r  w i l l  d e t e r m i n e  i f  t h e  r e q u e s t  i s  r e a s o n a b l e  
and s h o u l d  b e  g r a n t e d .  I f  g r a n t e d ,  t h e  P e r s o n n e l  O f f i c e r  w i l l  
make t h e  n e c e s s a r y  a r r a n g e m e n t s .  

I I I . F 3  EMPLOYEE APPEAL 

An employee must f i l e  an a p p e a l  w i t h i n  f i f t e e n  ( 1 5 )  c a l e n d a r  
d a y s  a f t e r  d e l i v e r y  o f  t h e  l e t t e r  of  d e c i s i o n .  The a p p e a l  must 
b e  i n  w r i t i n g  and d e l i v e r e d  p e r s o n a l l y  o r  by C e r t i f i e d  o r  
R e g i s t e r e d  Mai l  t o  t h e  C i v i l  S e r v i c e  Commission. T h e  a p p e a l  
must  g i v e  t h e  e m p l o y e e ' s  r e a s o n s  f o r  c o n t e s t i n g  t h e  a d v e r s e  
a c t i o n ,  t o g e t h e r  w i t h  any o f f e r  o f  p roo f  and p e r t i n e n t  documents  
t h e  employee d e s i r e s  t o  s u b m i t .  I t  s h o u l d  a l s o  i n c l u d e  a  r e q u e s t  
f o r  h e a r i n g  i f  t h e  employee s o  d e s i r e s .  Employees l o c a t e d  away 
f rom S a i p a n  must  a l s o  meet t h e  f i f t e e n  ( 1 5 )  c a l e n d a r  d a y s  p e r i o d  
f o r  f i l i n g  a n  a p p e a l  t o  t h e  Commission. I f  C e r t i f i e d  o r  
R e g i s t e r e d  Mai l  i s  u t i l i z e d ,  t h e  a p p e a l  must b e  pos tmarked  no 
l a t e r  t h a n  t h e  1 5 t h  c a l e n d a r  day .  

PREPARATION FOR H E A R I N G  

A .  When t h e  C i v i l  S e r v i c e  Commission g r a n t s  a  h e a r i n g  
and  e s t a b l i s h e s  a  h e a r i n g  d a t e ,  it w i l l  n o t i f y  t h e  P e r s o n n e l  
O f f i c e r ,  g i v i n g  t h e  e m p l o y e e ' s  name, t i t l e ,  g r a d e  and o r g a n i z a -  
t i o n a l  u n i t .  

B .  The P e r s o n n e l  O f f i c e r  must meet w i t h  t h e  employee 
and  r e p r e s e n t a t i v e  and  t h e  a p p o i n t i n g  a u t h o r i t y  and  r e p r e s e n t a -  
t i v e  ( e i t h e r  s i m u l t a n e o u s l y  o r  a t  d i f f e r e n t  t imes) w i t h i n  s e v e n  
( 7 )  c a l e n d a r  d a y s ,  i f  p o s s i b l e ,  a f t e r  r e c e i v i n g  n o t i c e  t h a t  a  
h e a r i n g  h a s  been  g r a n t e d .  I f  it i s  n o t  p o s s i b l e  t o  h o l d  t h e  
mee t ing  o r  m e e t i n g s  w i t h i n  t h e  s e v e n  ( 7 )  c a l e n d a r  d a y s ,  t h e  
mee t ing  o r  m e e t i n g s  w i l l  b e  h e l d  a s  soon  t h e r e a f t e r  a s  p o s s i b l e .  
I n  such  e v e n t ,  t h e  P e r s o n n e l  O f f i c e r  w i l l  i n f o r m  t h e  Commission 
of  t h e  d e l a y  and r e q u e s t  a  new h e a r i n g  d a t e  i f  n e c e s s a r y .  
S e p a r a t e l y ,  t h e  employee and t h e  a p p o i n t i n g  a u t h o r i t y  w i l l  b e  
r e q u i r e d  t o  f u r n i s h  t h e  P e r s o n n e l  O f f i c e r  and t h e  o t h e r  p a r t y  
t h e  f o l l o w i n g  i n f o r m a t i o n :  

(1) Employee ' s  l i s t  of w i t n e s s e s  c o n t a i n i n g  t h e  
name, l o c a t i o n  and o c c u p a t i o n  of  e a c h  w i t n e s s ;  a  summary of e a c h  
w i t n e s s '  a n t i c i p a t e d  t e s t i m o n y ;  and  t h e  a v a i l a b i l i t y  of each  
w i t n e s s  i n  t h e  a r e a  of  t h e  e m p l o y e e ' s  d u t y  s t a t i o n  d u r i n g  t h e  
n e x t  t h i r t y  ( 3 0 )  d a y s .  

( 2 )  Management 's  l i s t  of w i t n e s s e s  c o n t a i n i n g  t h e  

- - 
name, l o c a t i o n  and o c c u p a t i o n  of  e a c h  w i t n e s s ;  a  summary of e a c h  
w i t n e s s '  a n t i c i p a t e d  t e s t i m o n y ;  and  t h e  a v a i l a b i l i t y  of each  



w i t n e s s  i n  t h e  a r e a  of t h e  e m p l o y e e ' s  d u t y  s t a t i o n  d u r i n g  t h e  
n e x t  t h i r t y  ( 3 0 )  d a y s .  

( 3 )  The a v a i l a b i l i t y  of  t h e  employee and r e p r e -  
s e n t a t i v e  and t h e  a p p o i n t i n g  a u t h o r i t y  and r e p r e s e n t a t i v e ,  i n  
t h e  a r e a  of  t h e  e m p l o y e e ' s  d u t y  s t a t i o n  d u r i n g  t h e  n e x t  t h i r t y  
( 3 0 )  d a y s .  

C .  The P e r s o n n e l  O f f i c e r  s h a l l  d i r e c t  t h e  a p p o i n t i n g  
a u t h o r i t y  t o  make a v a i l a b l e  t o  t h e  P e r s o n n e l  O f f i c e  and  t o  t h e  
employee t h e  a p p o i n t i n g  a u t h o r i t y ' s  e n t i r e  a d v e r s e  a c t i o n  f i l e  
f o r  r ev i ew and r e p r o d u c t i o n .  

D .  The employee may i n s p e c t  and copy any p a r t  o f  t h e  
a p p e a l  f i l e  upon making r e q u e s t .  

E .  The employee may r e q u e s t  t h a t  t h e  government ,  a t  
i ts  own e x p e n s e ,  p roduce  a t  t h e  h e a r i n g  t h o s e  w i t n e s s e s  who a r e  
employed by t h e  government and whose t e s t i m o n y  t h e  employee 
a l l e g e s ,  i n  w r i t i n g ,  t o  be  p e r t i n e n t  t o  t h e  i s s u e s  and n e c e s s a r y  
t o  t h e  e m p l o y e e ' s  d e f e n s e .  The employee may i n c l u d e  i n  t h e  l i s t  
of w i t n e s s e s  non-governmental  i n d i v i d u a l s ,  b u t  a r r a n g e m e n t s  f o r  
t h e i r  p r e s e n c e  a t  t h e  h e a r i n g  a r e  t h e  o b l i g a t i o n  o f  t h e  employee 
and w i l l  b e  a t  t h e  expense  of  t h e  employee u n l e s s  o t h e r w i s e  
o r d e r e d  by t h e  Commission. 

I1 I . F5 APPEAL FILE 

When an employee f i l e s  an  a p p e a l  f rom a d v e r s e  a c t i o n  w i t h  t h e  
Commission, t h e  P e r s o n n e l  O f f i c e  must e s t a b l i s h  and m a i n t a i n  an  
a p p e a l  f i l e  c o n t a i n i n g  c o p i e s  o f  a l l  a v a i l a b l e  p e r t i n e n t  
documents ;  i n  a d d i t i o n ,  t h a t  O f f i c e  must i m m e d i a t e l y  f o r w a r d  
o r i g i n a l s  o f  a l l  p e r t i n e n t  documents  t o  t h e  Commission. The 
employee a p p e a l  f i l e  i s  i n d e p e n d e n t ,  s e p a r a t e  and  d i s t i n c t  f rom 
t h e  O f f i c i a l  P e r s o n n e l  F o l d e r  (OPF) .  The employee a p p e a l  f i l e ,  
b o t h  w i t h  t h e  P e r s o n n e l  O f f i c e  and  t h e  Commission, must c o n t a i n  
a l l  documents  p e r t i n e n t  t o  t h e  a p p e a l ,  s u c h  a s :  

A .  A copy of  t h e  d e l e g a t i o n  of  a u t h o r i t y  of  t h e  
management o f f i c i a l  t a k i n g  t h e  a c t i o n ;  

B. A copy of  t h e  l e t t e r  o f  p roposed  a d v e r s e  a c t i o n ;  
C .  The m a t e r i a l  r e l i e d  on by t h e  management o f f i c i a l  

t o  s u p p o r t  t h e  r e a s o n ( s )  l i s t e d  i n  t h e  l e t t e r  of  p roposed  
a d v e r s e  a c t i o n ;  

D .  The e m p l o y e e ' s  w r i t t e n  answer ,  i f  any;  
E .  A t r a n s c r i p t  o r  summary of t h e  e m p l o y e e ' s  p r e s e n t a -  

t i o n  of  o r a l  e v i d e n c e  and c o p i e s  of  documents p r e s e n t e d ;  
F .  A copy of  t h e  l e t t e r  of  d e c i s i o n ;  
G .  The e m p l o y e e ' s  w r i t t e n  n o t i c e  of  a p p e a l ;  
H .  Any p e r t i n e n t  e v i d e n c e  deve loped  a f t e r  i s s u a n c e  o f  

t h e  l e t t e r  o f  p roposed  a d v e r s e  a c t i o n ;  
- I .  The l i s t s  of  w i t n e s s e s  s u b m i t t e d  by b o t h  p a r t i e s ;  

J .  The r e a s o n ( s )  f o r  n o t  g r a n t i n g  a  h e a r i n g  when one  



i s  r e q u e s t e d  b u t  n o t  g r a n t e d ;  
K .  The r e a s o n ( s )  f o r  n o t  p r o d u c i n g  w i t n e s s e s  a t  t h e  

h e a r i n g ;  
L .  The t r a n s c r i p t  of  t h e  Commission h e a r i n g  when a  

h e a r i n g  i s  h e l d ;  
M .  The r e c o m m e n d a t i o n ( s )  o f  t h e  Commiss ion ' s  h e a r i n g  

o f f i c e r ,  i f  any;  and 
N. A copy of  t h e  n o t i c e  of  d e c i s i o n  o f  t h e  C i v i l  

S e r v i c e  Commission. 

I11 .F6 PROCEDURAL DEFECTS 

I f  a t  any  time a f t e r  t h e  a p p e a l  h a s  r e a c h e d  t h e  Commission,  it  
f i n d s  a  r e g u l a t o r y  o r  p r o c e d u r a l  d e f e c t  which would w a r r a n t  
r e v e r s a l  o f  t h e  a c t i o n  t a k e n  by t h e  a p p o i n t i n g  a u t h o r i t y ,  t h e  
Commission w i l l  p r e p a r e  a  r e p o r t  of  i t s  f i n d i n g s  on t h e  i s s u e  
and  o r d e r  t h a t  t h e  a c t i o n  b e  d i s m i s s e d .  C o p i e s  o f  t h e  f i n d i n g s  
and  t h e  o r d e r  w i l l  b e  s e r v e d  on a l l  p a r t i e s .  

STATUS OF EMPLOYEE D U R I N G  APPEAL 

I f  an employee a p p e a l s  an a p p o i n t i n g  a u t h o r i t y ' s  d e c i s i o n  g i v e n  
i n  a c c o r d a n c e  w i t h  a d v e r s e  a c t i o n  p r o c e d u r e s ,  t h a t  d e c i s i o n  
s h a l l  remain  i n  e f f e c t  u n l e s s  and  u n t i l  t h e  Commission h a s  
e n t e r e d  i t s  f i n d i n g s  and d e c i s i o n  on t h e  a p p e a l .  The Commission 
may e n t e r  s u c h  f i n d i n g s  and  d e c i s i o n  on a p p e a l s  d e c i d e d  by it a s  
it f i n d s  t h e  c i r c u m s t a n c e s  of  t h e  c a s e  r e q u i r e  and t h a t  it  deems 
j u s t  and p r o p e r .  

I I I . F 8  PERFORMANCE RATING APPEAL 

A .  I n  t h e  e v e n t  an employee d i s a g r e e s  w i t h  a  per form-  
a n c e  a p p r a i s a l  and e v a l u a t i o n  r a t i n g ,  t h e  employee must s o  
i n d i c a t e  on t h e  Pe r fo rmance  R a t i n g  Form (CSC-P-07B) and must 
s u b m i t  a  w r i t t e n  s t a t e m e n t  g i v i n g  t h e  r e a s o n s  f o r  t h e  a p p e a l  t o  
t h e  P e r s o n n e l  O f f i c e r  w i t h i n  t h i r t y  ( 3 0 )  c a l e n d a r  d a y s  a f t e r  t h e  
d a t e  o f  t h e  e m p l o y e e ' s  s i g n a t u r e  on t h e  Pe r fo rmance  R a t i n g  Form. 
I f  a  s t a t e m e n t  o f  d i s a g r e e m e n t  i s  n o t  r e c e i v e d ,  t h e  Pe r fo rmance  
R a t i n g  Form s h a l l  b e  p r o c e s s e d  a s  r e c e i v e d .  

B.  An employee h a s  a  r i g h t  t o  r e p r e s e n t a t i o n  a s  
p r o v i d e d  i n  P a r t  I11 .F2.D. 

C .  Upon r e c e i p t  o f  t h e  s t a t e m e n t  of  d i s a g r e e m e n t ,  t h e  
P e r s o n n e l  O f f i c e r  w i l l  a p p o i n t  a n  a d  hoc  commi t t ee  of  t h r e e  ( 3 )  
t o  r ev i ew t h e  r a t i n g  and e v a l u a t e  t h e  o b j e c t i o n  o f  t h e  employee.  
The ad  hoc  commi t t ee  s h a l l  b e  s e l e c t e d  from among t h e  employees  
(1) who a r e  on a t  l e a s t  e q u a l  r ank  a s  t h e  a p p e l l a n t ;  (2) who a r e  
n o t  i n  t h e  s u p e r v i s o r y  l i n e  above  t h e  a p p e l l a n t ;  and ( 3 )  a t  
l e a s t  one  o f  whom must have  a n  u n d e r s t a n d i n g  of  t h e  work t h e  
employee i s  p e r f o r m i n g .  The P e r s o n n e l  O f f i c e r  o r  d e s i g n e e  s h a l l  
s e r v e  a s  E x e c u t i v e  S e c r e t a r y  and a d v i s o r  t o  t h e  commi t t ee .  



D .  The a d  hoc  commi t t ee  s h a l l  r e v i e w  t h e  c o n t e n t  o f  
t h e  a p p e a l ,  make s u c h  i n q u i r i e s  o f  t h e  r a t i n g  s u p e r v i s o r  and t h e  
employee a s  a r e  c o n s i d e r e d  n e c e s s a r y  and ,  i n  c l o s e d  s e s s i o n ,  
a r r i v e  a t  a  judgment.  The commit tee  may (1) r e f e r  t h e  r a t i n g  and  
t h e  a p p e a l  t o  t h e  r a t i n g  s u p e r v i s o r  and t h e  r e v i e w i n g  o f f i c i a l  
f o r  r e e v a l u a t i o n ,  o r  ( 2 )  d e t e r m i n e  t h a t  t h e  p e r f o r m a n c e  r a t i n g  
s h o u l d  s t a n d .  

E .  I n  t h e  e v e n t  t h e  commit tee  d e t e r m i n e s  t h a t  t h e  
a p p e a l  i s  j u s t i f i e d  and r e - r a t i n g  is r e q u i r e d ,  it s h a l l  d i r e c t  
t h e  r a t i n g  s u p e r v i s o r  t o  c o r r e c t  t h e  r a t i n g .  T h e  c o m m i t t e e ' s  
o r d e r s  s h a l l  b e  i n  w r i t i n g  and s h a l l  s t a t e  s p e c i f i c a l l y  where 
t h e  o r i g i n a l  r a t i n g  was d e f i c i e n t .  A l l  d o c u m e n t a t i o n  i n  s u p p o r t  
o f  t h i s  c o n c l u s i o n  must accompany t h e  r a t i n g  when r e f e r r e d  back 
t o  t h e  r a t i n g  s u p e r v i s o r .  

F .  I f  t h e  employee i s  n o t  s a t i s f i e d  w i t h  t h e  d e c i s i o n  
of  t h e  ad  h o c  commi t t ee ,  t h e  employee may a p p e a l  t o  t h e  C i v i l  
S e r v i c e  Commission,  u s i n g  t h e  p r o c e d u r e  d e f i n e d  i n  t h i s  s u b - p a r t  
f o r  a p p e a l s  f rom a d v e r s e  a c t i o n  d e c i s i o n s .  
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GRIEVANCE PROCEDURE 

111 . G I  GENERAL 

C o n s i s t e n t  w i t h  t h e  p r i n c i p l e s  o f  good management, t h e  government 
r e c o g n i z e s  t h e  i m p o r t a n c e  of  s e t t l i n g  labor-management d i s a g r e e -  
ments  and  m i s u n d e r s t a n d i n g s  p r o m p t l y ,  f a i r l y  and  i n  ways t h a t  
w i l l  m a i n t a i n  t h e  s e l f - r e s p e c t  o f  b o t h  t h e  employee  and t h e  
s u p e r v i s o r .  To a c c o m p l i s h  t h i s ,  e v e r y  e f f o r t  w i l l  b e  made t o  
s e t t l e  g r i e v a n c e s  e x p e d i t i o u s l y  and a t  t h e  l o w e s t  p o s s i b l e  l e v e l  
o f  s u p e r v i s i o n .  

EMPLOYEE COVERAGE 

The P e r s o n n e l  S e r v i c e  g r i e v a n c e  sys t em c o v e r s  a l l  P e r s o n n e l  
S e r v i c e  System employees .  

I11 .G3 GRIEVANCE COVERAGE 

The g r i e v a n c e  s y s t e m  w i l l  c o v e r  a l l  m a t t e r s  o f  c o n c e r n  o r  d i s -  - 

s a t i s f a c t i o n  t o  a n  e l i g i b l e  employee u n l e s s  e x c e p t e d  by P a r t  
I11 .G4. 

I11 .G4 MATTERS NOT COVERED 

T h e  g r i e v a n c e  s y s t e m  w i l l  n o t  c o v e r  t h e  f o l l o w i n g :  

A .  An a d v e r s e  a c t i o n  a p p e a l e d  unde r  P a r t  1 I I . D ;  
B. A f i t n e s s - f o r - d u t y  e x a m i n a t i o n ;  
C .  The c o n t e n t  o f  p u b l i s h e d  government  p o l i c y ;  
D .  N o n - s e l e c t i o n  f o r  a p p o i n t m e n t ,  p romot ion ,  o r  

t r a n s f e r  f rom a  g r o u p  o f  p r o p e r l y  r anked  and c e r t i f i e d  c a n d i -  
d a t e s ;  

E .  Non-adopt ion of  a  s u g g e s t i o n  o r  d i s a p p r o v a l  of a  
merit  i n c r e a s e ,  p e r f o r m a n c e  award ,  o r  o t h e r  k i n d  of h o n o r a r y  
d i s c r e t i o n a r y  award;  and 

F .  An employee who i s  s e r v i n g  on p r o b a t i o n a r y  s t a t u s .  

I11 .G5 FREEDOM FROM RESTRAINT 

Employees w i l l  be  unimpeded and f r e e  f rom r e s t r a i n t ,  i n t e r f e r -  
e n c e ,  c o e r c i o n ,  d i s c r i m i n a t i o n  and r e p r i s a l  i n  s e e k i n g  a d j u d i c a -  
t i o n  o f  t h e i r  g r i e v a n c e s  and a p p e a l s .  

I11 . G 6  EMPLOYEE ' S  R I G H T  TO REPRESENTATION 

The government  r e c o g n i z e s  t h a t  g r i e v a n c e s  a r e  p e r s o n a l  i n  n a t u r e  
- - and  t h a t  a g g r i e v e d  employees  o r  g r o u p s  of employees  must have 

t h e  r i g h t  i n  p r e s e n t i n g  t h e i r  g r i e v a n c e s  t o  b e  accompanied ,  
r e p r e s e n t e d  and  a d v i s e d  by r e p r e s e n t a t i v e s  of  t h e i r  own c h o o s i n g .  



Thus,  i n  t h e  f o r m a l  g r i e v a n c e  p r o c e s s ,  a s  h e r e i n a f t e r  d e f i n e d ,  
t h e  employee o r  g roup  of  employees  have  t h e  r i g h t  t o  b e  r e p r e -  
s e n t e d  by c o u n s e l  o r  o t h e r  r e p r e s e n t a t i v e  o f  t h e i r  own c h o o s i n g  
a t  t h e i r  own d i s c r e t i o n .  I f  t h e  employee o r  g r o u p  of  employees  
c h o o s e  t o  s e r v e  a s  t h e i r  own r e p r e s e n t a t i v e  o r  t o  d e s i g n a t e  a  
member o f  t h e  a g g r i e v e d  g r o u p  a s  spokes -pe r son ,  t h e y  may do s o .  

ROLE OF THE C I V I L  SERVICE COMMISSION 

The C i v i l  S e r v i c e  Commission s e r v e s  a s  t h e  u l t i m a t e  a p p e l l a t e  
l e v e l  f o r  g r i e v a n c e s  o f  employees  o r  g r o u p s  of  employees .  I t  
s h a l l  t a k e  unde r  c o g n i z a n c e  o n l y  t h o s e  f o r m a l  g r i e v a n c e s  which 
c a n n o t  b e  s e t t l e d  t o  t h e  s a t i s f a c t i o n  of  a l l  c o n c e r n e d  i n  a c c o r d -  
a n c e  w i t h  t h e  f o r m a l  g r i e v a n c e  p r o c e d u r e  d e f i n e d  i n  P a r t  I I I . G 9 .  

I I I . G 8  EMPLOYEE'S R I G H T  TO SEEK A D V I C E  

Sometimes an employee h a s  a  v a l i d  r e a s o n  f o r  n o t  t a k i n g  a  
g r i e v a n c e  t o  t h e  immedia te  s u p e r v i s o r .  The g r i e v a n c e  s y s t e m ,  
t h e r e f o r e ,  p r o v i d e s  o p p o r t u n i t y  f o r  an  employee t o  communicate 
i n f o r m a l l y  w i t h  and seek a d v i c e  f rom t h e  P e r s o n n e l  O f f i c e  and/or  
a  s u p e r v i s o r y  o r  management o f f i c i a l  of  h i g h e r  rank  t h a n  t h e  
e m p l o y e e ' s  immedia te  s u p e r v i s o r .  

I11 .G9 INFORMAL GRIEVANCE PROCEDURE 

A .  The g r i e v a n c e  a c t i o n  s h a l l  f i r s t  b e  i n i t i a t e d  by 
t h e  a g g r i e v e d  employee who w i l l  d i s c u s s  t h e  problem i n f o r m a l l y  
w i t h  t h e  s u p e r v i s o r ,  of  i f  t h e  employee f e e l s  t h e  r e l a t i o n s h i p  
w i t h  t h e  immedia te  s u p e r v i s o r  i s  such  t h a t  t h e  m a t t e r  c a n n o t  b e  
r e a s o n a b l y  d i s c u s s e d ,  t h e  employee may d i s c u s s  i t  w i t h  t h e  n e x t  
l e v e l  of s u p e r v i s i o n .  A g r i e v a n c e  c o n c e r n i n g  a  p a r t i c u l a r  a c t  
o r  o c c u r r e n c e  must b e  p r e s e n t e d  w i t h i n  t e n  ( 1 0 )  c a l e n d a r  d a y s  of  
t h e  d a t e  o f  t h e  a c t  o r  o c c u r r e n c e  o r  t h e  d a t e  t h e  a g g r i e v e d  
employee became aware  of  t h e  a c t  o r  o c c u r r e n c e .  

B. I f  t h e  g r i e v a n c e  i s  n o t  s e t t l e d  w i t h i n  f i v e  ( 5 )  
c a l e n d a r  d a y s ,  o r  i f  t h e  employee i s  n o t  s a t i s f i e d  w i t h  t h e  
d e c i s i o n  o f  t h e  immedia te  s u p e r v i s o r ,  t h e  employee o r  r e p r e s e n t a -  
t i v e  may, w i t h i n  t h e  n e x t  t e n  ( 1 0 )  c a l e n d a r  d a y s ,  p u t  t h e  g r i e v -  
a n c e  i n  w r i t i n g  and submi t  it t o  t h e  a p p o i n t i n g  a u t h o r i t y  a s  a  
f o r m a l  g r i e v a n c e .  The w r i t t e n  r e p r e s e n t a t i o n  must c o n t a i n  t h e  
f o l l o w i n g  i n f o r m a t i o n :  

(1) t h e  i d e n t i t y  of t h e  a g g r i e v e d  employee and t h e  
o r g a n i z a t i o n  i n  which t h e  employee works;  

(2) t h e  d e t a i l s  of  t h e  g r i e v a n c e ;  
( 3 )  t h e  c o r r e c t i v e  a c t i o n  d e s i r e d ;  and 
( 4 )  t h e  name of t h e  e m p l o y e e ' s  r e p r e s e n t a t i v e ,  i f  any .  
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g r i e v a n c e ,  d i s c u s s  i t  w i t h  t h e  g r i e v a n t  o r  r e p r e s e n t a t i v e  and 
r e n d e r  a  d e c i s i o n ,  i n  w r i t i n g ,  w i t h i n  f o u r t e e n  ( 1 4 )  c a l e n d a r  
d a y s  a f t e r  r e c e i v i n g  t h e  g r i e v a n c e .  The a p p o i n t i n g  a u t h o r i t y  
may have p r e s e n t  t h e  e m p l o y e e ' s  immedia te  s u p e r v i s o r ,  i f  i t  
deems it a p p r o p r i a t e  t o  t h e  r e s o l u t i o n  of  t h e  g r i e v a n c e .  

B. I f  t h e  a p p o i n t i n g  a u t h o r i t y  i s  n o t  s u c c e s s f u l  i n  
s e t t l i n g  t h e  g r i e v a n c e  t o  t h e  e m p l o y e e ' s  s a t i s f a c t i o n  w i t h i n  
f o u r t e e n  ( 1 4 )  c a l e n d a r  d a y s  a f t e r  it is  p r e s e n t e d  t o  t h e  
employee i n  w r i t i n g ,  t h e  employee s h a l l ,  w i t h i n  f i f t e e n  ( 1 5 )  
c a l e n d a r  d a y s  a f t e r  r e c e i v i n g  w r i t t e n  n o t i f i c a t i o n  of t h e  
d e c i s i o n ,  submi t  a  g r i e v a n c e  t o  t h e  C i v i l  S e r v i c e  Commission. 

C .  The C i v i l  S e r v i c e  Commission s h a l l  s e t  a  time f o r  
i ts  rev iew of  t h e  c a s e  w i t h i n  a  r e a s o n a b l e  time a f t e r  r e c e i v i n g  
a  g r i e v a n c e .  I f  t h e  Commission d e s i r e s  t o  have  t h e  g r i e v a n c e  
h e a r d  by a  h e a r i n g  o f f i c e r ,  i t  must i n f o r m  t h e  a g g r i e v e d  employee 
and  r e p r e s e n t a t i v e  a s  soon  a s  p o s s i b l e .  

D .  I n  h e a r i n g s  b e f o r e  t h e  C i v i l  S e r v i c e  Commission o r  
a  h e a r i n g  o f f i c e r ,  t h e  a g g r i e v e d  employee and /o r  r e p r e s e n t a t i v e  
s h a l l  b e  a l l o w e d  t o  a p p e a r  and  p r e s e n t  t h e  c a s e .  An a p p r o p r i a t e  
management r e p r e s e n t a t i v e  s h a l l  a l s o  b e  a l l owed  t o  a p p e a r  b e f o r e  
t h e  Commission. Both s i d e s  s h a l l  have  t h e  r i g h t  t o  c a l l  
w i t n e s s e s  i n  s u p p o r t  of  t h e i r  p o s i t i o n s  and  t o  c ros s -examine  
w i t n e s s e s  f o r  t h e  o t h e r  s i d e .  The Commission o r  t h e  h e a r i n g  
o f f i c e r  s h a l l  p r e p a r e  a  summary of t h e  h e a r i n g .  I f  b o t h  p a r t i e s  
d e s i r e  a  f o r m a l ,  w r i t t e n  r e c o r d  p r e p a r e d  by a  r e p o r t e r ,  t h e  c o s t  
of  such  s e r v i c e s  s h a l l  be s h a r e d  e q u a l l y .  I f  o n l y  one  s i d e  
d e s i r e s  a  f o r m a l  w r i t t e n  r e c o r d  of  t h e  p r o c e e d i n g s ,  t h a t  s i d e  
s h a l l  b e a r  t h e  c o s t .  

E. The C i v i l  S e r v i c e  Commission s h a l l  r e a c h  a  
d e c i s i o n  and p r e s e n t  i t  f o r m a l l y  t o  t h e  a p p r o p r i a t e  management 
o f f i c i a l  w i t h i n  f i f t e e n  ( 1 5 )  working d a y s  f o l l o w i n g  t h e  c l o s e  of 
t h e  f o r m a l  h e a r i n g .  D e c i s i o n  by t h e  C i v i l  S e r v i c e  Commission 
s h a l l  be  made by a  t w o - t h i r d s  ( 2 / 3 )  v o t e  of t h e  e n t i r e  members, 
a s  r e q u i r e d  by 1 CMC 8101, e t  s e q . ,  and s h a l l  b e  f i n a l .  

F. I f  t h e  a g g r i e v e d  employee i s  d i s s a t i s f i e d  w i t h  t h e  
d e c i s i o n  a f t e r  h a v i n g  e x h a u s t e d  a l l  a d m i n i s t r a t i v e  a p p e a l  l e v e l s ,  
t h e  employee h a s  r e c o u r s e  t o  t h e  c o u r t s .  

G .  The P e r s o n n e l  O f f i c e r  s h a l l  be  k e p t  in formed a s  t o  
t h e  p r o g r e s s  o f  a  f o r m a l  g r i e v a n c e  and i s  r e s p o n s i b l e  f o r  
a s s u r i n g  t h a t  t h e  time l i m i t s  e s t a b l i s h e d  i n  t h i s  p r o c e d u r e  a r e  
met, The P e r s o n n e l  O f f i c e r  i s  a l s o  r e s p o n s i b l e  t o  a s s u r e  t h a t  
t h e  f o r m a l  r e c o r d  of t h e  g r i e v a n c e  i s  as sembled  i n t o  one  p l a c e ,  
s t o r e d  and s a f e g u a r d e d .  

- - 
H .  The P e r s o n n e l  O f f i c e r  s h a l l  be  t h e  f i n a l  c u s t o d i a n  

of a l l  r e c o r d s  of  a  g r i e v a n c e  and is r e s p o n s i b l e  f o r  t h e i r  
p r o p e r  s t o r a g e  and s e c u r i t y .  



PERSONNEL SERVICE SYSTEM REGULATIONS 
EXECUTIVE BRANCH 

PART I V ,  SUB-PART A 
POSITION CLASSIFICATION 

I V  . A 1  GENERAL 

A l l  p o s i t i o n s  s u b j e c t  t o  t h e  p r o v i s i o n s  o f  t h e  P e r s o n n e l  S e r v i c e  
System s h a l l  b e  c l a s s i f i e d  i n  a c c o r d a n c e  w i t h  t h e  app roved  
P o s i t i o n  C l a s s i f i c a t i o n  P l a n .  

I V  .A2 DEFINITIONS 

A .  P o s i t i o n  C l a s s i f i c a t i o n .  P o s i t i o n  C l a s s i f i c a t i o n  
means t h e  p r o c e s s  by which employment p o s i t i o n s  i n  an  o r g a n i z a -  
t i o n  a r e  i d e n t i f i e d ,  d e s c r i b e d  and d e f i n e d  a c c o r d i n g  t o  t h e i r  
d u t i e s  and r e s p o n s i b i l i t i e s ,  w i t h  l i k e  p o s i t i o n s  s e g r e g a t e d  i n t o  
g r o u p s  c a l l e d  " c l a s s e s . "  A s y s t e m a t i c  r e c o r d  i s  made o f  t h e  
c l a s s e s  f o u n d  and a  l i s t i n g  i s  made o f  t h e  p a r t i c u l a r  p o s i t i o n s  
found  t o  b e  o f  e a c h  c l a s s .  

B. C l a s s .  C l a s s  means o n e  p o s i t i o n  o r  a  g r o u p  of 
p o s i t i o n s  s u f f i c i e n t l y  s i m i l a r  i n  r e s p e c t  t o  t h e i r  d u t i e s ,  
r e s p o n s i b i l i t i e s  and  a u t h o r i t y  t h a t  t h e  same t i t l e  may be  used 
w i t h  c l a r i t y  t o  d e s i g n a t e  each  p o s i t i o n  a l l o c a t e d  t o  t h e  s a i d  
c l a s s .  The same s t a n d a r d  q u a l i f i c a t i o n s  may b e  r e q u i r e d  of  a l l  
i n c u m b e n t s ,  t h e  same t e s t  of  f i t n e s s  may b e  used  t o  c h o o s e  
q u a l i f i e d  employees ,  and t h e  same s c h e d u l e  of  compensa t ion  may 
b e  a p p l i e d  w i t h  e q u i t y  under  t h e  same o r  s u b s t a n t i a l l y  t h e  same 
employment c o n d i t i o n s  of  a  g i v e n  c l a s s ;  a l t h o u g h  s u f f i c i e n t l y  
d i s s i m i l a r  f rom any p o s i t i o n  o r  any  o t h e r  g r o u p  o f  p o s i t i o n s  t o  
w a r r a n t  e x c l u s i o n  f rom t h o s e  g r o u p s  o f  p o s i t i o n s .  

The c l a s s  t i t l e  a s s i g n e d  t o  a  p o s i t i o n  i n  a c c o r d a n c e  w i t h  t h e  
P o s i t i o n  C l a s s i f i c a t i o n  P l a n  s h a l l  b e  t h e  o f f i c i a l  t i t l e  and w i l l  
b e  u sed  f o r  a l l  p e r s o n n e l ,  b u d g e t a r y  and f i n a n c i a l  p u r p o s e s ,  and 
s h o u l d  b e  used f o r  a l l  p o s i t i o n  o r g a n i z a t i o n  c h a r t s .  

C .  P o s i t i o n .  The work, c o n s i s t i n g  of  d u t i e s  and 
r e s p o n s i b i l i t i e s  a s s i g n e d  by competen t  a u t h o r i t y  f o r  p e r f o r m a n c e  
by an employee.  

D .  P o s i t i o n  C l a s s i f i c a t i o n  P l a n .  P o s i t i o n  C l a s s i f i c a -  
t i o n  P l a n  means c l a s s e s  o f  p o s i t i o n s  a r r a n g e d  i n  a  s y s t e m a t i c  
o r d e r  t o  r e f l e c t  a l l  o f  t h e  k i n d s  and l e v e l s  of  work u t i l i z e d  i n  
t h e  P e r s o n n e l  S e r v i c e .  

E .  A p p o i n t i n g  A u t h o r i t y .  A p p o i n t i n g  a u t h o r i t y  means 
a  p e r s o n  o r  a  d e s i g n e e  of  such  a  p e r s o n  h a v i n g  power t o  make 
a p p o i n t m e n t s  o r  c h a n g e s  i n  s t a t u s  o f  an employee i n  t h e  P e r s o n n e l  
S e r v i c e .  



F .  A l l o c a t i o n .  A l l o c a t i o n  o f  a  p o s i t i o n  means t h e  
a s s i g n m e n t  o f  a  p o s i t i o n  t o  i t s  a p p r o p r i a t e  c l a s s  on t h e  b a s i s  
o f  a n a l y s i s  o f  t h e  d u t i e s  and r e s p o n s i b i l i t i e s  o f  t h e  p o s i t i o n .  

G .  R e a l l o c a t i o n .  R e a l l o c a t i o n  of a  p o s i t i o n  i s  a 
p o s i t i o n  change  r e s u l t i n g  from a  change  o f  d u t i e s  and r e s p o n s i -  
b i l i t i e s  o v e r  a  p e r i o d  o f  time, n o t  a  r e s u l t  of  p l a n n e d  manage- 
ment d e c i s i o n  and a c t i o n .  

H .  R e c l a s s i f i c a t i o n .  R e c l a s s i f i c a t i o n  means change  
o f  a  p o s i t i o n  o r  g roup  o f  p o s i t i o n s  t o  a  d i f f e r e n t  c l a s s  a s  a  
r e s u l t  of a  change  i n  a s s i g n e d  d u t i e s  and  r e s p o n s i b i l i t i e s ,  
c l a s s i f i c a t i o n  s t a n d a r d s ,  o r  a s  a  r e s u l t  o f  c o r r e c t i n g  a  c l a s s i -  
f  i c a t i o n  e r r o r .  

I .  C l a s s  S p e c i f i c a t i o n .  C l a s s  s p e c i f i c a t i o n  means an  
o f f i c i a l  p o s i t i o n  c l a s s i f i c a t i o n  p l a n  document d e s c r i p t i o n  o f  t h e  
g e n e r a l  c h a r a c t e r i s t i c s  o f  a  c l a s s ,  and i n c l u d e s  t h e  o f f i c i a l  
c l a s s  t i t l e ,  a  d e t a i l e d  d e s c r i p t i o n  o f  t h e  s c o p e  o f  d u t i e s  and 
r e s p o n s i b i l i t i e s  of t h e  c l a s s ,  s p e c i f i c  examples  of  work o r  
t y p i c a l  d u t i e s  pe r fo rmed  and a  s t a t e m e n t  o f  t h e  q u a l i f i c a t i o n s  
r e q u i r e d  t o  p e r f o r m  t h e  work o f  t h e  c l a s s .  

J .  O c c u p a t i o n a l  Group. O c c u p a t i o n a l  g r o u p  means a  
major  s u b d i v i s i o n  of a  p o s i t i o n  c l a s s i f i c a t i o n  p l a n ,  g e n e r a l l y  
embrac ing  s e v e r a l  s e r i e s  o f  c l a s s e s  o f  p o s i t i o n s  i n  a s s o c i a t e d  
o r  r e l a t e d  work s p e c i a l t i e s ,  p r o f e s s i o n s  o r  r e l a t e d  a c t i v i t i e s .  
( F o r  example ,  " C l e r i c a l  and Machine O p e r a t i o n , "  " A d m i n i s t r a t i v e ,  
Management, and  A l l i e d , "  and " A g r i c u l t u r a l  and A l l i e d "  a r e  
o c c u p a t i o n a l  g r o u p s . )  

K .  S e r i e s  of C l a s s e s .  S e r i e s  of c l a s s e s  means c l a s s e s  
c l o s e l y  r e l a t e d  a s  t o  o c c u p a t i o n a l  s p e c i a l t y  b u t  d i f f e r i n g  i n  
l e v e l  o f  d i f f i c u l t y  , r e s p o n s i b i l i t y  and q u a l i f i c a t i o n s  r e q u i r e d .  
( F o r  example ,  t h e  t h r e e  c l a s s e s  o f  A r c h i t e c t  I ,  A r c h i t e c t  I1 and 
A r c h i t e c t  I11 t a k e n  t o g e t h e r  make up a  s e r i e s  of c l a s s e s . )  

L .  P o s i t i o n  D e s c r i p t i o n .  P o s i t i o n  d e s c r i p t i o n  means 
a  f o r m a l ,  o f f i c i a l  w r i t t e n  s t a t e m e n t  by management which 
documents  t h e  d e s c r i p t i o n ,  a s s i g n m e n t  o r  a r r a n g e m e n t  o f  t h e  
d u t i e s  and  r e s p o n s i b i l i t i e s  o f  a p o s i t i o n .  

IV.A3 PRINCIPLES AND POLICY 

The b a s i c  p r i n c i p l e s  u n d e r l y i n g  t h e  p o s i t i o n  c l a s s i f i c a t i o n  
s y s t e m  a r e :  

A .  Equal  pay  f o r  e q u a l  work; and 
B .  V a r i a t i o n s  i n  pay  i n  p r o p o r t i o n  t o  d i f f e r e n c e s  i n  

d i f f i c u l t y ,  r e s p o n s i b i l i t y  and  q u a l i f i c a t i o n  r e q u i r e m e n t s  of t h e  
- .  work. 



The P e r s o n n e l  S e r v i c e  S y s t e m ' s  p o s i t i o n  c l a s s i f i c a t i o n  program 
a p p l i e s  t h e s e  p r i n c i p l e s  i n  r e s p o n s e  t o  management 's  e x p r e s s e d  
n e e d s  and i n  s u p p o r t  of  m i s s i o n  accompl i shmen t s .  Changes i n  
c l a s s i f i c a t i o n  s h a l l  n o t  b e  made f o r  t h e  p u r p o s e  of  r a i s i n g  o r  
r e d u c i n g  pay ,  b u t  o n l y  t o  r e f l e c t  c l e a r  and s i g n i f i c a n t  c h a n g e s  
i n  d u t i e s  and  r e s p o n s i b i l i t i e s .  S u p e r v i s o r s  and managers  a r e  
e x p e c t e d  t o  o r g a n i z e  t h e  work o f  t h e i r  o r g a n i z a t i o n s  and  
s t r u c t u r e  t h e  p o s i t i o n s  s o  t h a t  v a c a n c i e s  can  b e  f i l l e d  a t  t h e  
l o w e s t  l e v e l  a t  which q u a l i f i e d  a p p l i c a n t s  c a n  b e  o b t a i n e d .  

RESPONSIBILITIES 

P e r s o n n e l  O f f i c e r  

(1) A d m i n i s t e r s  a  c l a s s i f i c a t i o n  program which 
s u p p o r t s  management 's  o b j e c t i v e s ,  meets l e g a l  and r e g u l a t o r y  
r e q u i r e m e n t s ,  and p romotes  p a r t i c i p a t i o n  by o p e r a t i n g  o f f i c i a l s  
i n  t h e  c l a s s i f i c a t i o n  p r o c e s s .  

( 2 )  P r o v i d e s  a d v i c e  and  a s s i s t a n c e  t o  management 
on t h e  c l a s s i f i c a t i o n  a s p e c t s  o f  p o s i t i o n  s t r u c t u r e  needed  t o  
c a r r y  o u t  t h e  g o v e r n m e n t ' s  m i s s i o n .  

( 3 )  Conducts  p e r i o d i c  r e v i e w s  t o  e v a l u a t e  t h e  
e f f e c t i v e n e s s  o f  t h e  c l a s s i f i c a t i o n  program and d i r e c t s  c o r r e c -  
t i v e  a c t i o n  where a p p r o p r i a t e .  

( 4 )  Develops  new c l a s s i f i c a t i o n  s t a n d a r d s ,  r e v i s e s  
e x i s t i n g  s t a n d a r d s  a s  needed ,  s e e k s  a d v i c e  and c o u n s e l  o f  
a p p o i n t i n g  a u t h o r i t i e s  w i t h  t h e  a p p r o v a l  of  t h e  C i v i l  S e r v i c e  
Commission. 

( 5 )  Groups p o s i t i o n s  i n t o  c l a s s e s  on t h e  b a s i s  of  
t h e i r  s i m i l a r i t i e s  i n  d u t i e s ,  r e s p o n s i b i l i t i e s  and o t h e r  s i g n i f i -  
c a n t  f a c t o r s .  

( 6 )  A s s i g n s  a  t i t l e  t o  e a c h  c l a s s  which s h a l l  
a p p l y  t o  a l l  p o s i t i o n s  i n  t h e  c l a s s ;  p r e s c r i b e s  t h e  c h a r a c t e r -  
i s t i c s  o f  e a c h  c l a s s ;  and sets  t h e  s t a n d a r d s  f o r  employment i n  
any p o s i t i o n  i n  t h e  c l a s s  s u b s e q u e n t  t o  c o n s u l t a t i o n  w i t h  t h e  
C i v i l  S e r v i c e  Commission and  t h e  a p p r o p r i a t e  management 
o f f i c i a l s .  

( 7 )  Changes a  p o s i t i o n  from o n e  c l a s s  t o  a n o t h e r  
where  s u b s t a n t i a l  c h a n g e s  h a v e  o c c u r r e d  i n  t h e  d u t i e s  and 
r e s p o n s i b i l i t i e s .  

( 8 )  De te rmines  t h e  s t a t u s  of  o c c u p a n t s  of  p o s i -  
t i o n s  which have  been  changed  f rom one  c l a s s  t o  a n o t h e r .  

The P e r s o n n e l  O f f i c e r  i s  a u t h o r i z e d  t o  d e l e g a t e  
a u t h o r i t y  t o  t h e  d e g r e e  t o  which t h e  P e r s o n n e l  O f f i c e r  deems 
a p p r o p r i a t e ,  i n c l u d i n g  t o  o t h e r  q u a l i f i e d  p e r s o n n e l  i n  t h e  
P e r s o n n e l  O f f i c e ,  t o  i d e n t i f y  p o s i t i o n s  which have  been  approved  
and  a l l o c a t e d  w i t h i n  t h e  C l a s s i f i c a t i o n  P l a n .  

B. A p p o i n t i n g  A u t h o r i t i e s  and S u p e r v i s o r s  

(1) P l a n ,  o r g a n i z e ,  d e v e l o p  and a s s i g n  d u t i e s  and 
- - r e s p o n s i b i l i t i e s  t o  p o s i t i o n s ,  whether  o c c u p i e d  o r  v a c a n t ;  



( 2 )  C o n s i d e r  t h e  m i s s i o n  o f  t h e  o r g a n i z a t i o n  and 
s t r u c t u r e  p o s i t i o n s  f o r  accompl i shment  o f  r e q u i r e m e n t s  i n  t h e  
most e f f e c t i v e  and economica l  manner p o s s i b l e ;  

( 3 )  Assure  t h a t  a s s i g n e d  d u t i e s  and  r e s p o n s i b i l i -  
t i e s  do n o t  d u p l i c a t e  o r  o v e r l a p  t h o s e  o f  o t h e r  p o s i t i o n s ;  

( 4 )  A s s u r e  t h a t  d u t i e s  and  r e s p o n s i b i l i t i e s  
a s s i g n e d  t o  p o s i t i o n s  a r e  c o m p l e t e l y  and a c c u r a t e l y  d e s c r i b e d  i n  
p o s i t i o n  d e s c r i p t i o n s  i n  f u l l  and  s u f f i c i e n t  d e t a i l  f o r  p o s i t i o n  
c l a s s i f i c a t i o n  and a l l  r e l a t e d  p u r p o s e s ;  

( 5 )  Develop,  p r e p a r e ,  m a i n t a i n  and s u b m i t  f a c t u a l  
and up- to-da te  f u n c t i o n a l  s t a t e m e n t s  and o r g a n i z a t i o n a l  p o s i t i o n  
c h a r t s  which c l e a r l y  d e p i c t  s u c h  i n f o r m a t i o n  a s  a s s i g n e d  o r g a n i -  
z a t i o n a l  and/or  s u p e r v i s o r y  r e s p o n s i b i l i t y ,  o r g a n i z a t i o n a l  
segment  i d e n t i f i c a t i o n ,  employee names w i t h  o f f i c i a l  c l a s s  t i t l e s  
and pay l e v e l s  f o r  t h e  p o s i t i o n s  t o  which a s s i g n e d ,  t h e  t i t l e  
and  pay l e v e l s  o f  v a c a n t  p o s i t i o n s  which a r e  funded  and  approved ,  
and  o t h e r  s i m i l a r  e s s e n t i a l  d e t a i l s ;  and 

(6) A s s i s t  employees  t o  a c c o m p l i s h  t h e  f o r e g o i n g .  

POSITION PLANNING 

The s u p e r v i s o r  is r e s p o n s i b l e  f o r  p o s i t i o n  p l a n n i n g .  The s u p e r -  
v i s o r  a n a l y z e s  t h e  work t o  b e  a c c o m p l i s h e d ,  d e c i d e s  on work o r  
p r o d u c t i o n  methods ,  and d e t e r m i n e s  t h e  r e q u i r e m e n t s  f o r  s u p e r -  
v i s i o n ,  s p e c i a l  t e c h n i c a l  s u p p o r t ,  q u a l i t a t i v e  and q u a n t i t a t i v e  
c o n t r o l s ,  and  r ev i ew and e v a l u a t i o n .  A well d e f i n e d  p o s i t i o n  
h a s  c l e a r l y  d e f i n e d  o p e r a t i o n ,  t a s k s ,  d u t i e s ,  a u t h o r i t i e s ,  
r e s p o n s i b i l i t i e s  and s u p e r v i s o r y  r e l a t i o n s h i p s .  



PERSONNEL SERVICE SYSTEM REGULATIONS 
EXECUTIVE BRANCH 

PART I V ,  SUB-PART B 
COMPENSATION 

I V .  B 1  GENERAL 

A l l  p e r s o n s  s u b j e c t  t o  t h e  p r o v i s i o n s  o f  1 CMC 8101,  e t  s e q ,  and  
C o n s t i t u t i o n a l  Amendment No. 4 1  s h a l l  b e  compensa ted  i n  acco rd -  
a n c e  w i t h  such  l a w s  and  t h e  p r o v i s i o n s  o f  t h i s  p a r t .  

IV.B2 COMPENSATION PLAN 

The c l a s s e s  i n  t h e  p o s i t i o n  c l a s s i f i c a t i o n  p l a n ,  when a s s i g n e d  
t o  a p p r o p r i a t e  pay l e v e l s  o f  t h e  Base S a l a r y  S c h e d u l e  a s  e s t a b -  
l i s h e d ,  s h a l l  c o n s t i t u t e  t h e  b a s i c  compensa t ion  p l a n .  The 
P e r s o n n e l  O f f i c e r  s h a l l  a s s i g n  a l l  c l a s s e s  i n  t h e  p o s i t i o n  
c l a s s i f i c a t i o n  p l a n  t o  a p p r o p r i a t e  pay  l e v e l s  i n  t h e  Base  S a l a r y  
S c h e d u l e  i n  a c c o r d a n c e  w i t h  t h e  f o l l o w i n g :  

A .  Kind and  l e v e l  o f  work; 
B. Degree  o f  d i f f i c u l t y  and r e s p o n s i b i l i t y ;  
C .  Kind ,  q u a l i t y  and  l e v e l  o f  q u a l i f i c a t i o n  r e q u i r e -  

ments ;  
D.  R e l a t i o n s h i p  t o  o t h e r  c l a s s e s  i n  i t s  o c c u p a t i o n a l  

g r o u p  and o f  i t s  o c c u p a t i o n a l  g r o u p  t o  o t h e r  o c c u p a t i o n a l  g r o u p s .  

PERIODIC REVIEW OF COMPENSATION PLAN 

The P e r s o n n e l  O f f i c e r  s h a l l  p e r i o d i c a l l y  conduc t  n e c e s s a r y  and  
a p p r o p r i a t e  s t u d i e s  o f  r a t e s  o f  compensa t ion  and compensa t ion  
p r a c t i c e s  i n  a l l  g e o g r a p h i c  a r e a s  f rom which employees  a r e  
n o r m a l l y  r e c r u i t e d ,  and s h a l l  recommend and t r a n s m i t  t h e  same t o  
t h e  C i v i l  S e r v i c e  Commission f o r  i t s  r e v i e w .  F o l l o w i n g  s u c h  
r e v i e w ,  t h e  Commission s h a l l  s u b m i t  t h e  same, t o g e t h e r  w i t h  i t s  
comments and recommendat ions ,  t o  t h e  L e g i s l a t u r e  f o r  r ev i ew and  
a p p r o v a l  a s  s t a t e d  i n  1 CMC 8101,  e t  s e q .  

IV.B4 ESTABLISHING SALARY UPON APPOINTMENT 

A.  S a l a r y  s h a l l  b e  f i x e d  a t  t h e  f i r s t  s t e p  of  t h e  
a p p r o p r i a t e  pay l e v e l  upon i n i t i a l  a p p o i n t m e n t .  Shou ld  a  h i g h e r  
r a t e  b e  deemed n e c e s s a r y  t o  r e c r u i t ,  and  i s  a p p r o p r i a t e  t o  t h e  
q u a l i f i c a t i o n s  o f  t h e  a p p l i c a n t ,  t h e  s a l a r y  may be  f i x e d  a t  any 
s u c c e e d i n g  s t e p .  Payment o f  s a l a r y  above  S t e p  1 of  pay  l e v e l  
must  b e  app roved  by  t h e  P e r s o n n e l  O f f i c e r .  

B. When a  p e r s o n  may b e  reemployed a f t e r  a  b r e a k  i n  
s e r v i c e  o f  one (1) o r  more d a y s  i n t o  a  p o s i t i o n  i n  a  c l a s s  and 
pay  l e v e l  lower  t h a n  t h e  h i g h e s t  c l a s s  and  pay  l e v e l  p r e v i o u s l y  
h e l d ,  t h e  s a l a r y  may b e  s e t  a t  t h e  h i g h e s t  p r e v i o u s  r a t e  h e l d ,  

- .  



p r o v i d e d  t h e  r a t e  d o e s  n o t  e x c e e d  t h e  s a l a r y  r a n g e  o f  t h e  l ower  
p a y  l e v e l .  ( S e e  P a r t  I I I . B 7 . )  

I V .  B5 PROMOTIONS 

An employee who is promoted f rom a  p o s i t i o n  on o n e  c l a s s  t o  a n  
e x i s t i n g  p o s i t i o n  i n  a  h i g h e r  c l a s s  s h a l l  b e  compensa ted  a t  t h e  
l o w e s t  s t e p  i n  t h e  new p a y  l e v e l  which a t  l e a s t  e q u a l s  t h e  amount 
o f  two ( 2 )  s t e p  i n c r e a s e s  i n  t h e  o l d  pay  l e v e l .  The r a t e  o f  
compensa t ion  c a n n o t  e x c e e d  t h e  r a t e  o f  t h e  maximum s t e p  i n  t h e  
h i g h e r  pay  l e v e l .  The e f f e c t i v e  d a t e  o f  t h e  p romot ion  s h a l l  b e  
t h e  new s e r v i c e  a n n i v e r s a r y  d a t e  f o r  t h e  promoted  employee .  An 
employee  s h a l l  n o t  be  promoted  i n t o  a  s u p e r v i s o r y  p o s i t i o n  u n t i l  
a n d  u n l e s s  s u c h  employee h a s  s a t i s f a c t o r i l y  comple t ed  t h e  
"Pe r fo rmance  S t a n d a r d s  & A p p r a i s a l  Workshop" c o n d u c t e d  by  t h e  
P e r s o n n e l  Off i c e .  R e t r o a c t i v e  p r o m o t i o n s  s h a l l  n o t  b e  made 
e x c e p t  when d i r e c t e d  by  a  d e c i s i o n  o f  t h e  C i v i l  S e r v i c e  Commis- 
s i o n  p u r s u a n t  t o  an e m p l o y e e ' s  a p p e a l .  

I V .  B6 TEMPORARY PROMOTIONS 

A t e m p o r a r y  p romot ion  i s  u t i l i z e d  when it  i s  a n t i c i p a t e d  t h a t  an  
employee  w i l l  t e m p o r a r i l y  occupy  a  p o s i t i o n  f o r  a  p e r i o d  i n  
e x c e s s  o f  t h r e e  ( 3 )  months .  An employee can  b e  t e m p o r a r i l y  
p romoted  o n l y  i f  such  employee  meets t h e  q u a l i f i c a t i o n s  s t a n d a r d s  
o f  t h e  new p o s i t i o n .  The employee t e m p o r a r i l y  p romoted  s h a l l  b e  
compensa ted  a t  t h e  s t e p  i n  t h e  new pay  l e v e l  which is a t  l e a s t  
e q u a l  t o  an i n c r e a s e  o f  two s t e p s  a t  t h e  c u r r e n t  p a y  l e v e l .  The 
employee  must b e  i n fo rmed  i n  a d v a n c e  and a g r e e ,  i n  w r i t i n g ,  t h a t  
a t  t h e  e x p i r a t i o n  o f  t h e  t e m p o r a r y  p r o m o t i o n ,  t h e  employee w i l l  
b e  r e t u r n e d  t o  t h e  fo rmer  s a l a r y  ( l e v e l  and s t e p )  t h a t  s / h e  
would b e  r e c e i v i n g  had  t h e  employee r ema ined  i n  t h e  fo rmer  p o s i -  
t i o n .  No t empora ry  p romot ion  s h a l l  e x c e e d  a p e r i o d  o f  one (1) 
y e a r  e x c e p t  when t h e  t e m p o r a r y  p romot ion  i s  t o  r e p l a c e  an 
employee  on e d u c a t i o n a l  l e a v e  o u t s i d e  t h e  Commonwealth. I n  t h i s  
i n s t a n c e ,  t h e  t e m p o r a r y  p r o m o t i o n  may c o n t i n u e  f o r  n o t  l o n g e r  
t h a n  two ( 2 )  y e a r s .  

IV.B7 " A C T I N G "  ASSIGNMENT 

An " a c t i n g "  a s s i g n m e n t  i s  t h e  d e s i g n a t i o n ,  i n  w r i t i n g ,  t h a t  a n  
employee  w i l l  a c t  f o r  a  p e r i o d  o f  u p  t o  t h i r t y  ( 3 0 )  days  i n  
p l a c e  o f  a  s u p e r v i s o r .  When t h e  s u p e r v i s o r ' s  a b s e n c e  e x c e e d s  
t h e  i n i t i a l  t h i r t y  ( 3 0 ) - d a y  p e r i o d ,  a  new d e s i g n a t i o n  s h a l l  b e  
made f o r  an a d d i t i o n a l  t h i r t y  ( 3 0 )  d a y s .  T h i s  t h i r t y  ( 3 0 ) - d a y  
r e n e w a l  o f  t h e  a c t i n g  a s s i g n m e n t  i s  r e p e a t e d  u n t i l  t h e  s u p e r v i s o r  
r e t u r n s  t o  t h e  p o s i t i o n .  Whenever t h e  a c t i n g  a s s i g n m e n t  e x c e e d s  
n i n e t y  ( 9 0 )  d a y s ,  t h e  employee  s h a l l  b e  t e m p o r a r i l y  p romoted  i f  
t h e  employee m e e t s  t h e  q u a l i f i c a t i o n s  s t a n d a r d s  of  t h e  p o s i t i o n .  
I f  t h e  a c t i n g  a s s i g n m e n t  e x c e e d s  n i n e t y  ( 9 0 )  d a y s  and t h e  

- - employee d o e s  n o t  meet t h e  q u a l i f i c a t i o n s  s t a n d a r d s  of e i t h e r  t h e  
t a r g e t  l e v e l  o r  t h e  i n t e r m e d i a t e  l e v e l ,  t h e  employee  s h a l l  b e  



compensa ted  w i t h  two ( 2 )  s t e p s  i n  t h e  c u r r e n t  pay l e v e l ,  b u t  may 
n o t  exceed  t h e  maximum s t e p .  

When an employee i n  t h e  c l a s s i f i e d  s e r v i c e  is  d e s i g n a t e d  f o r  an 
a c t i n g  a s s i g n m e n t  i n  t h e  e x c e p t e d  s e r v i c e ,  t h e  employee  s h a l l  b e  
r e q u i r e d  t o  r e s i g n  from t h e  c l a s s i f i e d  s e r v i c e  i n  o r d e r  t o  a c c e p t  
t h e  s a i d  a c t i n g  a s s i g n m e n t .  Whi le  i n  t h e  a c t i n g  a s s i g n m e n t ,  t h e  
employee s h a l l  b e  e n t i t l e d  t o  r e c e i v e  a  s a l a r y  e q u i v a l e n t  t o  t h e  
s a l a r y  r e c e i v e d  b y  t h e  p r e v i o u s  incumbent  o f  t h e  p o s i t i o n .  

Upon e x p i r a t i o n  o f  t h e  a c t i n g  a s s i g n m e n t ,  t h e  employee w i l l  b e  
r e i n s t a t e d  t o  t h e  fo rmer  p o s i t i o n  and s a l a r y  ( l e v e l  and s t e p )  
t h a t  t h e  employee would b e  r e c e i v i n g  had t h e  employee remained  
i n  t h e  fo rmer  p o s i t i o n .  

IV.B8 D E T A I L  

A d e t a i l  i s  t h e  t e m p o r a r y  a s s i g n m e n t  o f  a n  employee t o  a  
d i f f e r e n t  p o s i t i o n  f o r  a  s p e c i f i e d  t e m p o r a r y  time p e r i o d ,  w i t h  
t h e  employee r e t u r n i n g  t o  t h e  r e g u l a r  p o s i t i o n  and d u t i e s  a t  t h e  
end  o f  t h e  d e t a i l .  T e c h n i c a l l y ,  a  p o s i t i o n  i s  n o t  f i l l e d  by a  
d e t a i l ,  a s  t h e  employee c o n t i n u e s  t o  b e  t h e  incumbent  o f  t h e  
p o s i t i o n  f rom which d e t a i l e d .  Normal ly ,  whenever it i s  a n t i c i -  
p a t e d  t h a t  t h e  need  f o r  a  d e t a i l  w i l l  exceed  n i n e t y  ( 9 0 )  d a y s ,  
i t  is more a p p r o p r i a t e  t o  e f f e c t  a  t empora ry  promot ion  ( see  P a r t  
IV.B6) i f  t h e  employee i s  q u a l i f i e d  a t  t h e  h i g h e r  g r a d e .  I n d i -  
v i d u a l s  who do  n o t  meet t h e  q u a l i f i c a t i o n  s t a n d a r d s  o f  t h e  
p romot ion  a t  t h e  h i g h e r  g r a d e  c a n n o t  b e  t e m p o r a r i l y  promoted ,  
however ,  and must v o l u n t a r i l y  a g r e e  t o  any p e r i o d  f o r  which t h e  
d e t a i l  e x c e e d s  n i n e t y  ( 9 0 )  d a y s .  An employee a l s o  may b e  
d e t a i l e d  t o  a  s e t  o f  d u t i e s ,  which must b e  s p e c i f i c a l l y  d e s c r i b e d  
i n  t h e  t a s k  l i s t ,  when t h e  g o v e r n m e n t ' s  need  f o r  n e c e s s a r y  o r  
emergency s e r v i c e s  c a n n o t  b e  o b t a i n e d  by  o t h e r  d e s i r a b l e  o r  
p r a c t i c a l  r e c r u i t m e n t  means.  

I V .  B9  DEMOTION 

An employee demoted b e c a u s e  o f  a b o l i s h m e n t  of  p o s i t i o n  o r  
r e a l l o c a t i o n  o f  p o s i t i o n  t o  a  lower  pay l e v e l ,  e x c e p t  a t  t h e  
e m p l o y e e ' s  own r e q u e s t ,  s h a l l  b e  compensated a t  t h e  s a l a r y  r a t e  
which d o e s  n o t  e x c e e d  t h e  e m p l o y e e ' s  c u r r e n t  pay r a t e .  Where 
t h e  e m p l o y e e ' s  c u r r e n t  r a t e  e x c e e d s  t h e  r a t e  o f  t h e  maximum s t e p  
o f  t h e  lower  pay l e v e l ,  t h e  employee  s h a l l  b e  compensated a t  
s u c h  maximum s t e p .  An employee demoted a s  a  d i s c i p l i n a r y  
measure  s h a l l  h a v e  h i s / h e r  compensa t ion  r e d u c e d  t o  t h e  c o r r e s -  
pond ing  s t e p  o f  t h e  lower  pay  l e v e l ,  a n d  may, w i t h  t h e  a p p r o v a l  
o f  t h e  P e r s o n n e l  O f f i c e r ,  b e  compensa ted  a t  a  lower  s t e p .  

An employee demoted a t  h i s / h e r  own r e q u e s t  s h a l l  have  pay  s e t  a t  
t h e  s t e p  i n  t h e  lower  pay l e v e l  which c o r r e s p o n d s  t o  t h e  s t e p  
h e l d  i n  t h e  h i g h e r  l e v e l .  

- - 



I V  .B10 TRANSFER 

An employee who i s  t r a n s f e r r e d  t o  a  d i f f e r e n t  p o s i t i o n  a t  t h e  
same pay  l e v e l  s h a l l  r e c e i v e  no  change  i n  c o m p e n s a t i o n .  An 
employee may t r a n s f e r  from t h e  c l a s s i f i e d  s e r v i c e  i n  one  b r a n c h  
of  government  t o  t h e  c l a s s i f i e d  s e r v i c e  i n  a n o t h e r  b r a n c h  of t h e  
government  w i t h  no l o s s  of  b e n e f i t s .  A minimum of  two w e e k s 1  
n o t i c e  must b e  g i v e n  t h e  l o s i n g  s u p e r v i s o r  o r  a p p o i n t i n g  
a u t h o r i t y  p r i o r  t o  e f f e c t i n g  a  t r a n s f e r .  

I V  . B 1 1  EFFECT ON SERVICE ANNIVERSARY DATE 

An e m p l o y e e ' s  s e r v i c e  a n n i v e r s a r y  d a t e  w i l l  n o t  b e  a f f e c t e d  by a  
d e t a i l ,  a c t i n g  a s s i g n m e n t ,  o r  t empora ry  p r o m o t i o n .  

REALLOCATION/RECLASSIFICATION OF POSIT1 ON TO HIGHER PAY 

An employee whose p o s i t i o n  i s  r ea l l oca t ed / r ec l a s s i f i ed  t o  a  
h i g h e r  c l a s s  s h a l l  b e  compensa ted  a t  t h e  l o w e s t  s t e p  i n  t h e  
h i g h e r  pay  l e v e l  which a t  l e a s t  e q u a l s  t h e  amount of  a  two ( 2 )  
s t e p  i n c r e a s e  i n  t h e  lower  pay  l e v e l .  The r a t e  of compensa t ion  
c a n n o t  exceed  t h e  r a t e  of  t h e  maximum s t e p  i n  t h e  h i g h e r  pay  
l e v e l .  The a n n i v e r s a r y  d a t e  o f  t h e  new r e a l l o c a t i o n / r e c l a s s i -  
f  i c a t i o n  s h a l l  b e  r e c y c l e d .  

I V  .Bl3 EFFECTIVE DATE OF POSITION CHANGES 

e e f f e c t i v e  d a t e  of  a l l  p o s i t i o n  c h a n g e s  s h a l l  be  t h e  beg in -  
ng o f  t h e  f i r s t  pay  p e r i o d  i m m e d i a t e l y  f o l l o w i n g  t h e  a p p r o v a l  

t h e  a c t i o n  by t h e  P e r s o n n e l  O f f i c e r .  E x c e p t i o n s  t o  t h i s  r u l e  
may b e  made by t h e  P e r s o n n e l  O f f i c e r  o n l y  f o r  such  r e a s o n s  a s  
w i l l  e x p e d i t e  p u b l i c  b u s i n e s s  and  n o t  r e s u l t  i n  an  i n e q u i t a b l e  
s i t u a t i o n .  

I V  .Bl4  WITHIN-GRADE INCREASES 

A .  Wi th in-grade  i n c r e a s e s  may be g r a n t e d  upon 
c o m p l e t i o n  o f  f i f t y - t w o  ( 5 2 )  c o n s e c u t i v e  c a l e n d a r  w e e k s  of  
s a t i s f a c t o r y  pe r fo rmance .  

B.  Employees who a r e  i n c l u d e d  under  t h e  P e r s o n n e l  
S e r v i c e  Sys tem and a s s i g n e d  t o  work p a r t - t i m e  w i l l  b e  e l i g i b l e  
f o r  a  w i t h i n - g r a d e  i n c r e a s e  o n l y  a t  s u c h  time a s  t h e  c u m u l a t i v e  
t o t a l  of  a l l  h o u r s  worked e q u a t e s  t o  a  s t a n d a r d  work y e a r  of 
2,080 h o u r s  and  such  work h a s  been  s a t i s f a c t o r y .  Employees who 
a r e  employed on an i n t e r m i t t e n t  b a s i s  a r e  n o t  e l i g i b l e  t o  
r e c e i v e  w i t h i n - g r a d e  i n c r e a s e s .  

C .  The e f f e c t i v e  d a t e  of  a  w i t h i n - g r a d e  s t e p  i n c r e a s e  
s h a l l  b e  t h e  f i r s t  day  of  t h e  f i r s t  pay  p e r i o d  f o l l o w i n g  comple- 
t i o n  o f  t h e  r e q u i r e d  w a i t i n g  p e r i o d .  



D.  Fo r  a l l  p o s i t i o n s ,  approved  l e a v e  i n  a  non-pay 
s t a t u s  (LWOP) and/or  unapproved l e a v e  (AWOL) n o t  t o  exceed  
e i g h t y  ( 8 0 )  h o u r s ,  i s  c r e d i t a b l e  t o w a r d  t h e  w a i t i n g  p e r i o d  f o r  a  
w i t h i n - g r a d e  i n c r e a s e .  Unapproved l e a v e  (AWOL) and l e a v e  w i t h o u t  
pay  (LWOP) of  more t h a n  e i g h t y  ( 8 0 )  h o u r s  w i l l  e x t e n d  t h e  w a i t i n g  
p e r i o d  by a t  l e a s t  one  pay  p e r i o d  o r  by t h e  amount o f  time s u c h  
AWOL o r  LWOP e x c e e d s  t h e  e i g h t y  ( 8 0 )  h o u r s ,  wh icheve r  i s  g r e a t e r .  

E .  T i m e  s e r v e d  i n  a  LWOP s t a t u s  f o r  p u r p o s e s  o f  job- 
r e l a t e d  e d u c a t i o n  o r  t r a i n i n g  i s  c r e d i t e d  toward  w i t h i n - g r a d e  
i n c r e a s e s ,  t h e  same a s  i f  t h e  employee had been  i n  a  pay  s t a t u s  
f o r  t h a t  p e r i o d  o f  time w h i l e  on LWOP, p r o v i d e d  t h a t  t h e  
employee i s  a  r e g i s t e r e d  o r  e n r o l l e d  s t u d e n t .  To b e  c r e d i t a b l e  
t oward  t h e  w a i t i n g  p e r i o d ,  t h e  e d u c a t i o n  program i n  which t h e  
employee i s  e n r o l l e d  must b e  c l e a r l y  and d i r e c t l y  a p p l i c a b l e  t o  
t h e  e m p l o y e e ' s  p r e s e n t  p o s i t i o n  o r  o n e  t o  which t h e  employee may 
r e a s o n a b l y  a s p i r e ,  and f o r  which t h e  employee i s  r e l e a s e d  from 
f u l l - t i m e  s t a t u s  and  p l a c e d  i n  an app roved  l e a v e  w i t h o u t  pay 
(LWOP) s t a t u s ,  and i n  which t h e  employee p e r f o r m s  s a t i s f a c t o r i l y  
a s  d e t e r m i n e d  by management and  t h e  P e r s o n n e l  O f f i c e r .  

F .  A fo rmer  employee reemployed w i t h  a  b r e a k  i n  
s e r v i c e  i s  a s s i g n e d  and b e g i n s  a  new w a i t i n g  p e r i o d  f o r  a  w i t h i n -  
g r a d e  i n c r e a s e .  No c r e d i t  w i l l  b e  g i v e n  toward  t h e  c o m p l e t i o n  
o f  t h i s  new w a i t i n g  p e r i o d  f o r  any time s e r v e d  under  a  fo rmer  
w a i t i n g  p e r i o d  p r i o r  t o  t h e  b r e a k  i n  s e r v i c e .  

I V  .Bl5 WORKSHOPS 

An employee occupy ing  a  permanent  p o s i t i o n  who s u c c e s s f u l l y  
c o m p l e t e s  120 h o u r s  of  t r a i n i n g  workshops t h a t  a r e  s u p e r v i s e d ,  
s p o n s o r e d  and/or  s a n c t i o n e d  by t h e  P e r s o n n e l  O f f i c e r  may b e  
g i v e n  a  s a l a r y  i n c r e a s e  e q u i v a l e n t  t o  o n e  (1) s t e p .  

A .  No employee may r e c e i v e  more t h a n  o n e  (1) s t e p  
i n c r e a s e  under  t h i s  s u b - p a r t  i n  any one  c a l e n d a r  y e a r  r e g a r d l e s s  
o f  t h e  number o f  t r a i n i n g  workshops t h a t  a r e  s u c c e s s f u l l y  
c o m p l e t e d .  Employees who a r e  employed on an  i n t e r m i t t e n t  b a s i s  
a r e  n o t  e l i g i b l e  t o  r e c e i v e  t h i s  i n c r e a s e .  

B.  Upon d e t e r m i n a t i o n  o f  t h e  a p p o i n t i n g  a u t h o r i t y  
t h a t  such  employee i s  e l i g i b l e  t o  r e c e i v e  a  s a l a r y  i n c r e a s e  a s  
p r o v i d e d  f o r  i n  t h i s  s u b - p a r t ,  t h e  a p p o i n t i n g  a u t h o r i t y  s h a l l  
p r e p a r e ,  s i g n  and submi t  a  N o t i f i c a t i o n  of  P e r s o n n e l  A c t i o n  t o  
t h e  P e r s o n n e l  O f f i c e r  f o r  f i n a l  a p p r o v a l .  

C .  T h i s  i n c r e a s e  s h a l l  n o t  a f f e c t  t h e  a n n i v e r s a r y  
d a t e  of  t h e  employee.  

IV.Bl6 OVERTIME COMPENSATION COMPENSATORY TIME AND CONTROL 

- - 
A .  Any employee who i s  d i r e c t e d  t o  work and d o e s  work 



i n  e x c e s s  o f  f o r t y  ( 4 0 )  h o u r s  a  week s h a l l  b e  p a i d  o v e r t i m e  a t  
t h e  r a t e  o f  o n e  and one -ha l f  ( 1 -1 /2 )  times b a s i c  pay;  o r  i n  t h e  
a b s e n c e  o f  any  f u n d s  f o r  o v e r t i m e  c o m p e n s a t i o n ,  compensa to ry  
t ime-o f f  s h a l l  b e  g r a n t e d  a t  time and o n e - h a l f  ( 1 - 1 / 2 ) .  Compen- 
s a t o r y  t ime-o f f  s h a l l  b e  g r a n t e d  w i t h i n  f o u r  ( 4 )  p a y  p e r i o d s  f rom 
t h e  d a t e  i n  which it was e a r n e d ,  and any  compensa to ry  time n o t  
u sed  w i t h i n  a  f o u r  ( 4 )  pay  p e r i o d  i n t e r v a l  s h a l l  b e  c o n v e r t e d  t o  
o v e r t i m e  pay  t h e  f o l l o w i n g  p a y  p e r i o d .  A l l  c l a s s i f i e d  employees  
s h a l l  b e  e l i g i b l e  f o r  o v e r t i m e  p a y ,  e x c e p t  a s  p r o v i d e d  i n  1 CMC 
8211 ,  e t  s e q . ,  a s  amended. However, employees  b e i n g  p a i d  t yphoon  
emergency  d i f f e r e n t i a l  a r e  n o t  e l i g i b l e  t o  r e c e i v e  o v e r t i m e  p a y  
f o r  t h e  same work h o u r ( s ) .  

(1) Any employee who i s  b e i n g  p a i d  a  s t a n d b y  
premium f o r  r e m a i n i n g  on c a l l  f o r  d u t y  a t  a n y t i m e  d u r i n g  a  
r e g u l a r l y  s c h e d u l e d  s t a n d b y  p e r i o d  i n  e x c e s s  o f  a  f o r t y  ( 4 0 )  
hour-week s h a l l  n o t  b e  e l i g i b l e  f o r  o v e r t i m e  p a y  o r  compensa to ry  
t ime-o f f  f o r  any  work pe r fo rmed  w h i l e  on s c h e d u l e d  s t a n d b y .  

( 2 )  Such o v e r t i m e  work i s  d i r e c t e d  t o  a  s p e c i f i c  
o b j e c t i v e  o r  g o a l  o f  accompl i shmen t ,  and  i t  c a n n o t  b e  accom- 
p l i s h e d  d u r i n g  t h e  r e g u l a r  workday,  no r  p o s t p o n e d  t o  t h e  
f o l l o w i n g  day  o r  d a y s .  An employee who i s  r e q u i r e d  t o  work 
o v e r t i m e  of  less t h a n  two ( 2 )  h o u r s  i s  c r e d i t e d  w i t h  a  minimum 
o f  two ( 2 )  h o u r s  o v e r t i m e  work.  

B. R e d u c t i o n  and C o n t r o l  o f  O v e r t i m e .  I n t e l l i g e n t  
and  r e s p o n s i b l e  c o n t r o l  o f  o v e r t i m e  i s  a  c o n t i n u i n g  management 
f u n c t i o n  and c e r t a i n  s t e p s  a r e  t o  b e  t a k e n  by a l l  a p p o i n t i n g  
a u t h o r i t i e s  and  s u p e r v i s o r s  t o  r e d u c e  o v e r t i m e .  I n c l u d e d  a r e :  

(1) E n s u r e  t h a t  e v e r y  e f f o r t  i s  made t o  improve  
management o f  t h e  worke r -hou r s  a v a i l a b l e  d u r i n g  t h e  40-hour work 
w e e k ;  e l i m i n a t e  u n e s s e n t i a l  o r  low p r i o r i t y  work; make c e r t a i n  
t h a t  r e a s o n a b l e  d i s c i p l i n e  i s  m a i n t a i n e d  w i t h  r e s p e c t  t o  h o u r s  o f  
work,  l e a v e ,  p u n c t u a l i t y ,  i n d u s t r y  and i n d i v i d u a l  p r o d u c t i v i t y .  

( 2 )  Examine t h e  p u r p o s e  o f  o v e r t i m e  t o  d e t e r m i n e  
w h e t h e r  t h e  work t o  b e  a c c o m p l i s h e d  r e q u i r e s  immed ia t e  comple- 
t i o n .  No o v e r t i m e  s h o u l d  b e  app roved  t o  c o m p l e t e  a n y  work t h a t  
c o u l d  b e  d e l a y e d  w i t h o u t  undue h a r d s h i p .  

( 3 )  Where r e c u r r i n g  o v e r t i m e  a p p e a r s  n e c e s s a r y ,  
compare  t h e  r e l a t i v e  c o s t  o f  a d d i t i o n a l  p e r s o n n e l  v e r s u s  t h e  
c u r r e n t  c o s t  o f  o v e r t i m e .  Where a d d i t i o n a l  p e r s o n n e l  would 
r e s u l t  i n  less c o s t  t o  t h e  gove rnmen t ,  r e a s s i g n  employees  i n  
l e s s  e s s e n t i a l  p o s i t i o n s ,  whe reve r  p o s s i b l e .  

( 4 )  P o o l  c l e r i c a l  p e r s o n n e l  and l o a n  employees  
f rom o n e  a c t i v i t y  t o  a n o t h e r  a s  t h e  n e e d s  r e q u i r e .  No s i t u a t i o n  
s h o u l d  b e  a l l o w e d  t o  e x i s t  w h e r e i n  employees  a r e  n o t  f u l l y  
o c c u p i e d  i n  n e c e s s a r y  work t h e  f u l l  e i g h t  h o u r s  a  d a y .  

( 5 )  Use a v a i l a b l e  r e c o g n i t i o n  d e v i c e s ,  merit 
i n c r e a s e ,  p e r f o r m a n c e  a w a r d s  and  p r i o r i t y  c o n s i d e r a t i o n  f o r  
p romot ion  t o  r eward  employees  who make e x t r a  e f f o r t s  on b e h a l f  
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o f  t h e i r  o r g a n i z a t i o n s .  T h i s  w i l l  e n c o u r a g e  o t h e r  employees  t o  
r a i s e  t h e i r  s i g h t s .  

C .  Approval  of  Over t ime .  A s  a  g e n e r a l  p o l i c y ,  an 
employee who h a s  t a k e n  a n n u a l  o r  s i ck  l e a v e  o r  who p l a n s  t o  t a k e  
a n n u a l  o r  s i c k  l e a v e  w i t h i n  t h e  same work w e e k  w i l l  n o t  b e  
s c h e d u l e d  t o  work o v e r t i m e  and w i l l  b e  a d v i s e d  t h a t  o v e r t i m e  
v o l u n t a r i l y  pe r fo rmed  i s  n o t  compensable .  

D .  S u p e r v i s o r s  Working Over t ime .  A s  a  g e n e r a l  
p o l i c y ,  management o f f i c i a l s  s h o u l d  r e f r a i n  from d i r e c t i n g  
s u p e r v i s o r y  p e r s o n n e l  t o  work o v e r t i m e .  

E .  S u p e r v i s i o n  of Over t ime  Work. I n  t h e  e v e n t  th ree  
o r  more employees  a r e  d i r e c t e d  t o  work o v e r t i m e ,  a  s u p e r v i s o r  
must b e  p r e s e n t  t o  e n s u r e  p r o p e r  u t i l i z a t i o n  of t h e  o v e r t i m e  
p e r i o d .  

IV.Bl7 STANDARD WORK WEEK 

The s t a n d a r d  work w e e k  commences on Monday a t  7:30 a.m. and e n d s  
on t h e  f o l l o w i n g  F r i d a y  a t  4:30 p.m., o f  e a c h  week. 

IV.Bl8 USE OF NON-STANDARD WORK WEEK 

i Non-standard work weeks may be used  t o  p r o v i d e  c o n t i n u i t y  of  
s e r v i c e  o r  t o  f u l f i l l  o t h e r  n e e d s  o f  t h e  p u b l i c  i n t e r e s t .  
S c h e d u l e s  f o r  non- s t anda rd  work weeks s h a l l  b e  d e v i s e d ,  i n  
a d v a n c e ,  by t h e  a p p o i n t i n g  a u t h o r i t y .  When i t  becomes n e c e s s a r y  
t o  change  an employee from a  s t a n d a r d  work w e e k  t o  a  non- 
s t a n d a r d  work week, t h e  employee s h a l l  b e  g i v e n  n o t i c e  t e n  ( 1 0 )  
work ing  d a y s  i n  advance  o f  t h e  e f f e c t i v e  d a t e  o f  t h e  change .  I f  
an employee i s  n o t  g i v e n  t h e  r e q u i r e d  n o t i c e  o f  change  i n  
s c h e d u l e  o f  work, t h e  employee s h a l l  b e  compensated a t  t h e  
o v e r t i m e  r a t e  f o r  t h o s e  d a y s  worked w i t h i n  t h e  f i r s t  t e n  ( 1 0 )  
work ing  d a y s  which do n o t  f a l l  w i t h i n  t h e  s t a n d a r d  work w e e k .  

IV.Bl9 HOLIDAYS 

A .  Employees s h a l l  b e  p a i d  h o l i d a y  pay  o r  b e  g i v e n  
compensa to ry  t ime-o f f  f o r  work pe r fo rmed  on Commonwealth l e g a l  
h o l i d a y s ,  i n  a c c o r d a n c e  w i t h  t h e  r e g u l a t i o n s  se t  f o r t h  h e r e i n .  

B .  Payment f o r  work on h o l i d a y s :  

Any employee r e q u i r e d  t o  work on a  l e g a l  
h o l i d a y  s h a l l  b e  compensa ted  a t  two ( 2 )  times t h e  b a s e  s a l a r y  
r a t e  o r  t h e  a d j u s t e d  b a s e  s a l a r y  r a t e ;  o r  i n  t h e  a b s e n c e  of any 
f u n d s  f o r  h o l i d a y  compensa t ion ,  compensa to ry  t ime-o f f  s h a l l  b e  
g r a n t e d .  Compensatory t ime-o f f  s h a l l  b e  g r a n t e d  
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a t  t h e  r a t e  o f  two ( 2 )  times t h e  b a s e  s a l a r y  o r  t h e  a d j u s t e d  
b a s e  s a l a r y ,  o f  t h e  h o u r s  worked. Compensatory t ime-o f f  s h a l l  
b e  g r a n t e d  w i t h i n  f o u r  ( 4 )  pay  p e r i o d s  f rom t h e  d a t e  i n  which it  
was e a r n e d ,  and any  compensa to ry  time n o t  used  w i t h i n  a  f o u r  p a y  
p e r i o d  i n t e r v a l  s h a l l  b e  c o n v e r t e d  t o  h o l i d a y  p a y ,  e x c e p t  a s  
p r o v i d e d  f o r  i n  1 CMC 8211,  e t  s e q . ,  a s  amended. Any employee 
who i s  p a i d  a  s t a n d b y  d i f f e r e n t i a l  may b e  e l i g i b l e  f o r  h o l i d a y  
p a y  f o r  h o u r s  of  work per formed on a  l e g a l  h o l i d a y .  

C .  H o l i d a y  Pay i n  a  Non-Standard Work W e e k .  
When h o l i d a y s  f a l l  on a  r e g u l a r  non-work d a y  f o r  employees  whose 
b a s i c  work w e e k  i s  o t h e r  t h a n  t h e  s t a n d a r d  work week, t h e  work 
d a y  i m m e d i a t e l y  p r e c e d i n g  o r  s u c c e e d i n g  t h e  h o l i d a y  s h a l l  b e  
d e s i g n a t e d  ( a s  d e t e r m i n e d  by t h e  depa r tmen t  h e a d )  a s  t h e  h o l i d a y  
i n  l i e u  of  s u c h  h o l i d a y  which o c c u r s  on t h e  e m p l o y e e ' s  s c h e d u l e d  
non-work day:  

(1) Such employees  who have  d e s i g n a t e d  h o l i d a y s  
i n  l i e u  o f  t h e  o f f i c i a l  h o l i d a y  s h a l l ,  i f  p o s s i b l e ,  b e  excused  
from d u t y  on t h e  d e s i g n a t e d  h o l i d a y .  

( 2 )  Such employees  who a r e  r e q u i r e d  t o  work on 
t h e i r  d e s i g n a t e d  h o l i d a y  s h a l l  r e c e i v e  two ( 2 )  t i m e s  t h e  b a s i c  
s a l a r y  r a t e  o r  a d j u s t e d  b a s i c  s a l a r y  r a t e  f o r  work pe r fo rmed  on 
t h a t  d a y .  

IV.B20 MERIT INCREASE 

An employee may b e  awarded a  merit i n c r e a s e  ( n o t  e x c e e d i n g  one  
(1) s t e p  i n c r e a s e  i n  t h e  b a s e  s a l a r y )  by a c h i e v i n g  an  o v e r a l l  
p e r f o r m a n c e  a v e r a g e  s c o r e  e q u i v a l e n t  t o  " O u t s t a n d i n g / E x c e p t i o n -  
a l "  upon c o m p l e t i o n  o f  f  i f t y - t w o  ( 5 2 )  c o n s e c u t i v e  c a l e n d a r  w e e k s  
o f  s u s t a i n e d  s u p e r i o r  work pe r fo rmance .  Such a d d i t i o n a l  merit 
i n c r e a s e  s h a l l  n o t  a l t e r  t h e  w a i t i n g  p e r i o d  r e q u i r e d  f o r  
q u a l i f y i n g  f o r  t h e  n e x t  w i t h i n - g r a d e  s t e p  i n c r e a s e .  No employee 
s h a l l  b e  compensa ted  above  t h e  maximum s t e p  p r e s c r i b e d  f o r  t h e  
e m p l o y e e ' s  p a y  l e v e l  e x c e p t  where t h e  employee was r e c e i v i n g  
s u c h  compensa t ion  p u r s u a n t  t o  law.  

A r e q u e s t  f o r  merit i n c r e a s e  i s  i n i t i a t e d  and s i g n e d  by  t h e  
s u p e r v i s o r ,  a t t a c h e d  t o  a n  a p p r o v a l  recommendation from t h e  
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a p p o i n t i n g  a u t h o r i t y ,  and t h e n  f o r w a r d e d  t o  t h e  P e r s o n n e l  O f f i c e r  
f o r  r ev i ew  and f i n a l  a p p r o v a l .  

The e f f e c t i v e  d a t e  o f  a l l  m e r i t  i n c r e a s e s  s h a l l  b e  t h e  b e g i n n i n g  
o f  t h e  pay  p e r i o d  i m m e d i a t e l y  f o l l o w i n g  t h e  f i n a l  a p p r o v a l  o f  
t h e  P e r s o n n e l  O f f i c e r .  E x c e p t i o n s  t o  t h i s  r u l e  may b e  made by 
t h e  P e r s o n n e l  O f f i c e r  o n l y  f o r  s u c h  r e a s o n s  a s  migh t  e x p e d i t e  
p u b l i c  b u s i n e s s  and  n o t  r e s u l t  i n  an  i n e q u i t a b l e  s i t u a t i o n .  

PREMIUM PAY 

S e e  P a r t  IV.B22 f o r  a p p r o v a l  o f  p r o p o s a l s  t o  p r o v i d e  premium p a y  
o r  d i f f e r e n t i a l s .  

A .  Hazardous  Work. A l l  employees  m e e t i n g  t h e  q u a l i -  
f i c a t i o n  c r i t e r i a  be low,  whose o c c u p a t i o n  i n v o l v e s  u n u s u a l  and 
e x t r e m e  h a z a r d s  t o  t h e i r  h e a l t h  and  s a f e t y ,  s h a l l  b e  p a i d  a  
d i f f e r e n t i a l  o f  t w e n t y - f i v e  p e r c e n t  ( 2 5 % )  o f  t h e i r  b a s e  s a l a r y  
r a t e .  To q u a l i f y  f o r  payment o f  a h a z a r d o u s  work d i f f e r e n t i a l ,  
t h e  f o l l o w i n g  c o n d i t i o n s  o f  work must b e  met :  

(1) The c o n d i t i o n s  o f  u s u a l  and e x t r e m e  h a z a r d  t o  
t h e  e m p l o y e e ' s  h e a l t h  and s a f e t y  must b e  c l e a r l y  e v i d e n t  and 
f u l l y  d e f i n e d ;  

( 2 )  The h a z a r d ,  on which  a  r e q u e s t  f o r  payment o f  
s u c h  d i f f e r e n t i a l  might  b e  b a s e d ,  h a s  n o t  p r e v i o u s l y  been  r ecog -  
n i z e d  i n  t h e  e s t a b l i s h m e n t  o f  t h e  p a y  l e v e l  f o r  t h e  c l a s s  which 
c o v e r s  t h e  p o s i t i o n ( s )  and work i n v o l v e d ;  

( 3 )  Exposure  t o  t h e  p a r t i c u l a r  u n u s u a l  and e x t r e m e  
h a z a r d  must  c o n s t i t u t e  a  r e a s o n a b l e  amount o f  time s o  a s  t o  b e  
c l e a r l y  r e c o g n i z a b l e .  For  example ,  s e v e r a l  r e p e a t e d  e x p o s u r e s  t o  
s u c h  a h a z a r d  may o c c u r  f o r  a  b r i e f  p e r i o d  o f  time, b u t  c o l l e c -  
t i v e l y  measured o v e r  a  p e r i o d  o f  time, e . g . ,  o n e  d a y ,  may 
p o s s i b l y  p r o v i d e  a  v a l i d  b a s i s  f o r  r e c o g n i t i o n  o f  t h e  h a z a r d .  
C o n v e r s e l y ,  c l e a r  and  s u s t a i n e d  e x p o s u r e  t o  a n  u n u s u a l  and 
e x t r e m e  h a z a r d  i s  r e a d i l y  more r e c o g n i z a b l e  and m e a s u r a b l e .  

B .  N igh t  Work. A d d i t i o n a l  c o m p e n s a t i o n  i n  t h e  form 
o f  a  n i g h t  work d i f f e r e n t i a l  o f  f i f t e e n  p e r c e n t  ( 1 5 % )  o f  b a s e  
s a l a r y  r a t e  o r  a d j u s t e d  b a s e  s a l a r y  r a t e  i s  p a i d  f o r  a l l  h o u r s  
worked be tween  4:30 p.m. and 7:30 a.m.,  when s u c h  h o u r s  a r e  
i n c l u d e d  w i t h i n  a  r e g u l a r l y  s c h e d u l e d  t o u r  o f  d u t y .  

(1) C o n t r o l  C r i t e r i a .  To b e  e l i g i b l e  t o  r e c e i v e  
payment o f  a  n i g h t  work d i f f e r e n t i a l ,  t h e  f o l l o w i n g  c r i t e r i a  
must b e  met: 

( a )  Payment w i l l  b e  made o n l y  f o r  a c t u a l  
h o u r s  worked which f a l l  be tween  4:30 p.m. and 7:30 a.m. 

( b )  The above  i s  r e s t r i c t e d  t o  i n c l u d e  o n l y  
t h o s e  r e g u l a r l y  s c h e d u l e d  work h o u r s  w i t h i n  t h e  s p e c i f i e d  t i m e  

- - p e r i o d  which c o n s t i t u t e  a l l  o r  a  p a r t  o f  t h e  e m p l o y e e ' s  r e g u l a r  
h o u r s  o f  d u t y .  
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( 2 )  Non-payment o f  N igh t  Work D i f f e r e n t i a l .  
Payment o f  a  n i g h t  work d i f f e r e n t i a l  w i l l  n o t  b e  made f o r  t h e  
f o l l o w i n g  s i t u a t i o n s :  

( a )  An employee whose r e g u l a r  h o u r s  o f  d u t y  
i n c l u d e  s c h e d u l e d  h o u r s  d u r i n g  t h e  p e r i o d  o f  4:30 p.m. t o  7:30 
a.m., i s  a b s e n t  and  d o e s  n o t  a c t u a l l y  p e r f o r m  work f o r  t h e  h o u r s  
i n v o l v e d ;  

( b )  An employee r e q u i r e d  t o  p e r f o r m  work 
d u r i n g  t h e  h o u r s  o f  4:30 p.m. t o  7:30 a.m. which i s  n o t  a  p a r t  o f  
t h e  e m p l o y e e ' s  r e g u l a r l y  s c h e d u l e d  h o u r s  of n i g h t  work d u t y ;  o r  

( c )  An employee  who i s  p a i d  a  s t a n d b y  
d i f f e r e n t i a l  f o r  r e m a i n i n g  on c a l l  t o  d u t y  a t  a n y  time d u r i n g  
t h e  r e g u l a r l y  s c h e d u l e d  s t a n d b y  p e r i o d  i n  e x c e s s  o f  normal  f o r t y  
( 4 0 )  hour  work w e e k  s h a l l  n o t  b e  e l i g i b l e  f o r  payment of n i g h t  
work d i f f e r e n t i a l  f o r  any  work per fomed w h i l e  on s c h e d u l e d  
s t a n d b y .  

C .  S t a n d b y .  Q u a l i f i c a t i o n  C r i t e r i a .  To q u a l i f y  f o r  
e n t i t l e m e n t  t o  r e c e i v e  a  s t a n d b y  d i f f e r e n t i a l  o f  t w e n t y  p e r c e n t  
( 2 0 % )  of  b a s e  s a l a r y  r a t e  o r  t h e  a d j u s t e d  b a s e  s a l a r y  r a t e  when 
p r o v i d e d  by l a w ,  a l l  o f  t h e  f o l l o w i n g  c o n d i t i o n s  o f  work o r  
employment must  b e  met: 

(1) The n a t u r e  o f  t h e  p o s i t i o n  o r  o c c u p a t i o n  i s  
s u c h  t h a t  emp loyees  a r e  r e q u i r e d  t o  remain  on c a l l  i n  a  s t a n d b y  
d u t y  s t a t u s  a t  t h e i r  d e s i g n a t e d  work s t a t i o n s  o r  l o c a t i o n s .  

( 2 )  Hours  o f  s t a n d b y  d u t y  must b e  f o r  a  r e g u l a r l y  
s c h e d u l e d  p e r i o d  o f  time i n  e x c e s s  of a  normal  f o r t y  ( 4 0 )  hour  
work week. The minimum s c h e d u l e d  s t a n d b y  d u t y  t o u r  s h a l l  c o n s i s t  
o f  n o t  less  t h a n  e i g h t  ( 8 )  h o u r s  p e r  w e e k ,  

( 3 )  Employees b e i n g  p a i d  s t a n d b y  d i f f e r e n t i a l  a r e  
n o t  e l i g i b l e  t o  r e c e i v e  n i g h t  work d i f f e r e n t i a l ,  o r  o v e r t i m e  p a y  
f o r  any  work p e r f o r m e d  w h i l e  s e r v i n g  a  s c h e d u l e d  s t a n d b y .  
O v e r t i m e  c o m p e n s a t i o n  w i l l  b e  p a i d ,  however ,  f o r  a l l  h o u r s  
worked i n  a d d i t i o n  t o  t h e  normal  f o r t y  ( 4 0 )  hour  work week and  
any  h o u r s  beyond r e g u l a r l y  s c h e d u l e d  s t a n d b y  h o u r s .  

D .  Typhoon Emergency. Employees who a r e  r e q u i r e d  by 
t h e  government  t o  work i n  a  l o c a t i o n  and d u r i n g  a  p e r i o d  of time 
i n  which a  t yphoon  o r  t r o p i c a l  s t o r m  emergency h a s  been  
d e c l a r e d , a n d  i n  which o t h e r  government  employees  a r e  r e l e a s e d  
f rom work a s  a  r e s u l t  o f  s u c h  c o n d i t i o n ,  s h a l l  b e  compensa ted  a s  
f o l l o w s :  For  t h e  h o u r s  s u c h  employees  a r e  r e q u i r e d  t o  work 
w h i l e  s u c h  d e c l a r a t i o n  of  emergency s h a l l  remain  i n  f o r c e ,  
c o m p e n s a t i o n  s h a l l  b e  a t  t h e  r a t e  o f  two and  one -ha l f  (2-1/21 
times t h e  b a s e  s a l a r y  r a t e  o r  a d j u s t e d  b a s e  s a l a r y  r a t e ,  T h i s  
s u b - p a r t  s h a l l  n o t  l i m i t  t h e  r i g h t  o f  t h e  employee t o  a n y  o t h e r  
d i f f e r e n t i a l  t o  which t h e  employee  may o t h e r w i s e  b e  e n t i t l e d  by 
law o r  a p p l i c a b l e  r e g u l a t i o n ;  however ,  employees  b e i n g  p a i d  
t yphoon  emergency  d i f f e r e n t i a l  a r e  n o t  e l i g i b l e  t o  r e c e i v e  
o v e r t i m e  p a y  f o r  t h e  same t i m e  p e r i o d .  



E .  O u t s i d e  Commonwealth S e r v i c e .  An employee  o f  t h e  
P e r s o n n e l  S e r v i c e  r e s i d i n g  i n  t h e  Commonwealth and  a s s i g n e d  a  
permanent  change  o f  d u t y  s t a t i o n  t o  work a t  l o c a t i o n s  o u t s i d e  
t h e  g e o g r a p h i c  b o u n d a r i e s  o r  a d m i n i s t r a t i v e  c o n t r o l  l i m i t s  o f  
t h e  Commonwealth s h a l l  r e c e i v e ,  i n  a d d i t i o n  t o  b a s e  s a l a r y ,  
f i f t y  p e r c e n t  ( 5 0 % )  o f  t h e  b a s e  s a l a r y .  

F. S p e c i a l  Med ica l .  A Med ica l  O f f i c e r  o r  D e n t a l  
O f f i c e r  who o c c u p i e s  a  p o s i t i o n  w i t h  d u t i e s  p r e d o m i n a t e l y  
c l i n i c a l ,  a s  opposed  t o  a d m i n i s t r a t i v e  i n  n a t u r e ,  s h a l l  r e c e i v e ,  
i n  a d d i t i o n  t o  t h e  b a s e  s a l a r y ,  a  S p e c i a l  Medica l  D i f f e r e n t i a l  
o f  f i f t e e n  p e r c e n t  ( 1 5 % )  o f  t h e  b a s e  s a l a r y  f o r  t h e  pay l e v e l  
and  s t e p  o f  t h e  p o s i t i o n .  

G .  Advanced P r o f e s s i o n a l .  An employee who h a s  
a c h i e v e d  advance  p r o f e s s i o n a l  p r e p a r a t i o n  t h r o u g h  o b t a i n i n g  an  
L . L . B .  o r  J . D .  Degree,  a  D o c t o r a t e  i n  Med ic ine  o r  D e n t i s t r y ,  o r  
an  e a r n e d  d o c t o r a t e  i n  any  o t h e r  f i e l d  f rom an  a c c r e d i t e d  Un i t ed  
S t a t e s  u n i v e r s i t y  o r  any  o t h e r  u n i v e r s i t y  a c c r e d i t e d  i n  t h e  
Un i t ed  S t a t e s ,  and who i s  employed i n  a  p o s i t i o n  h a v i n g  a  
r e q u i r e m e n t  f o r  s u c h  d e g r e e ,  s h a l l  r e c e i v e ,  i n  a d d i t i o n  t o  t h e  
b a s e  s a l a r y ,  a  premium o f  t h i r t y  p e r c e n t  ( 3 0 % )  o f  t h e  b a s e  
s a l a r y  f o r  t h e  pay  l e v e l  and  s t e p  o f  t h e  p o s i t i o n .  

IV.B22 APPROVAL OF PROPOSALS TO PROVIDE PREMIUM PAY OR 
DIFFERENTIALS 

P r o p o s a l s  t o  e i g h e r  b e g i n  o r  d i s c o n t i n u e  premium p a y  d i f f e r e n -  
t i a l s  s h a l l  b e  s u b m i t t e d  on a  R e q u e s t  f o r  P e r s o n n e l  A c t i o n  t o  
t h e  P e r s o n n e l  O f f i c e r  f o r  r e v i e w  and a p p r o v a l .  The r e q u e s t  must 
b e  accompanied by a  l e t t e r  o f  j u s t i f i c a t i o n  a d d r e s s i n g  e a c h  o f  
t h e  c r i t e r i a  r e q u i r e d  t o  s u p p o r t  t h e  p a r t i c u l a r  d i f f e r e n t i a l .  
D i s c o n t i n u a n c e  o f  d i f f e r e n t i a l s  d o e s  n o t  c o n s t i t u t e  a  " r e d u c t i o n  
i n  pay" and d o e s  n o t  r e q u i r e  a  f o r m a l  a d v e r s e  a c t i o n  unde r  P a r t  
1 I I . D .  

BAR TO DUAL COMPENSATION OR DUAL EMPLOYMENT 

No employee s h a l l  r e c e i v e  compensa t ion  f o r  two p o s i t i o n s  o r  two 
a p p o i n t m e n t s  i n  t h e  P e r s o n n e l  S e r v i c e .  When an  employee i s  
engaged i n  government  work o t h e r  t h a n  i n  t h e  e m p l o y e e ' s  r e g u l a r  
p o s i t i o n ,  s u c h  employee s h a l l  b e  (1) p l a c e d  i n  LWOP f rom t h e  
r e g u l a r  p o s i t i o n ,  o r  ( 2 )  c o n t i n u e  t h e  government  s a l a r y  and 
r e j e c t  t h e  s a l a r y  f o r  t h e  s econd  p o s i t i o n ,  wh icheve r  i s  t o  t h e  
employee ' s  p e r s o n a l  a d v a n t a g e .  

E x c e p t i o n :  When an employee i s  engaged a s  a  c l a s s r o o m  t e a c h e r  
o u t s i d e  t h e  e m p l o y e e ' s  r e g u l a r  work day  t o  t e a c h  Adu l t  B a s i c  
E d u c a t i o n  o r  c l a s s e s  f o r  t h e  N o r t h e r n  Mar i anas  C o l l e g e ,  such  
employee s h a l l  b e  p a i d  f o x  work a s  a  t e a c h e r  a t  t h e  p r e v a i l i n g  
r a t e .  O t h e r  e x c e p t i o n s  may b e  made upon p r o p e r  j u s t i f i c a t i o n  
w i t h  t h e  s p e c i f i c  w r i t t e n  a p p r o v a l  o f  t h e  P e r s o n n e l  O f f i c e r .  
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I V . B ~ ~  SEVERANCE PAY 
I 

Employees who a r e  s e p a r a t e d  f rom t h e  P e r s o n n e l  S e r v i c e  by 
r e d u c t i o n - i n - f o r c e  ( R I F ) ,  n o t  e l i g i b l e  t o  r e c e i v e  immed ia t e  
r e t i r e m e n t  p a y ,  a r e  e n t i t l e d  s e v e r a n c e  p a y  computed a s  f o l l o w s :  

A. For  e a c h  f u l l  y e a r  o f  c r e d i t a b l e  s e r v i c e  w i t h  t h e  
gove rnmen t ,  t h e  employee i s  e n t i t l e d  t o  o n e - h a l f  ( 1 / 2 )  o f  t h e  
e m p l o y e e ' s  b i w e e k l y  pay  r a t e  i n  e f f e c t  upon s e p a r a t i o n  by RIF. 

B. For  e a c h  f u l l  t h r e e  ( 3 )  months  of  s e r v i c e  beyond 
t h e  t o t a l  f u l l  y e a r s  o f  s e r v i c e ,  t h e  employee  i s  e n t i t l e d  t o  
t w e n t y - f i v e  p e r c e n t  ( 2 5 % )  o f  t h e  pay  f o r  a  b i w e e k l y  p e r i o d  a t  
t h e  r a t e  i n  e f f e c t  upon s e p a r a t i o n  by R I F .  Not more t h a n  
s e v e n t y - f i v e  p e r c e n t  ( 7 5 % )  o f  t h e  p a y  f o r  o n e  b i w e e k l y  p e r i o d  
s h a l l  b e  p a i d  under  t h i s  p a r t - y e a r  p r o v i s i o n .  

S e v e r a n c e  p a y  i s  p a i d  a t  t h e  r e g u l a r  b i w e e k l y  s e q u e n c e s  u n t i l  
t h e  e n t i t l e m e n t  i s  e x h a u s t e d .  I f  an  employee  s e p a r a t e d  by R I F  
i s  reemployed  by t h e  government  i n  any  c a p a c i t y  b e f o r e  t h e  
a l l o w a b l e  s e v e r a n c e  pay  l i a b i l i t y  i s  s a t i s f i e d ,  t h e  employee  
s a c r i f i c e s  t h e  u n p a i d  b a l a n c e  upon r e t u r n  t o  d u t y .  I f  t h e  
e m p l o y e e ' s  t o t a l  c r e d i t a b l e , s e r v i c e  i s  less  t h a n  one  (1) f u l l  
y e a r ,  t h e r e  i s  no e n t i t l e m e n t  t o  s e v e r a n c e  pay .  

IV.B25 TIMEKEEPERS 
I 

I t  i s  e s s e n t i a l  t h a t  t h e  C i v i l  S e r v i c e  Commission and t h e  
government  h a v e  a v a i l a b l e  a c c u r a t e  d a t a  c o n c e r n i n g  t h e  time and 
a t t e n d a n c e  o f  employees .  T h i s  i n f o r m a t i o n  a s s i s t s  f o r e c a s t i n g  
o f  f u t u r e  p e r s o n n e l  n e e d s  and a n a l y s i s  o f  c u r r e n t  p r a c t i c e s .  To 
p r o v i d e  t h e  needed  i n f o r m a t i o n ,  i t  i s  n e c e s s a r y  t h a t  compe ten t  
t i m e k e e p e r s  b e  a p p o i n t e d  and c e r t i f i e d .  

A. Appoin tment  and  C e r t i f i c a t i o n  o f  T imekeeper .  Each 
a p p o i n t i n g  a u t h o r i t y  s h a l l  a p p o i n t  t i m e k e e p e r s  f rom among t h e  
employees  a s s i g n e d  t o  s u c h  o f f i c e .  Each t i m e k e e p e r  s h a l l  b e  
a s s i g n e d  d e s i g n a t e d  employees  f o r  whom t h e  t i m e k e e p e r  w i l l  b e  
r e s p o n s i b l e .  Eve ry  employee ( c l a s s i f i e d  s e r v i c e  and  e x c e p t e d  
s e r v i c e )  s h a l l  b e  r e q u i r e d  t o  b e  a s s i g n e d  a  t i m e k e e p e r .  Upon 
t h e  a p p o i n t m e n t ,  e a c h  t i m e k e e p e r  w i l l  u n d e r t a k e  a  c o u r s e  o f  
i n s t r u c t i o n  i n  t i m e k e e p i n g  p r o c e d u r e s  a s  s p e c i f i e d  by  t h e  
P e r s o n n e l  O f f i c e r  and t h e  D i r e c t o r  o f  F i n a n c e .  Upon s a t i s f a c -  
t o r y  c o m p l e t i o n  o f  s u c h  i n s t r u c t i o n ,  t h e  P e r s o n n e l  O f f i c e r  s h a l l  
c e r t i f y  t h e  t i m e k e e p e r .  The P e r s o n n e l  O f f i c e r  may c e r t i f y  a s  
a c t i n g  t i m e k e e p e r s  employees  who h a v e  n o t  y e t  c o m p l e t e d  t h e  
r e q u i r e d  i n s t r u c t i o n ,  where  c i r c u m s t a n c e s  d i c t a t e .  No p e r s o n  
may p e r f o r m  t h e  d u t i e s  o f  t i m e k e e p e r  w i t h o u t  c e r  t i £  i c a t i o n .  

B. Duty o f  t h e  Timekeeper .  Each t i m e k e e p e r  w i l l  b e  
r e s p o n s i b l e  f o r  r e c o r d i n g  and c e r t i f y i n g  time and a t t e n d a n c e  
r e c o r d s  o f  t h e  a s s i g n e d  employees .  T h e - t i m e k e e p e r  w i l l  a l s o  



r e c o r d  and c e r t i f y  l e a v e  time t a k e n  by any  a s s i g n e d  employee .  
The method o f  r e c o r d i n g  and  c e r t i f y i n g  time, a t t e n d a n c e  and  
l e a v e  s h a l l  b e  p r e s c r i b e d  b y  t h e  P e r s o n n e l  O f f i c e r  and t h e  
D i r e c t o r  o f  F i n a n c e .  

C .  P r o t e c t i o n  o f  T imekeeper .  I t  i s  e s s e n t i a l  t h a t  
t i m e k e e p e r s  b e  a b l e  t o  f u l f i l l  t h e i r  d u t i e s  w i t h o u t  h a r r a s s m e n t .  , d  

No p e r s o n  may a t t e m p t  t o  c o e r c e ,  t h r e a t e n  o r  o t h e r w i s e  a t t e m p t  
t o  h i n d e r  t h e  t i m e k e e p e r .  Any p e r s o n  v i o l a t i n g  t h i s  p r o v i s i o n  
s h a l l  b e  r e p o r t e d  p r o m p t l y  by t h e  t i m e k e e p e r  t o  t h e  P e r s o n n e l  
O f f i c e r .  Any p e r s o n  v i o l a t i n g  t h i s  p r o v i s i o n  may b e  s u b j e c t  t o  
d i s c i p l i n a r y  and /o r  c r i m i n a l  s a n c t i o n s .  

D. Employees '  R i g h t s  t o  C h a l l e n q e  Timekeeping  R e c o r d s .  
Any employee who w i s h e s  t o  c h a l l e n g e  t h e  a c c u r a c y  o f  a n y  time- 
k e e p e r ' s  r e c o r d s  may i n s t i t u t e  an employee  a p p e a l  under  t h e  
G r i e v a n c e  P r o c e d u r e ,  P a r t  111. 



PERSONNEL SERVICE SYSTEM REGULATIONS 
EXECUTIVE BRANCH 

PART V ,  SUB-PART A 
COMMUNICATIONS 

V . A 1  GENERAL 

The government  i s  commit ted  t o  t h e  p o l i c y  of  p a r t i c i p a t i v e  
management. T h i s  means t h a t  employee  v i e w s  and o p i n i o n s  s h a l l  
b e  a c t i v e l y  s o u g h t .  Managers  and s u p e r v i s o r s  s h a l l  n o t  t a k e  a n y  
s t e p s ,  e i t h e r  c o v e r t l y  o r  o v e r t l y ,  which w i l l  d i m i n i s h  p a r t i c i p a -  
t i o n  by employees  i n  t h e  management p r o c e s s  t h r o u g h  communica t ion  
o f  i d e a s ,  comments and s u g g e s t i o n s  t o  t h e i r  s u p e r v i s o r s  and 
s u p e r i o r s .  To t h i s  e n d ,  s u p e r v i s o r s  and manage r s  s h a l l  make 
p o s i t i v e  and c o n t i n u i n g  e f f o r t s  t o  communicate  w i t h  t h e  employees  
i n  t h e  f o l l o w i n g  ways: 

A.  F o r m a l l y ,  t h r o u g h :  

(1) The a n n u a l  employee r e v i e w  s y s t e m  and  t h e  
p e r f o r m a n c e  e v a l u a t i o n  p r o c e s s  a s  d e f i n e d  i n  P a r t  V I I I  o f  t h e s e  
r e g u l a t i o n s ;  

( 2 )  S t a f f  m e e t i n g s  o r  o t h e r  a s s e m b l i e s  c a l l e d  f o r  
t h e  p u r p o s e  o f  i n f o r m i n g  s u b o r d i n a t e s  c o n c e r n i n g  t h e  s t a t u s  o f  
work and  p rog rams  and  d i s c u s s i o n  o f  c u r r e n t  m a t t e r s  o f  m u t u a l  
i n t e r e s t ;  

( 3 )  C o n t r i b u t i o n s  t o  o f f i c i a l  p u b l i c a t i o n s  o f  t h e  
government  p r e p a r e d  f o r  i n f o r m a t i o n  t o  employees ;  and 

( 4 )  Such o t h e r  d e v i c e s  a s  may b e  i n i t i a t e d  by 
managers  and s u p e r v i s o r s  t o  enhance  communica t ions .  

B. I n f o r m a l l y ,  t h r o u g h :  

(1) F r e q u e n t  c o n t a c t  w i t h  employees  a t  t h e i r  work 
s i t e  t o  exchange  comments c o n c e r n i n g  p r o g r e s s  o f  work; 

( 2 )  M a i n t a i n i n g  an "open doo r "  p o l i c y  which 
e n c o u r a g e s  employees  t o  b r i n g  t o  t h e  a t t e n t i o n  o f  s u p e r v i s o r s  
and managers  t h o s e  p rob lems  o f  mutua l  c o n c e r n ;  

( 3 )  Adop t ing  a  h e l p f u l  and s u p p o r t i v e  a t t i t u d e  
t oward  t h e  I n c e n t i v e  Awards Program,  e s p e c i a l l y  t h e  B e n e f i c i a l  
S u g g e s t i o n  Program; 

( 4 )  P a s s i n g  a l o n g ,  p r o m p t l y ,  t o  h i g h e r  l e v e l s  o f  
management, c o m p l a i n t s  and c o n c e r n s  o f  employees  which c a n n o t  b e  
r e s o l v e d  o r  c o r r e c t e d  a t  t h e  l ower  l e v e l s  o f  s u p e r v i s i o n ;  

( 5 )  R e s o l v i n g  p r o m p t l y  t h o s e  m a t t e r s  which f a l l  
w i t h i n  t h e  a u t h o r i t y  o f  t h e  s u p e r v i s o r ;  

( 6 )  Encourag ing  m o r a l e  and e s p r i t  de c o r p s  by: 
( a )  o c c a s i o n a l  b r i e f  g r o u p  m e e t i n g s  t o  

r e c o g n i z e  e v e n t s  and communicate  p l a n s  o f  mutua l  i n t e r e s t  t o  t h e  
employees  i n  t h a t  o f f i c e ;  and 

( b )  o c c a s i o n a l  s o c i a l  g a t h e r i n g s  o f  
employees  and t h e i r  f a m i l i e s  f o r  p i c n i c s  o r  h o l i d a y  c e l e b r a t i o n s  
t o  p romote  b e t t e r  u n d e r s t a n d i n g  and c o o p e r a t i o n .  



ROLE OF THE PERSONNEL OFFICER 

The P e r s o n n e l  O f f i c e r  s h a l l  d e s i g n a t e  o n e  o r  more employees  t o  
mon i to r  employee r e l a t i o n s  t h r o u g h  a d v i s i n g  managers  and s u p e r -  
v i s o r s  i n  such  a r e a s  a s :  

A .  Advi s ing  s u p e r v i s o r s  and managers  c o n c e r n i n g  
e f f e c t  and i m p o r t  o f  r e g u l a t i o n s  c o n c e r n i n g  employees '  r i g h t s  
a n d  p r i v i l e g e s ,  management 's  r i g h t s ,  employee c o n d u c t  and  
p e r f o r m a n c e  a p p e a l s ,  g r i e v a n c e s  and communica t ions ;  

B. Adv i s ing  and  c o u n s e l  i n g  employees  c o n c e r n i n g  
b e n e f i t s  t o  i n c l u d e  t h e  Group L i f e  I n s u r a n c e ,  t h e  Group H e a l t h  
I n s u r a n c e  and  t h e  Worke r ' s  Compensat ion;  

C .  A d v i s i n g  a l l  employees  on t h e  i m p a c t  o f  law and 
r e g u l a t i o n s  c o n c e r n i n g  t h e  p e r s o n n e l  management f u n c t i o n ;  and  

D. A d v i s i n g  a l l  employees  c o n c e r n i n g  c o n f l i c t  o f  
i n t e r e s t  a s  denounced i n  t h e  P e r s o n n e l  R e g u l a t i o n s .  

- 
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PERSONNEL SERVICE SYSTEM REGULATIONS 
EXECUTIVE BRANCH 

PART V ,  SUB-PART B 
EMPLOYEE CONDUCT AND PERFORMANCE 

V.  B 1  GENERAL 

T h i s  s u b - p a r t  d e a l s  w i t h  employee conduc t  and  pe r fo rmance  when 
o u t s i d e  i n f l u e n c e s  a d v e r s e l y  a f f e c t  an e m p l o y e e ' s  e f f e c t i v e n e s s .  
The i n f l u e n c e s  i n c l u d e ,  b u t  a r e  n o t  l i m i t e d  t o ,  t h e  f o l l o w i n g :  

P o l i t i c s  Fami ly  p rob lems  
Employee-Superv isor  con£ l i c t  Drug dependence  
Employee-Employee c o n f l i c t  L e g a l  c o n c e r n s  
P e r c e i v e d  p e r s o n a l  c r i s i s  A l c o h o l i s m  
R e t i r e m e n t  c r i s i s  Divorce  
Death i n  f a m i l y  F i n a n c i a l  p rob lems  

E a r l y  r e c o g n i t i o n  o f  d e t e r i o r a t i n g  p e r f o r m a n c e  o r  c o n d u c t  is  a  
v i t a l  f i r s t  s t e p  i n  t h e  gove rnmen t ' s  program t o  h e l p  t h e  t r o u b l e d  
employee r e t a i n  o r  resume h i s / h e r  p l a c e  a s  a  p r o d u c t i v e  member 
o f  t h e  work f o r c e .  E a r l y  r e c o g n i t i o n  i s  a l s o  an i n t e g r a l  p a r t  
o f  s u p e r v i s o n .  Because  t h e  immed ia t e  s u p e r v i s o r  must assume s u c h  
a  key r o l e  i n  h e l p i n g  t h e  t r o u b l e d  employee ,  t h i s  s u b - p a r t  i s  
p r e p a r e d  t o  h e l p  t h e  s u p e r v i s o r :  

A .  Recogn ize  e a r l y  s i g n s  i n d i c a t i v e  o f  p e r s o n a l  
p roblems;  

B. Dea l  i n  an a p p r o p r i a t e  manner w i t h  t h e  employee 
whose work i s  s u f f e r i n g  b e c a u s e  o f  p e r s o n a l  p roblems;  and 

C .  Make t h e  employee aware  of  s o u r c e s  o f  h e l p  w i t h i n  
t h e  o r g a n i z a t i o n  and community.  

POLICY ON EMOTIONAL AND MENTAL HEALTH 

A s  employer ,  t h e  government  i s  conce rned  w i t h  any  p e r s o n  o r  
s o c i a l  s i t u a t i o n  which i n t e r f e r e s  w i t h  t h e  i n d i v i d u a l  e m p l o y e e ' s  
m e n t a l  and p h y s i c a l  w e l l - b e i n g ,  o r  i n t e r f e r e s  w i t h  t h e  e f f i c i e n t  
and s a f e  p e r f o r m a n c e  o f  a s s i g n e d  d u t i e s ,  r e d u c e s  d e p e n d a b i l i t y ,  
o r  r e f l e c t s  d i s c r e d i t  on t h e  P e r s o n n e l  S e r v i c e .  

I t  is t h e  g o v e r n m e n t ' s  p o l i c y  t o  o f f e r  a s s i s t a n c e  t h r o u g h  con£ i- 
d e n t i a l  c o u n s e l i n g  and  r e f e r r a l  g u i d a n c e  when i n d i c a t e d .  T h i s  
a s s i s t a n c e  i n c l u d e s  b u t  i s  n o t  l i m i t e d  t o  s u c h  a r e a s  a s  a l c o h o l -  
i s m ,  e m o t i o n a l  p r o b l e m s ,  f a m i l y  and  m a r i t a l  p r o b l e m s ,  i n d e b t e d -  
n e s s ,  i n t e r p e r s o n n e l  c o n f l i c t s  ( e m p l o y e e - s u p e r v i s o r ,  emmployee- 
employee)  and  c r i s i s  s i t u a t i o n s ,  where it  i s  d e t e r -  mined b y  t h e  
employee  o r  management t h a t  these  problems a d v e r s e l y  a f f e c t  
employee h e a l t h  and  p e r f o r m a n c e .  S i c k  l e a v e ,  a n n u a l  l e a v e  
o r  l e a v e  w i t h o u t  p a y  may b e  g r a n t e d  f o r  app roved  programs o f  

- - 
t r e a t m e n t ,  c o u n s e l i n g  o r  r e h a b i l i t a t i o n .  The c o n f i d e n t i a l  n a t u r e  
o f  r e c o r d s  i n  t h e s e  c a s e s  w i l l  b e  m a i n t a i n e d  i n  t h e  same manner 
a s  m e d i c a l  r e c o r d s .  
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V.B3 POLICY ON ALCOHOLISM AND PROBLEM D R I N K I N G  

A s  emp loye r ,  t h e  government  i s  n o t  c o n c e r n e d  w i t h  t h e  p r i v a t e  
d e c i s i o n  o f  an employee  t o  u s e  o r  n o t  t o  u s e  a l c o h o l i c  
b e v e r a g e s .  Management i s  conce rned  w i t h  an e m p l o y e e ' s  u s e  o f  
a l c o h o l i c  b e v e r a g e s  when i t  i n t e r f e r e s  w i t h  t h e  e f f i c i e n t  and 
s a f e  p e r f o r m a n c e  o f  a s s i g n e d  d u t i e s ,  r e d u c e s  d e p e n d a b i l i t y ,  o r  
r e f l e c t s  d i s c r e d i t  on t h e  P e r s o n n e l  S e r v i c e .  

The government  h a s  an i n t e r e s t  i n  any  h e a l t h  p rob lem t h a t  
r e d u c e s  employee  p r o d u c t i v i t y .  I t  r e c o g n i z e s  t h a t  a l c o h o l i s m  
and  problem d r i n k i n g  a r e  t r e a t a b l e  i l l n e s s e s  and s h o u l d  b e  g i v e n  
t h e  same c a r e f u l  c o n s i d e r a t i o n  a s  o t h e r  h e a l t h  p rob lems .  The  
g o a l  i s  improved job  p e r f o r m a n c e  and  - n o t  d i s c i p l i n e .  Accord- 
i n g l y ,  i t  is  t h e  g o v e r n m e n t ' s  p o l i c y  t o  o f f e r  a s s i s t a n c e  t oward  
t r e a t m e n t  and  r e h a b i l i t a t i o n .  S i c k  l e a v e ,  a n n u a l  l e a v e  o r  l e a v e  
w i t h o u t  p a y  may b e  g r a n t e d  f o r  app roved  programs  o f  t r e a t m e n t  
and  r e h a b i l i t a t i o n .  

A C T I O N  BY SUPERVISORS AND MANAGERS 

A .  S u p e r v i s o r s  and manage r s  must  b e  a l e r t  t o  i n d i c a -  
t i o n s  o f  d e t e r i o r a t i n g  p e r f o r m a n c e  on t h e  p a r t  o f  employees  
unde r  t h e i r  s u p e r v i s i o n .  Some of  t h e  i n d i c a t i o n s  which may 
o c c u r  a r e :  

(1) A marked change  i n  b e h a v i o r .  T h i s  may show 
up  a s  e m o t i o n a l  o u t b u r s t s ,  c h r o n i c  i r r i t a b i l i t y ,  e x c e s s i v e  
f a t i g u e ,  o r  r u l e  v i o l a t i o n s .  

( 2 )  F r e q u e n t  s h o r t - t e r m  a b s e n c e s ,  n o t a b l y  t h e  
a f t e r n o o n  o f  p a y  d a y  o r  t h e  f o l l o w i n g  Monday; 

( 3 )  Repea t ed  a c c i d e n t s ;  
( 4 )  F r e q u e n t  c o m p l a i n t s  r e l a t e d  t o  h e a l t h ;  
( 5 )  C h r o n i c  i n a b i l i t y  t o  g e t  a l o n g  w i t h  f e l l o w  

employees ;  o r  
( 6 )  E x c e s s i v e  prob lem d r i n k i n g .  

B. Upon i d e n t i f i c a t i o n  o f  presumed p r o b l e m s ,  t h e  
s u p e r v i s o r  s h o u l d  a p p r o a c h  t h e  employee t o  d e t e r m i n e  t h e  c a u s e  
o f  p e r f o r m a n c e  change .  Shou ld  such  an a p p r o a c h  b e  r e b u f f e d ,  
which  i s  l i k e l y ,  t h e  s u p e r v i s o r  s h o u l d  c o n t i n u e  o b s e r v a t i o n  o f  
t h e  e m p l o y e e ' s  p e r f o r m a n c e ,  r e c o r d i n g  o c c u r r e n c e s  which t e n d  t o  
s u p p o r t  t h e  s u p e r v i s o r ' s  f e e l i n g  t h a t  t h e  employee i s  t r o u b l e d .  
I f  t h e  c o n d u c t  c o n t i n u e s  f o r  a  l e n g t h y  p e r i o d ,  t h e  s u p e r v i s o r  
mus t  c o u n s e l  w i t h  t h e  employee a n d ,  i f  t h e  employee i s  unrespon-  
s i v e ,  r e f e r  t h e  m a t t e r  t o  t h e  P e r s o n n e l  O f f i c e r .  

V.B5 ACTION BY PERSONNEL OFFICER 

Upon r e f e r r a l  o f  a  c a s e  t o  t h e  P e r s o n n e l  O f f i c e r  by a  s u p e r v i s o r ,  
t h e  P e r s o n n e l  O f f i c e r  s h o u l d  c o n t a c t  t h e  Depar tment  o f  H e a l t h  

- 

and  E n v i r o n m e n t a l  S e r v i c e s  f o r  a s s i s t a n c e .  Once a r r a n g e m e n t s  



f o r  a s s i s t a n c e ,  on r e a s o n a b l e  c a l l ,  have  been  made, t h e  
P e r s o n n e l  O f f i c e r  s h o u l d  seek o u t  t h e  employee and  c o u n s e l  t h e  
employee t o  seek m e d i c a l  h e l p .  I f  t h e  employee  is a g r e e a b l e ,  
t h e  P e r s o n n e l  O f f i c e r  s h o u l d  n o t i f y  t h e  s u p e r v i s o r  conce rned  s o  
t h a t  a r r a n g e m e n t s  c a n  b e  made f o r  t h e  employee  t o  seek h e l p .  I f  
t h e  employee i s  n o t  a g r e e a b l e ,  t h e  P e r s o n n e l  O f f i c e r  s h o u l d  
a d v i s e  t h e  employee t h a t  i f  h i s / h e r  u n s a t i s f a c t o r y  pe r fo rmance  
c o n t i n u e s ,  d i s c i p l i n a r y  a c t i o n  may r e s u l t .  

V .  B 6  A C T I O N  RELATED TO ALCOHOLISM OR DRUG ABUSE 

When an employee I s  u n s a t i s f a c t o r y  p e r f o r m a n c e  a p p e a r s  t o  t h e  
s u p e r v i s o r  c l e a r l y  t o  b e  r e l a t e d  t o  e x c e s s i v e  u s e  o f  a l c o h o l  o r  
d r u g  a b u s e ,  t h e  s u p e r v i s o r ,  w i t h  a d v i c e  and  a s s i s t a n c e  f rom t h e  
P e r s o n n e l  O f f i c e r ,  s h o u l d  a d v i s e  t h e  employee  t h a t  h i s / h e r  
removal  from employment w i l l  b e  s o u g h t .  The P e r s o n n e l  O f f i c e r  
and t h e  s u p e r v i s o r ,  j o i n t l y ,  s h a l l  p r e p a r e  a  l e t t e r  o f  p r o p o s e d  
a d v e r s e  a c t i o n  a g a i n s t  t h e  employee a c c o r d i n g  t o  i n s t r u c t i o n s  i n  
P a r t  1 I I . D .  A s  a  p a r t  o f  t h e  s a i d  l e t t e r ,  t h e  f o l l o w i n g  p a r a -  
g r a p h  s h o u l d  b e  i n c l u d e d :  

" I f ,  however ,  you a g r e e  t o  seek m e d i c a l  h e l p  t o  a i d  and  
improve your  c o n d i t i o n  o f  h e a l t h ,  which a p p e a r s  r e s p o n s i b l e  
f o r  your  u n s a t i s f a c t o r y  work pe r fo rmance ,  your  removal  w i l l  
b e  h e l d  i n  a b e y a n c e ,  p r o v i d e d  you ,  w i t h  t h e  h e l p  o f  your  
d o c t o r ,  e s t a b l i s h  a  program o f  d i a g n o s t i c  r e h a b i l i t a t i o n  
which i s  s a t i s f a c t o r y  t o  us .  The program o f  r e h a b i l i t a t i o n  
must c o n t i n u e  s u c c e s s f u l l y  f o r  a  minimum o f  two y e a r s .  
Should  you f a i l  t o  c a r r y  o u t  t h e  program you have  a g r e e d  t o  
and r e v e r t  t o  your  fo rmer  u n s a t i s f a c t o r y  p e r f o r m a n c e ,  w e  
w i l l  c o n s i d e r  t h a t  t o  b e  a  d e t e r m i n a t i o n  on your  p a r t  t h a t  
you do n o t  w i sh  t o  b e  r e t a i n e d  a s  an employee i n  t h e  
P e r s o n n e l  S e r v i c e .  I s h a l l  t h e n  p r o c e e d  w i t h  your  r emova l ,  
i n  o r d e r  t o  promote and  m a i n t a i n  t h e  e f f i c i e n c y  o f  t h e  
s e r v i c e .  I' 

V . B 7  ACTIONS RELATED TO OTHER CAUSES 

Shou ld  an e m p l o y e e ' s  conduc t  and  pe r fo rmance  c o n t i n u e  t o  d e t e r  i- 
o r a t e  and t h e  s u p e r v i s o r  is c o n v i n c e d  beyond a  r e a s o n a b l e  doub t  
t h a t  t h e  c a u s e  i s  o t h e r  t h a n  a l c o h o l  a b u s e  o r  d r u g  dependence ,  
t h e  s u p e r v i s o r  s h o u l d  c o n s u l t  w i t h  t h e  P e r s o n n e l  O f f i c e r .  The 
P e r s o n n e l  O f f i c e r  s h o u l d  t h e n  seek  a s s i s t a n c e  f rom an a p p r o p r i -  
a t e  p r a c t i t i o n e r  a t  t h e  Depar tment  o f  P u b l i c  H e a l t h  and Envi ron-  
m e n t a l  S e r v i c e s .  

Once t h e  a v a i l a b i l i t y  o f  p r o f e s s i o n a l  h e l p  h a s  been  a r r a n g e d ,  
t h e  P e r s o n n e l  O f f i c e r  s h o u l d  meet w i t h  t h e  employee  and c a n d i d l y  
d i s c u s s  t h e  problem and o f f e r  t o  a s s i s t  t h e  employee i n  s e e k i n g  
p r o f e s s i o n a l  h e l p  f rom t h e  Depar tment  o f  P u b l i c  H e a l t h  and 

i - 

Env i ronmen ta l  S e r v i c e s .  

The c o u r s e  o f  a c t i o n  t o  b e  t a k e n  a f t e r  r e f e r r a l  t o  p r o f e s s i o n a l  
a t t e n t i o n  depends  on t h e  p r o f e s s i o n a l  recommendat ion g i v e n .  
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PERSONNEL SERVICE SYSTEM REGULATIONS 
EXECUTIVE BRANCH 

PART V ,  SUB-PART C 
RESPONSIBILITIES OF EMPLOYEES AND MANAGEMENT 

V . C 1  CODE OF ETHICS FOR GOVERNMENT PERSONNEL SERVICE 

A l l  p e r s o n s  i n  government  s e r v i c e  s h o u l d :  

A.  P u t  l o y a l t y  t o  t h e  h i g h e s t  mora l  p r i n c i p l e s  and 
t h e  c o u n t r y  above  l o y a l t y  t o  p e r s o n s ,  p a r t y  o r  government  o f f i c e .  

B .  Uphold t h e  l a w s  a p p l i c a b l e  i n  t h e  Commonwealth and 
i n  a l l  s u b d i v i s i o n s  t h e r e o f  and n e v e r  b e  a  p a r t y  t o  t h e i r  
e v a s i o n .  

C .  Give  a  f u l l  d a y ' s  l a b o r  f o r  a  f u l l  d a y ' s  pay ;  
g i v i n g  t o  t h e  p e r f o r m a n c e  o f  d u t i e s  e a r n e s t  e f f o r t  and  b e s t  
t h o u g h t .  

D .  Seek t o  f i n d  and employ more e f f i c i e n t  and economic 
ways o f  g e t t i n g  t a s k s  a c c o m p l i s h e d .  

E .  Never d i s c r i m i n a t e  u n f a i r l y  by t h e  d i s p e n s i n g  of  
s p e c i a l  f a v o r s  o r  p r i v i l e g e s  t o  anyone ,  whe the r  f o r  r e m u n e r a t i o n  
o r  n o t e ;  and  n e v e r  a c c e p t ,  f o r  h i m / h e r s e l f  o r  h i s / h e r  f a m i l y ,  
f a v o r s  o r  b e n e f i t s  under  c i r c u m s t a n c e s  which might  b e  c o n s t r u e d  
by r e a s o n a b l e  p e r s o n s  a s  i n f l u e n c i n g  t h e  p e r f o r m a n c e  o f  h i s / h e r  
g o v e r n m e n t a l  d u t i e s .  

F .  Make no  p r i v a t e  p r o m i s e s  of  any  k i n d  b i n d i n g  upon 
t h e  d u t i e s  o f  o f f i c e ,  s i n c e  a  government  employee h a s  no p r i v a t e  
word w h i c h  can  b e  b i n d i n g  on p u b l i c  d u t y .  

G .  Engage i n  no b u s i n e s s  w i t h  t h e  government ,  e i t h e r  
d i r e c t l y  o r  i n d i r e c t l y ,  which i s  i n c o n s i s t e n t  w i t h  t h e  c o n s c i e n -  
t i o u s  p e r f o r m a n c e  o f  g o v e r n m e n t a l  d u t i e s .  

H .  Never u s e  any  i n f o r m a t i o n  coming c o n f i d e n t i a l l y  i n  
t h e  p e r f o r m a n c e  o f  gove rnmen ta l  d u t i e s  a s  a  means f o r  making 
p r i v a t e  p r o f  i t .  

I .  Expose c o r r u p t i o n  whereve r  d i s c o v e r e d .  
J .  Uphold t h e s e  p r i n c i p l e s ,  e v e r  c o n s c i o u s  t h a t  

p u b l i c  o f f i c e  i s  a  p u b l i c  t r u s t .  I n  a d d i t i o n ,  g u a r a n t e e s  and  
c u s t o d i a n s  o f  f e d e r a l  f u n d s  s h a l l  m a i n t a i n  a  w r i t t e n  c o d e  o r  
s t a n d a r d s  of  c o n d u c t  which s h a l l  g o v e r n  t h e  p e r f o r m a n c e  of t h e i r  
o f f i c e r s ,  employees  o r  a g e n t s  engaged  i n  t h e  award and admin i s -  
t r a t i o n  o f  c o n t r a c t s  s u p p o r t e d  by f e d e r a l  f u n d s .  No employee,  
o f f i c e r  o r  a g e n t  o f  t h e  g r a n t e e  s h a l l  p a r t i c i p a t e  i n  s e l e c t i o n ,  
o r  i n  t h e  award o r  a d m i n i s t r a t i o n  of  a  c o n t r a c t  s u p p o r t e d  by 
f e d e r a l  f u n d s  i f  a  c o n f l i c t  o f  i n t e r e s t ,  r e a l  o r  a p p a r e n t ,  would 
b e  i n v o l v e d .  Such a  c o n f l i c t  would a r i s e  when t h e  employee,  
o f f i c e r  o r  a g e n t ,  o r  an  o r g a n i z a t i o n  which employs ,  o r  i s  a b o u t  
t o  employ, any  o f  t h e  above ,  h a s  a  f i n a n c i a l  o r  o t h e r  i n t e r e s t  
i n  t h e  f i r m  s e l e c t e d  f o r  award.  T h e  g r a n t e e ' s  and c o n t r a c t o r ' s  
o f f i c e r s ,  employees  o r  a g e n t s  s h a l l  n e i t h e r  s o l i c i t  n o r  a c c e p t  
g r a t u i t i e s ,  f a v o r s  o r  a n y t h i n g  o f  monetary  v a l u e  f rom c o n t r a c -  
t o r s ,  p o t e n t i a l  c o n t r a c t o r s  o r  p a r t i e s  t o  sub-agreements .  To 
t h e  e x t e n t  p e r m i t t e d  by law o r  r e g u l a t i o n s ,  s u c h  s t a n d a r d s  o f  

COMMONWEALTH REGISTER VOE. 9 NO. 11 DEGEHBER 15, 1987 PAGE 5363 



conduc t  s h a l l  p r o v i d e  f o r  p e n a l t i e s ,  s a n c t i o n s ,  o r  o t h e r  d i s c i -  
p l i n a r y  a c t i o n s  f o r  v i o l a t i o n s  o f  s u c h  s t a n d a r d s  by t h e  g r a n t e e ' s  
o f f i c e r s ,  employees  o r  a g e n t s ,  o r  by c o n t r a c t o r s  o r  t h e i r  a g e n t s .  

The government  e x p e c t s  i t s  employees  t o  b e  r e p r e s e n t a t i v e s  o f  
i t s  l e g a l  s e l f .  L i k e  any  o t h e r  employe r ,  i t  h a s  t h e  r i g h t  t o  
e x p e c t  t h e  employees  t o  f o s t e r  i t s  b u s i n e s s  and  w e l l - b e i n g .  The 
g o v e r n m e n t ' s  f i r s t  b u s i n e s s  i s  t h e  m a i n t e n a n c e  of law and o r d e r  
a t  a l l  t i m e s  ( e v e n  a f t e r  r e g u l a r l y  s c h e d u l e d  work ing  h o u r s )  
b e c a u s e  w i t h o u t  l aw  and o r d e r ,  t h e  g o v e r n m e n t ' s  g o a l s  and 
o b j e c t i v e s  c a n n o t  b e  r e a l i z e d .  An i l l e g a l  o r  d i s h o n o r a b l e  a c t  
o f  an a g e n t  o r  employee may d e g r a d e  and e m b a r r a s s  t h e  government  
and  l e s s e n  i t s  e f f e c t i v e n e s s .  To p r o t e c t  i t s  c r e d i b i l i t y  and  
r a p p o r t  i n  t h e  community, t h e  government  h a s  t h e  r i g h t  t o  t a k e  
a d m i n i s t r a t i v e  a c t i o n  a s  n e c e s s a r y  and j u s t i f i a b l e  a g a i n s t  
employees  who v i o l a t e  i t s  l a w s  o r  d e t r a c t  f rom i t s  p o l i c i e s .  
Such a d m i n i s t r a t i v e  a c t i o n  i s  a s i d e  f rom any c o u r t  a c t i o n  which 
may e n s u e  f rom a  c r i m i n a l  a c t  o r  o m i s s i o n .  I f  employees  i n  t h e  
P e r s o n n e l  S e r v i c e  System t a k e  p r i d e  i n  t h e i r  s e r v i c e ,  i t  w i l l  
r e d u c e  t h e  number o f  f o r m a l  d i s c i p l i n a r y  a c t i o n s  n e c e s s a r y .  
D i s c i p l i n a r y  a c t i o n s  a r e  w a s t e f u l  o f  t h e  time of  many employees ,  
who must s i t  on h e a r i n g  c o m m i t t e e s  and s e r v e  a s  i n v e s t i g a t o r s  o r  
w i t n e s s e s ,  and s u c h  a c t i o n s  l e a v e  a  r e s i d u e  o f  bad f e e l i n g  which 
a f f e c t s  t h e  e n t i r e  d e p a r t m e n t / d i v i s i o n .  

I t  i s  a  m i s t a k e  f o r  anyone  t o  b e l i e v e  t h a t  good d i s c i p l i n e  i s  
s i m p l y  a m a t t e r  o f  e n f o r c e m e n t  by t h o s e  a t  t h e  head  o f  t h e  
a d m i n i s t r a t i o n .  Good d i s c i p l i n e  r e q u i r e s  employee l e a d e r s h i p ,  
n o t  e n f o r c e m e n t  p r o c e d u r e s .  Most o f  a l l ,  i t  i n v o l v e s  t h e  a c t i v e  
s u p p o r t  o f  t h e  employees .  The employees ,  a s  a  g r o u p ,  have  a  
g r e a t e r  s t a k e  i n  improv ing  t h e  q u a l i t y  o f  government  s e r v i c e  
t h a n  any  o t h e r  i n t e r e s t e d  p a r t y .  An o r g a n i z a t i o n  c a n  t a k e  
g e n u i n e  p r i d e  and p r o v i d e  an  o p p o r t u n i t y  t o  f i n d  a  m e a n i n g f u l  
o u t l e t  f o r  a b i l i t i e s  and  an o p p o r t u n i t y  f o r  advancement  i n  
a c c o r d a n c e  w i t h  employee c o n t r i b u t i o n .  L e a d e r s h i p  which meets 
t h e s e  n e e d s  o f  employees  w i l l  h ave  no d i f f i c u l t y  g e t t i n g  
employee s u p p o r t .  

So t h a t  a l l  employees  w i l l  u n d e r s t a n d  t h e  s t a n d a r d s  of  conduc t  
t h a t  a r e  e x p e c t e d  o f  them, t h e s e  p r i n c i p l e s  a r e  se t  f o r t h .  
O f f i c i a l s  and  employees  of  t h e  government  a r e  reminded t h a t  t h e y  
must n o t  o n l y  a v o i d  wrongdoing i n  t h e  c o n d u c t  o f  t h e i r  o f f i c i a l  
d u t y ,  b u t  m u s t ,  w i t h  e q u a l  c a r e ,  a l s o  a v o i d  t h e  a p p e a r a n c e  o f  
wrongdoing .  A c t s  which h a v e  t h e  a p p e a r a n c e  of  wrongdoing a r e  
p r o h i b i t e d  e q u a l l y  w i t h  a c t u a l  a c t s  of wrongdoing.  

POLICY ON EMPLOYEE CONDUCT 

The m a i n t e n a n c e  of  t h e  h i g h e s t  s t a n d a r d s  of  h o n e s t y ,  i n t e g r i t y ,  
i m p a r t i a l i t y  and c o n d u c t  by P e r s o n n e l  S e r v i c e  Sys tem employees  

- - 
i s  e s s e n t i a l  t o  a s s u r e  t h e  p r o p e r  pe r fo rmance  of  government  



b u s i n e s s  and m a i n t a i n  t h e  c o n f i d e n c e  o f  c i t i z e n s  i n  t h e i r  
I government .  

Employees of  t h e  government  a r e  e x p e c t e d  t o  comply w i t h  a l l  l a w s  
and r e g u l a t i o n s .  L e g a l  r e q u i r e m e n t s  a r e  e s s e n t i a l l y  c o n c e r n e d  
w i t h  o f f i c i a l  c o n d u c t ,  i . e . ,  t h e  b e h a v i o r  o f  t h e  employee i n  t h e  
c o u r s e  o f  o r  i n  r e l a t i o n  t o  o f f i c a l  d u t i e s .  P e r s o n n e l  S e r v i c e  
System employees  a r e  r e q u i r e d  t o  c o n d u c t  t h e m s e l v e s  i n  s u c h  a  
manner t h a t  t h e  work o f  t h e  government  i s  e f f e c t i v e l y  accom- 
p l i s h e d  and  t o  o b s e r v e  t h e  r e q u i r e m e n t s  of c o u r t e s y ,  c o n s i d e r a -  
t i o n  and  p r o m p t n e s s  i n  d e a l i n g  w i t h  o r  s e r v i n g  t h e  p u b l i c  o r  i t s  
c l i e n t e l e .  P e r s o n a l  and  p r i v a t e  c o n d u c t  o f  an  employee ( a s  
opposed  t o  o f f i c i a l  c o n d u c t ) ,  t h a t  r e f l e c t s  a d v e r s e l y  upon t h e  
d i g n i t y  and  p r e s t i g e  o f  t h e  P e r s o n n e l  S e r v i c e  Sys tem,  i s  a l s o  a  
m a t t e r  o f  c o n c e r n  t o  management. A l l  employees  a r e  e x p e c t e d  t o  
c u l t i v a t e  t h o s e  p e r s o n a l  q u a l i t i e s  which c h a r a c t e r i z e  a  good 
c i v i l  s e r v a n t - - l o y a l t y  t o  o u r  gove rnmen t ,  a  d e e p  s e n s e  o f  
r e s p o n s i b i l i t y  f o r  t h e  p u b l i c  t r u s t  and a  s t a n d a r d  of  p e r s o n a l  
depo r tmen t  which  w i l l  b e  a  c r e d i t  t o  t h e  i n d i v i d u a l .  

V.C3 SUBORDINATION TO AUTHORITY 

An employee i s  r e q u i r e d  t o  c a r r y  o u t  t h e  announced p o l i c i e s  and  
p rog rams  o f  t h e  Commonwealth Government.  Whi le  p o l i c i e s  r e l a t e d  
t o  work a r e  under  c o n s i d e r a t i o n ,  t h e  employee may, and i s  
e x p e c t e d  t o ,  e x p r e s s  o p i n i o n s  and p o i n t s  o f  v iew;  b u t  o n c e  a  
d e c i s i o n  h a s  been  r e n d e r e d  by t h o s e  i n  a u t h o r i t y ,  t h e  employee 
w i l l  b e  e x p e c t e d  u n r e s e r v e d l y  t o  a s s u r e  t h e  s u c c e s s  o f  p rog rams  
which it i s  t h e  e m p l o y e e ' s  r e s p o n s i b i l i t y  t o  e f f e c t u a t e .  I f  t h e  
employee  f a i l s  t o  c a r r y  o u t  any  l a w f u l  r e g u l a t i o n ,  o r d e r  o r  
p o l i c y ,  o r  d e l i b e r a t e l y  r e f u s e s  t o  obey  t h e  p r o p e r  r e q u e s t s  o f  
s u p e r i o r s  h a v i n g  r e s p o n s i b i l i t y  f o r  t h e  e m p l o y e e ' s  p e r f o r m a n c e ,  
t h e  employee i s  s u b j e c t  t o  a p p r o p r i a t e  d i s c i p l i n a r y  a c t i o n .  

V.C4 MANAGEMENT RESPONSIBILITY 

A p p o i n t i n g  a u t h o r i t i e s  s h a l l  e s t a b l i s h  and m a i n t a i n  i n t e r n a l  
p r o c e d u r e s  by means o f  which a l l  employees  a r e  a d e q u a t e l y  and  
s y s t e m a t i c a l l y  i n fo rmed  of  t h e  c o n t e n t ,  meaning and i m p o r t a n c e  
o f  t h e  r e g u l a t i o n s  i n  t h i s  s u b - p a r t .  Cop ie s  o f  t h e  r e g u l a t i o n s  
i n  t h i s  s u b - p a r t  s h a l l  b e  g i v e n  t o  e a c h  employee w i t h i n  n i n e t y  
( 9 0 )  d a y s  f rom t h e  e f f e c t i v e  d a t e  o f  t h e s e  r e g u l a t i o n s  and t o  
new employees  upon e n t r a n c e  t o  d u t y .  Each a p p o i n t i n g  a u t h o r i t y  
s h a l l  remind i t s  employees  o f  t h e  r e g u l a t i o n s  i n  t h i s  s u b - p a r t  
p e r i o d i c a l l y ,  a t  l e a s t  o n c e  a n n u a l l y ,  t h r o u g h  a  p u b l i c a t i o n  o r  
memorandum i s s u e d  t o  a l l  emp loyees .  

V.C5 EMPLOYEE RESPONSIBILITY 

I t  i s  t h e  r e s p o n s i b i l i t y  o f  employees  t o  f a m i l i a r i z e  t h e m s e l v e s  
and t o  comply w i t h  t h e  r e g u l a t i o n s  i n  t h i s  s u b - p a r t .  Employees 

- - a r e  e x p e c t e d  t o  c o n s u l t  w i t h  t h e i r  s u p e r v i s o r s  and P e r s o n n e l  



O f f i c e r  on g e n e r a l  q u e s t i o n s  t h e y  may have  r e g a r d i n g  t h e  a p p l i c a -  
b i l i t y  o f  t h e  r e g u l a t i o n s .  On s p e c i f i c  m a t t e r s  and  f o r  g u i d a n c e  
on q u e s t i o n s  o f  c o n f l i c t  o f  i n t e r e s t ,  t h e y  may r e c e i v e  a u t h o r i -  
t a t i v e  a d v i c e  and g u i d a n c e  from t h e  P e r s o n n e l  O f f i c e r  and t h e  
A t t o r n e y  G e n e r a l ' s  O f f i c e .  

V.C6 INTERPRETATION AND ADVISORY SERVICE 

A. Channe l s  f o r  c o u n s e l i n g .  I t  i s  t h e  g o v e r n m e n t ' s  
p o l i c y  t o  e n c o u r a g e  r e s p o n s i b l e  d i s p o s i t i o n  o f  c o u n s e l i n g  
r e q u e s t s  by t h e  P e r s o n n e l  O f f i c e r .  Counse l ing  p r o v i d e d  by t h e  
P e r s o n n e l  O f f i c e r  i n v o l v i n g  any q u e s t i o n  o f  c o n f l i c t  of  i n t e r e s t  
s h a l l  b e  i n  c o o p e r a t i o n  w i t h  t h e  A t t o r n e y  G e n e r a l .  

B .  I n  o r d e r  t h a t  t h e  A t t o r n e y  G e n e r a l  may b e  in fo rmed  
a s  t o  t h e  c o n t e n t  and s c o p e  o f  c o u n s e l i n g  a t  a l l  l e v e l s ,  t h e  
P e r s o n n e l  O f f i c e r  w i l l  b e  r e s p o n s i b l e  f o r  communica t ing  a  
summary o f  e a c h  s u c h  c o u n s e l i n g  a c t i o n  t o  t h e  A t t o r n e y  G e n e r a l  
on a  c o n c u r r e n t  b a s i s ;  p r o v i d e d ,  however,  t h a t  such  r e p o r t i n g  i s  
r e q u i r e d  o n l y  a s  t o  c o u n s e l i n g  i n  r e g a r d  t o  c o n f l i c t  of  i n t e r e s t  
q u e s t i o n s .  

V.C7 DISCIPLINARY AND OTHER REMEDIAL ACTION 

A. V i o l a t i o n s  of  t h e  r e g u l a t i o n s  i n  t h i s  p a r t  by an 
employee  may b e  c a u s e  f o r  a p p r o p r i a t e  d i s c i p l i n a r y  a c t i o n  which 
may b e  i n  a d d i t i o n  t o  any  p e n a l t y  p r e s c r i b e d  by law.  A f t e r  
c o n s i d e r a t i o n  o f  t h e  s t a t e m e n t s  o f  employment and  f i n a n c i a l  
i n t e r e s t s  s u b m i t t e d  by t h e  employee and t h e  e x p l a n a t i o n  of s u c h  
employee a s  r e q u i r e d  i n  t h e  r e g u l a t i o n s  i n  t h i s  p a r t ,  i f  t h e  
A t t o r n e y  G e n e r a l  o r  d e s i g n e e  d e c i d e s  t h a t  r e m e d i a l  a c t i o n  i s  
r e q u i r e d ,  immed ia t e  a c t i o n  s h a l l  b e  t a k e n  t o  end  t h e  a c t u a l  o r  
a p p a r e n t  c o n f l i c t  o f  i n t e r e s t .  

B.  Remedial  a c t i o n  may i n c l u d e ,  b u t  i s  n o t  l i m i t e d  t o :  

(1) Changes i n  a s s i g n e d  d u t i e s ;  
( 2 )  Dives tment  by t h e  employee of  c o n f l i c t i n g  

i n t e r e s t ;  
( 3 )  D i s c i p l i n a r y  a c t i o n ;  and/or  
( 4 )  D i s q u a l i f i c a t i o n  f o r  a  p a r t i c u l a r  a s s i g n m e n t .  

C. Remedial  a c t i o n ,  whe the r  d i s c i p l i n a r y  o r  o t h e r -  
wise, s h a l l  b e  e f f e c t e d  i n  a c c o r d a n c e  w i t h  any a p p l i c a b l e  laws  
o r  r e g u l a t i o n s .  

V.C8 E T H I C A L  AND OTHER CONDUCT AND RESPONSIBILITIES OF 
EMPLOYEES 

A. G i f t s ,  E n t e r t a i n m e n t  and Favor s .  Except  a s  
p r o v i d e d  i n  p a r a g r a p h s  B and C o f  t h P s  s e c t i o n ,  an employee 

- - 

i 
s h a l l  n o t  s o l i c i t  o r  a c c e p t ,  d i r e c t l y  o r  i n d i r e c t l y ,  any g i f t ,  



g r a t u i t y ,  f a v o r ,  e n t e r t a i n m e n t ,  l o a n ,  o r  any  o t h e r  t h i n g  o f  
monetary  v a l u e ,  f rom a  p e r s o n  who: 

(1) h a s ,  o r  i s  s e e k i n g  t o  o b t a i n ,  c o n t r a c t u a l  o r  
o t h e r  b u s i n e s s  o r  f i n a n c i a l  r e l a t i o n s  w i t h  t h e  government ;  

( 2 )  c o n d u c t s  o p e r a t i o n s  o r  a c t i v i t i e s  t h a t  a r e  
r e g u l a t e d  by t h e  government ;  o r  

( 3 )  h a s  i n t e r e s t s  t h a t  may b e  s u b s t a n t i a l l y  
a f f e c t e d  by t h e  employee ' s  p e r f o r m a n c e  o f  o f f i c i a l  d u t y .  

Except  a s  s p e c i f i c a l l y  a u t h o r i z e d  by l aw ,  employees  a r e  n o t  
a u t h o r i z e d  t o  a c c e p t  on b e h a l f  o f  t h e  government  v o l u n t a r y  
d o n a t i o n s  o r  c a s h  c o n t r i b u t i o n s  f rom p r i v a t e  s o u r c e s  f o r  t r a v e l  
e x p e n s e s ,  o r  t h e  f u r n i s h i n g  of  s e r v i c e s  i n - k i n d ,  s u c h  a s  h o t e l  
accommodat ions,  m e a l s  and t r a v e l  accommodat ions.  

B. The p r o h i b i t i o n s  of P a r t  V.C8.A do n o t  a p p l y  i n  
t h e  c o n t e x t  o f  o b v i o u s  f a m i l y ,  n o n - o f f i c i a l  o r  p e r s o n a l  r e l a t i o n -  
s h i p s ,  s u c h  a s  t h o s e  be tween  t h e  p a r e n t s ,  c h i l d r e n  o r  s p o u s e  of  
t h e  employee ,  when t h e  c i r c u m s t a n c e s  make i t  c l e a r  t h a t  it i s  
t h o s e  r e l a t i o n s h i p s ,  r a t h e r  t h a n  t h e  b u s i n e s s  o f  t h e  p e r s o n s  
c o n c e r n e d ,  which a r e  t h e  m o t i v a t i n g  f a c t o r s .  

An employee may a c c e p t  food  and  r e f r e s h m e n t s  of nomina l  v a l u e  on 
i n f r e q u e n t  o c c a s i o n s  i n  t h e  o r d i n a r y  c o u r s e  o f  a  l uncheon  o r  
d i n n e r  mee t ing  o r  o t h e r  mee t ing  o r  on an i n s p e c t i o n  t o u r  where 
an employee  may p r o p e r l y  b e  i n  a t t e n d a n c e .  

C .  An employee may a c c e p t  l o a n s  from banks  o r  o t h e r  
f i n a n c i a l  i n s t i t u t i o n s  on c u s t o m a r y  terms t o  f i n a n c e  p r o p e r  and  
u s u a l  a c t i v i t i e s ,  s u c h  a s  home mor tgage  l o a n s .  An employee may 
a c c e p t  u n s o l i c i t e d  a d v e r t i s i n g  o r  p r o m o t i o n a l  m a t e r i a l  s u c h  a s  
p e n s ,  p e n c i l s ,  n o t e  p a d s ,  c a l e n d a r s  and o t h e r  items of  nomina l  
i n t r i n s i c  v a l u e .  An employee s h a l l  a v o i d  any  a c t i o n ,  whe the r  o r  
n o t  s p e c i f i c a l l y  p r o h i b i t e d  by t h i s  s u b - p a r t ,  which might  r e s u l t  
i n ,  o r  c r e a t e  t h e  a p p e a r a n c e  o f :  

(1) u s i n g p u b l i c o f f i c e  
( 2 )  g i v i n g  p r e f e r e n t i a l  
( 3 )  impeding government  
( 4 )  l o s i n g  i n d e p e n d e n c e  
( 5 )  making a  government  

c h a n n e l s ;  and /o r  
( 6 )  a f f e c t i n g  a d v e r s e l y  

f o r  p r i v a t e  g a i n ;  
t r e a t m e n t  t o  any p e r s o n ;  
e f f i c i e n c y  o r  economy; 
o r  i m p a r t i a l i t y ;  
d e c i s i o n  o u t s i d e  o f f i c i a l  

t h e  c o n f i d e n c e  o f  t h e  
p u b l i c  i n  t h e  i n t e g r i t y  o f  t h e  government .  

D .  An employee s h a l l  n o t  s o l i c i t  a  c o n t r i b u t i o n  from 
a n o t h e r  employee f o r  a  g i f t  t o  an  o f f i c i a l  s u p e r i o r ,  o r  a c c e p t  a  
g i f t  from an employee r e c e i v i n g  less  pay .  However, t h i s  p a r a -  
g r a p h  d o e s  n o t  p r o h i b i t  a  v o l u n t a r y  g i f t  o f  nomina l  v a l u e s  o r  

- d o n a t i o n  i n  a  nomina l  amount made on a  s p e c i a l  o c c a s i o n  such  a s  
m a r r i a g e ,  i l l n e s s  o r  r e t i r e m e n t .  
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E .  An employee  s h a l l  n o t  a c c e p t  a  g i f t ,  p r e s e n t ,  
d e c o r a t i o n  o r  o t h e r  t h i n g  from a  f o r e i g n  government  u n l e s s  
a u t h o r i z e d  by law o r  by t h e  C o n s t i t u t i o n .  

F .  T h i s  s e c t i o n  d o e s  n o t  p r o h i b i t  r e c e i p t  of  bona 
f i d e  r e imbursemen t ,  u n l e s s  p r o h i b i t e d  by law,  f o r  a c t u a l  
e x p e n s e s  f o r  t r a v e l  and s u c h  o t h e r  n e c e s s a r y  s u b s i s t e n c e  a s  i s  
c o m p a t i b l e  w i t h  t h i s  p a r t  f o r  which  no government  payment o r  
re imbursement  i s  made. However, an employee may n o t  b e  reim- 
b u r s e d  and payment may n o t  b e  made on t h e  e m p l o y e e ' s  b e h a l f ,  f o r  
e x c e s s i v e  p e r s o n a l  l i v i n g  e x p e n s e s ,  g i f t s  o r  e n t e r t a i n m e n t ,  no r  
d o e s  i t  a l l o w  an  employee  t o  b e  r e imbursed  by a  p e r s o n  f o r  t r a v e l  
on o f f i c i a l  b u s i n e s s  under  government  o r d e r s  when re imbursement  
i s  p r e s c r i b e d  by law.  

OUTSIDE WORK AND INTERESTS 

A. P o l i c y :  O u t s i d e  work i s  p e r m i t t e d  t o  t h e  e x t e n t  
. a t  i t  d o e s  n o t  p r e v e n t  a n  employee  from d e v o t i n g  t h e  e m p l o y e e ' s  
imary  i n t e r e s t s ,  t a l e n t s  and e n e r g i e s  t o  t h e  accompl i shment  o f  

work f o r  t h e  government  o r  t e n d  t o  c r e a t e  a  c o n f l i c t  between t h e  
p r i v a t e  i n t e r e s t s  of  an employee and  o f f i c i a l  r e s p o n s i b i l i t i e s .  
The e m p l o y e e ' s  o u t s i d e  employment s h a l l  n o t  r e f l e c t  d i s c r e d i t  on 
t h e  government .  

B. D e f i n i t i o n s :  

(1) T h e  term " o u t s i d e  work" means a l l  g a i n f u l  
employment o t h e r  t h a n  t h e  p e r f o r m a n c e  of  o f f i c i a l  d u t i e s .  I t  
i n c l u d e s ,  b u t  i s  n o t  l i m i t e d  t o  se l f -employment  and  working  f o r  
a n o t h e r  p r i v a t e  b u s i n e s s  ( i n c l u d i n g  p e r s o n a l l y  owned b u s i n e s s e s ,  
p a r t n e r s h i p s ,  c o r p o r a t i o n s  and  o t h e r  b u s i n e s s  e n t i t i e s ) .  

( 2 )  The term " a c t i v e  p r o p r i e t a r y  management1' 
r e f e r s  t o  a  b u s i n e s s  a f f i l i a t i o n  i n  which s u b s t a n t i a l  owner sh ip  
i s  c o u p l e d  w i t h  r e s p o n s i b i l i t y  f o r  day-to-day management e f f o r t s .  

( 3 )  A " c o n f l i c t  o f  i n t e r e s t "  i s  o n e  i n  which a  
P e r s o n n e l  S e r v i c e  Sys tem e m p l o y e e ' s  p r i v a t e  i n t e r e s t s ,  u s u a l l y  
o f  an economic n a t u r e ,  c o n f l i c t  o r  r a i s e  a  r e a s o n a b l e  q u e s t i o n  
o f  c o n f l i c t  w i t h  t h e  e m p l o y e e ' s  p u b l i c  d u t i e s  and  r e s p o n s i b i l i -  
t i e s .  P o t e n t i a l  c o n f l i c t  o f  i n t e r e s t  i s  p r o h i b i t e d  and  i s  t o  b e  
a v o i d e d  whe the r  i t  i s  r e a l  o r  o n l y  a p p a r e n t .  

C .  R e s t r i c t i o n s :  An employee s h a l l  n o t  engage  i n  
o u t s i d e  a c t i v i t y  i n c o m p a t i b l e  w i t h  t h e  f u l l  and p r o p e r  d i s c h a r g e  
o f  t h e  d u t i e s  and  r e s p o n s i b i l i t i e s  of t h e  e m p l o y e e ' s  government  
employment.  Any a c t i v i t y  i n v o l v i n g  an i n c o m p a t a b i l i t y  o f  
i n t e r e s t  i s  p r o h i b i t e d .  Any work a s s i g n m e n t  o r  employment 
a f f i l i a t i o n  which might  e n c o u r a g e  on t h e  p a r t  o f  members of  t h e  
g e n e r a l  p u b l i c  a  r e a s o n a b l e  p r e s u m p t i o n  of  a  c o n f l i c t  o f  i n t e r e s t  
f a l l s  i n  t h i s  c a t e g o r y .  I n c o m p a t i b l e  a c t i v i t i e s  i n c l u d e  b u t  a r e  

f n o t  l i m i t e d  t o  : 
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(1) A c c e p t a n c e  of  a  f e e ,  c o m p e n s a t i o n ,  g i f t ,  
payment o f  e x p e n s e s ,  o r  any  o t h e r  t h i n g  of mone ta ry  v a l u e  i n  
c i r c u m s t a n c e s  i n  which a c c e p t a n c e  may r e s u l t  i n ,  o r  c r e a t e  t h e  
a p p e a r a n c e  o f  c o n f l i c t s  of i n t e r e s t .  

( 2 )  O u t s i d e  employment which t e n d s  t o  i m p a i r  a n  
e m p l o y e e ' s  m e n t a l  o r  p h y s i c a l  c a p a c i t y  t o  p e r f o r m  government  
d u t i e s  and r e s p o n s i b i l i t i e s  i n  a n  a c c e p t a b l e  manner.  An 
employee s h a l l  n o t  r e c e i v e  a n y  s a l a r y  o r  a n y t h i n g  of  mone ta ry  
v a l u e  f rom a p r i v a t e  s o u r c e  a s  c o m p e n s a t i o n  f o r  s e r v i c e s  t o  t h e  
gove rnmen t .  

D .  Among o t h e r  t h i n g s ,  a b u s e  o f  l e a v e  p r i v i l e g e s  t o  
engage  i n  o u t s i d e  work s h a l l  b e  t r e a t e d  a s  an  i n t e r f e r e n c e  w i t h  
o f f i c i a l  pe r fo rmance .  A c t i v e  p r o p r i e t a r y  management o f  a n y  
e x c e p t  t h e  s m a l l e s t  b u s i n e s s  i s  q u e s t i o n a b l e  b e c a u s e  o f  t h e  
p r o b a b i l i t y  t h a t  s u c h  management r e s p o n s i b i l i t i e s  may i n t e r f e r e  
w i t h  t h e  e m p l o y e e ' s  o b l i g a t i o n s  t o  t h e  e m p l o y e e ' s  p r i m a r y  
employe r ,  t h e  gove rnmen t .  Employees a r e  e s p e c i a l l y  u rged  t o  
seek t h e  a d v i c e  o f  t h e  P e r s o n n e l  Off icer  b e f o r e  c o m m i t t i n g  
t h e m s e l v e s  t o  s u c h  a c t i v i t i e s .  

E.  An employee  s h a l l  n o t  p e r f o r m  o u t s i d e  work: 

(1) Which i s  o f  s u c h  a  n a t u r e  t h a t  i t  may b e  
r e a s o n a b l y  c o n s t r u e d  by t h e  p u b l i c  t o  b e  t h e  o f f i c i a l  a c t  o f  t h e  
gove rnmen t .  

( 2 )  Which i n v o l v e s  t h e  u s e  o f  government  f a c i l i -  
t i e s ,  equ ipmen t  o r  s u p p l i e s  of  wha teve r  k i n d .  

( 3 )  Which i n v o l v e s  t h e  u s e  o f  o f f i c i a l  i n f o r m a t i o n  
n o t  a v a i l a b l e  t o  t h e  p u b l i c .  

F .  While  an  employee i s  n o t  p r o h i b i t e d  f rom p e r f o r m i n g  
o u t s i d e  work s o l e l y  b e c a u s e  t h e  work i s  o f  t h e  same g e n e r a l  
n a t u r e  a s  t h e  work t h e  employee p e r f o r m s  f o r  t h e  government ,  no  
employee  may p e r f o r m  o u t s i d e  work: 

(1) I f  t h e  work i s  s u c h  t h a t  t h e  employee would 
b e  e x p e c t e d  t o  do i t  a s  a  p a r t  o f  r e g u l a r  d u t i e s .  

( 2 )  I f  t h e  work i n v o l v e s  a c t i v e  p r o p r i e t a r y  
management o f  a  b u s i n e s s  c l o s e l y  r e l a t e d  t o  t h e  o f f i c i a l  work o f  
t h e  employee.  

( 3 )  I f  t h e  work f o r  a  p r i v a t e  employer  i s  o f  t h e  
same t y p e  o r  c l o s e l y  k i n  t o  t h a t  i n v o l v e d  i n  t h e  program re spon-  
s i b i l i t i e s  o f  t h e  o f f i c e  i n  which  t h e  employee i s  employed. 

( 4 )  I f  t h e  work would t e n d  t o  i n f l u e n c e  t h e  
e x e r c i s e  o f  i m p a r t i a l  judgment on any  m a t t e r s  coming b e f o r e  t h e  
employee  i n  t h e  c o u r s e  of  o f f i c i a l  d u t i e s .  

G .  T h i s  s e c t i o n  d o e s  n o t  p r e c l u d e  an employee f rom:  

- - (1) P a r t i c i p a t i o n  i n  t h e  a c t i v i t i e s  o f  p o l i t i c a l  
p a r t i e s  n o t  p r e s c r i b e d  by a p p l i c a b l e  l aw.  
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( 2 )  p a r t i c i p a t i o n  i n  t h e  a f f a i r s  o f ,  o r  a c c e p t -  
a n c e  o f  an  award f o r ,  m e r i t o r i o u s  p u b l i c  c o n t r i b u t i o n  o r  a c h i e v e -  
ment g i v e n  by a  c h a r i t a b l e ,  r e l i g i o u s ,  p r o f e s s i o n a l ,  s o c i a l ,  
f r a t e r n a l ,  non-prof it e d u c a t i o n a l ,  r e c r e a t i o n a l ,  p u b l i c  s e r v i c e ,  
o r  c i v i c  o r g a n i z a t i o n .  

FINANCIAL INTERESTS 

A. An employee s h a l l  n o t :  

(1) Have a  d i r e c t  o r  i n d i r e c t  f i n a n c i a l  i n t e r e s t  
t h a t  c o n f l i c t s  w i t h  government  d u t i e s  and r e s p o n s i b i l i t i e s .  

( 2 )  Engage i n  d i r e c t l y  o r  i n d i r e c t l y ,  a  f i n a n c i a l  
t r a n s a c t i o n  a s  a  r e s u l t  o f ,  o r  p r i m a r i l y  r e l y i n g  o n ,  i n f o r m a t i o n  
o b t a i n e d  t h r o u g h  government  employment.  

B. T h i s  s e c t i o n  d o e s  n o t  p r e c l u d e  an employee from 
h a v i n g  a  f i n a n c i a l  i n t e r e s t  o r  engag ing  i n  f i n a n c i a l  t r a n s a c t i o n s  
t o  t h e  same e x t e n t  a s  a  p r i v a t e  c i t i z e n  n o t  employed by t h e  
government ,  s o  l o n g  a s  i t  i s  n o t  p r o h i b i t e d  by law,  t h e  C o n s t i t u -  
t i o n ,  o r  t h e  r e g u l a t i o n s  i n  t h i s  p a r t .  

GOVERNMENT PROPERTY 

Genera l  R e s p o n s i b i l i t y .  Employees s h a l l  b e  h e l d  a c c o u n t a b l e  f o r  
government  p r o p e r t i e s  and money e n t r u s t e d  t o  t h e i r  i n d i v i d u a l  
u s e  i n  c o n n e c t i o n  w i t h  t h e i r  o f f i c i a l  d u t i e s .  I t  i s  t h e i r  
r e s p o n s i b i l i t y  t o  p r o t e c t  and c o n s e r v e  Government p r o p e r t y  and  
t o  u s e  it e c o n o m i c a l l y  and  f o r  o f f i c i a l  p u r p o s e s  o n l y .  

V. C12 INFORMATION 

I t  i s  t h e  p o l i c y  o f  t h e  government  t o  a c c o r d  t h e  p u b l i c  a c c e s s  
t o  i n f o r m a t i o n  a b o u t  i t s  a c t i v i t i e s  and t o  make a v a i l a b l e  t o  t h e  
p u b l i c  r e c o r d s  o f  t h e  government  e x c e p t  i n  c a s e s  where t h e  
d i s c l o s u r e  o f  t h e  r e c o r d  i s  p r o h i b i t e d  by s t a t u t e  o r  c o n s t i t u t e s  
an i n v a s i o n  o f  p r i v a c y  o f  any  i n d i v i d u a l  c o n c e r n e d ,  o r  t h e  r e c o r d  
i s  exempt f rom t h e  d i s c l o s u r e  r e q u i r e m e n t s ,  and sound g rounds  
e x i s t  which r e q u i r e  a p p l i c a t i o n  o f  a n  a p p l i c a b l e  exempt ion .  An 
employee  may n o t  t e s t i f y  i n  any  j u d i c i a l  o r  a d m i n i s t r a t i v e  
p r o c e e d i n g s  c o n c e r n i n g  m a t t e r s  r e l a t e d  t o  t h e  b u s i n e s s  o f  t h e  
government  w i t h o u t  t h e  p e r m i s s i o n  o f  t h e  a p p o i n t i n g  a u t h o r i t y  o r  
t h e  Governor .  

V. C 1 4  GAMBLING, B E T T I N G  AND LOTTERIES 

While  on government-owned o r  l e a s e d  p r o p e r t y  o r  w h i l e  on d u t y  
f o r  t h e  government ,  an employee  s h a l l  n o t  p a r t i c i p a t e  i n  any 
gambl ing  a c t i v i t y  i n c l u d i n g  t h e  o p e r a t i o n  o f  a  gambl ing  d e v i c e ,  
i n  c o n d u c t i n g  a  l o t t e r y  o r  p o o l ,  i n  a  game f o r  money o r  p r o p e r t y ,  

- - 
i o r  i n  s e l l i n g  o r  p u r c h a s i n g  a  numbers s l i p  o r  t i c k e t .  However, 
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t h i s  s e c t i o n  d o e s  n o t  p r e c l u d e  a c t i v i t i e s  n e c e s s i t a t e d  by t h e  
employee ' s  law e n f o r c e m e n t  d u t i e s .  

V. C15 USE OF INTOXICANTS 

An employee who h a b i t u a l l y  u s e s  i n t o x i c a n t s  o r  n a r c o t i c s  o r  
d a n g e r o u s  d r u g s  i s  s u b j e c t  t o  removal .  Employees s h a l l  n o t  u s e  
i n t o x i c a t i n g  b e v e r a g e s  on government  p r o p e r t y  e x c e p t  a t  o f f i c i a l -  
l y  s a n c t i o n e d  e v e n t s .  

SPECIFIC TYPES OF CONDUCT 

A. Misconduc t .  Any c r i m i n a l ,  i n f amous ,  d i s h o n e s t ,  
immora l  o r  n o t o r i o u s l y  d i s g r a c e f u l  c o n d u c t  on t h e  p a r t  o f  a  
government  employee i s  c a u s e  f o r  removal  f rom s e r v i c e .  

B. N e g o t i a t i o n s  f o r  Employment. I t  i s  t h e  p o l i c y  o f  
t h e  government  t h a t  employees  s h a l l  n o t ,  w i t h o u t  p r o p e r  c l e a r -  
a n c e ,  n e g o t i a t e  f o r  f u t u r e  non -Pe r sonne l  S e r v i c e  System employ- 
men t w i t h  per s o n s  o r  o r g a n i z a t i o n s  h a v i n g  b u s i n e s s  w i t h  t h e  
Commonwealth and t o  which t h e  employee  is c a l l e d  upon o f f i c i a l l y  
t o  r e n d e r  a d v i c e  o r  make judgments .  I n  t h e  e v e n t  a n  employee 
d e s i r e s  t o  n e g o t i a t e  f o r  such  employment ,  t h e  employee  must 
i n f o r m  h i s / h e r  s u p e r v i s o r  o f  h i s / h e r  i n t e n t i o n s .  I f  t h e  s u p e r -  
v i s o r  d e t e r m i n e s  t h a t  t h e  p r o p o s e d  n e g o t i a t i o n s  w i l l  n o t  
a d v e r s e l y  a f f e c t  t h e  g o v e r n m e n t ' s  i n t e r e s t s ,  t h e  s u p e r v i s o r  may 
a u t h o r i z e  t h e  employee  t o  p r o c e e d .  

C .  S e l l i n g  o r  S o l i c i t i n q .  Employees and o t h e r  
p e r s o n s  a r e  p r o h i b i t e d  f rom s e l l i n g  o r  s o l i c i t i n q  f o r  p e r s o n a l  
g a i n  w i t h i n  any  b u i l d i n g  o c c u p i e d  o r  used  by t h e - g o v e r n m e n t  
w i t h o u t  p r o p e r  p e r m i s s i o n .  T h i s  p r o h i b i t i o n  d o e s  n o t  a p p l y  t o :  

(1) A u t h o r i z e d  and  i n s t a l l e d  b u s i n e s s  a c t i v i t i e s  
s u c h  a s  Employees C r e d i t  Union.  

( 2 )  S o l i c i t a t i o n  f o r  h e a l t h  d r i v e s ,  t h e  Red C r o s s  
and  o t h e r  p u r p o s e s  a p p r o v e d  under  t h e  g o v e r n o r ' s  f u n d - r a i s i n g  
p o l  i c y .  

( 3 )  Token s o l i c i t a t i o n s  f o r  f l o r a l  remembrances ,  
r e t i r e m e n t  g i f t s  and s i m i l a r  p u r p o s e s .  

V.  C17 COMMUNITY AND PROFESSIONAL ACTIVITIES 

Employees a r e  encouraged  t o  p a r t i c i p a t e  i n  t h e  a c t i v i t i e s  o f  
p r o f e s s i o n a l  s o c i e t i e s  and o f  c i v i c  o r g a n i z a t i o n s  whose p u r p o s e s  
and  o b j e c t i v e s  a r e  n o t  i n c o n s i s t e n t  w i t h  t h o s e  o f  t h e  d e p a r t m e n t s  
i n  which t h e y  a r e  employed.  A f f i l i a t i o n  w i t h  such  g r o u p s  may b e  
m u t u a l l y  b e n e f i c i a l  t o  t h e  employee a n d  t o  t h e  government ;  how- 
e v e r ,  such  p a r t i c i p a t i o n  must n o t  a f f e c t  a d v e r s e l y  an e m p l o y e e ' s  
p e r f o r m a n c e  o f  r e g u l a r l y  a s s i g n e d  d u t i e s .  
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POLITICAL ACTIVITIES 

The p o l i t i c a l  a c t i v i t i e s  o f  p e r s o n s  i n  t h e  P e r s o n n e l  S e r v i c e  
Sys tem s h a l l  b e  s u b j e c t  t o  t h e  r e s t r i c t i o n s  o f  t h i s  s u b - p a r t .  

RIGHTS OF EMPLOYEES 

A l l  employees  i n  t h e  P e r s o n n e l  S e r v i c e  System s h a l l  have  t h e  
f o l l o w i n g  r i g h t s :  

A. To v o t e  f o r  t h e  c a n d i d a t e s  o f  t h e i r  c h o i c e  and  t o  
e x p r e s s  t h e i r  o p i n i o n s  on p o l i t i c a l  m a t t e r s .  

B. To b e  a c t i v e  members o f  t h e  p o l i t i c a l  p a r t y  o r  
o r g a n i z a t i o n  o f  t h e i r  c h o o s i n g .  

C .  To make v o l u n t a r y  c o n t r i b u t i o n s  t o  a  p o l i t i c a l  
p a r t y  f o r  i t s  g e n e r a l  e x p e n d i t u r e s .  

PROHIBITIONS 

Employees o f  t h e  P e r s o n n e l  S e r v i c e  System s h a l l  n o t :  

A. Use t h e i r  o f f i c e  o r  o f f i c i a l  i n f l u e n c e  t o  i n t e r f e r e  
w i t h  an e l e c t i o n  o r  t o  a f f e c t  t h e  r e s u l t s  o f  an  e l e c t i o n .  

B. Use t h e i r  o f f i c i a l  a u t h o r i t y  t o  c o e r c e  any p e r s o n  
o r  p o l i t i c a l  p a r t y  i n  r e f e r e n c e  t o  any  p o l i t i c a l l y  r e l a t e d  
a c t i v i t y .  

C. Be  o b l i g a t e d  t o  c o n t r i b u t e  t o  a n y  p o l i t i c a l  fund  o r  
r e n d e r  s e r v i c e  t o  any p o l i t i c a l  a c t i v i t y .  

D. S o l i c i t  o r  r e c e i v e  p o l i t i c a l  c o n t r i b u t i o n s  f rom 
anyone w h i l e  on government  time o r  on government  p r o p e r t y .  

E.  Campaign f o r  any  c a n d i d a t e  f o r  p u b l i c  o f f i c e  d u r i n g  
o f f i c i a l  work ing  h o u r s .  

F. Promote o r  oppose  l e g i s l a t i o n  r e l a t i n g  t o  programs 
o f  t h e  d e p a r t m e n t s  w i t h o u t  t h e  o f f i c i a l  s a n c t i o n  o f  t h e  p r o p e r  
d e p a r t m e n t a l  a u t h o r i t y .  ( I t  s h o u l d  b e  c l e a r l y  u n d e r s t o o d ,  
however ,  t h a t  n o t h i n g  i n  t h i s  p o l i c y  i s  t o  b e  c o n s i d e r e d  a s  
r e s t r i c t i n g  o r  i n t e r f e r i n g  w i t h  t h e  o b l i g a t i o n  of  employees  t o  
r e spond  f r e e l y  and c a n d i d l y  t o  any i n q u i r i e s  made o f  them i n  
r e g a r d  t o  a p p r o p r i a t i o n s  o r  r e l a t e d  m a t t e r s . )  

PUBLIC O F F I C E  

An employee who i s  an o f f i c i a l  c a n d i d a t e  f o r  p u b l i c  o f f i c e  s h a l l  
t a k e  a n n u a l  l e a v e  o r  l e a v e  w i t h o u t  pay .  

PENALTY 

An employee found  g u i l t y  o f  a  p r o h i b i t e d  a c t i v i t y  s h a l l  b e  
s u b j e c t  t o  d i s c i p l i n a r y  a c t i o n  by  management. 
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GOVERNMENT EMPLOYMENT EQUAL OPPORTUNITY POLICY 

It i s  t h e  p o l i c y  o f  t h e  government  t h a t  t h e r e  s h a l l  b e  no  d i s -  
c r i m i n a t i o n  b a s e d  on such  f a c t o r s  a s  r a c e ,  c r e e d ,  c o l o r ,  
a n c e s t r y ,  membership i n  a  l a b o r  o r g a n i z a t i o n ,  p o l i t i c a l  a f f i l i -  
a t i o n ,  p l a c e  o f  o r i g i n ,  p h y s i c a l  h a n d i c a p ,  s e x ,  r e l i g i o n ,  a g e  
a n d  s i m i l a r  m a t t e r s  n o t  r e l a t e d  t o  merit and  f i t n e s s .  Also ,  a s  
s t a t e d  i n  1 CMC 8101, e t  s e q . :  

" I t  i s  h e r e b y  d e c l a r e d  t o  b e  t h e  p u r p o s e  o f  t h i s  A c t  t o  
e s t a b l i s h  a  s y s t e m  o f  p e r s o n n e l  a d m i n i s t r a t i o n  based  on 
merit p r i n c i p l e s  and  g e n e r a l l y - a c c e p t e d  methods  govern-  
i n g  t h e  c l a s s i f i c a t i o n  o f  p o s i t i o n s  and t h e  employment,  
c o n d u c t ,  movement and  s e p a r a t i o n  of p u b l i c  o f f i c i a l s  
and  employees .  

" I t  i s  a l s o  d e c l a r e d  t o  b e  t h e  p u r p o s e  o f  t h i s  Act t o  
b u i l d  a  c a r e e r  s e r v i c e  which w i l l  a t t r a c t ,  se lec t  and 
r e t a i n  t h e  b e s t - q u a l i f i e d  c i v i l  s e r v a n t s  on m e r i t  who 
s h a l l  h o l d  t h e i r  o f f i c e s  o r  p o s i t i o n s  f r e e  f rom 
c o e r c i o n ,  d i s c r i m i n a t i o n ,  r e p r i s a l  o r  p o l i t i c a l  i n f  l u -  
e n c e s ,  w i t h  i n c e n t i v e s  i n  t h e  form o f  g e n u i n e  o p p o r t u n i -  
t i e s  f o r  p romot ions  i n  t h e  p u b l i c  s e r v i c e ,  t o  p r o v i d e  
compe ten t  and l o y a l  p e r s o n n e l  t o  r e n d e r  s u c h  s e r v i c e ,  
a c c o r d i n g  t o  t h e  d i c t a t e s  o f  e t h i c s  and  m o r a l i t y .  I n  
o r d e r  t o  a c h i e v e  t h e s e  p u r p o s e s ,  i t  i s  d e c l a r e d  t o  b e  
t h e  p o l i c y  o f  t h e  Commonwealth t h a t  t h e  p e r s o n n e l  
s y s t e m  h e r e b y  e s t a b l i s h e d  b e  a p p l i e d  and a d m i n i s t e r e d  
i n  a c c o r d a n c e  w i t h  t h e  f o l l o w i n g  merit p r i n c i p l e s :  

Equa l  o p p o r t u n i t y  f o r  a l l  r e g a r d l e s s  of  a g e ,  r a c e ,  
sex, r e l i g i o n ,  p o l i t i c a l  a f f i l i a t i o n  o r  p l a c e  o f  
o r i g i n ;  
I m p a r t i a l  s e l e c t i o n  o f  t h e  a b l e s t  p e r s o n  f o r  
government  s e r v i c e  by means o f  c o m p e t i t i v e  t e s t s  
which a r e  f a i r ,  o b j e c t i v e  and  p r a c t i c a l ;  
J u s t  o p p o r t u n i t y  f o r  compe ten t  employees  t o  b e  
promoted w i t h i n  t h e  S e r v i c e ;  
R e a s o n a b l e  job s e c u r i t y  f o r  t h e  compe ten t  employee;  
S y s t e m a t i c  c l a s s i f i c a t i o n  of  a l l  p o s i t i o n s  t h r o u g h  
a d e q u a t e  job e v a l u a t i o n ;  
F a i r  and  r e a s o n a b l e  g r i e v a n c e  p r o c e d u r e s  f o r  a l l  
employees  p e r t i n e n t  t o  c o n d i t i o n  o f  employment; and 
P r o p e r  employer-employee r e l a t i o n s  t o  a c h i e v e  a  
w e l l - t r a i n e d ,  p r o d u c t i v e  and happy work f o r c e .  " 
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V.E2 NEPOTISM 

Employment by r e a s o n  o f  b l o o d  o r  m a r r i a g e  r e l a t i o n s h i p  r a t h e r  
t h a n  merit is  p r o h i b i t e d .  No employee  s h a l l  s u p e r v i s e  an 
immedia te  f a m i l y  member e x c e p t  i n  emergency s i t u a t i o n s  s u c h  a s  
t y p h o o n s ,  f l o o d s ,  o r  a t  i s o l a t e d  f i e l d  s t a t i o n s  o r  where t h e r e  
i s  a  s h o r t a g e  o f  q u a r t e r s .  No s u p e r v i s o r  s h a l l  employ any  r e l a -  
t i v e  o r  any  o t h e r  p e r s o n  whose r e l a t i o n s h i p  o r  a s s o c i a t i o n  i s  
s u c h  t h a t  it  c r e a t e s  a  r e a s o n a b l e  a s s u m p t i o n  t h a t  t h a t  p e r s o n ,  
a s  an  employee ,  would b e  i n  a  f a v o r e d  p o s i t i o n  i n  r e l a t i o n s h i p  
t o  o t h e r  employees .  

V. E3 POLITICAL AFFILIATION 

Under t h e  P e r s o n n e l  S e r v i c e  System,  no p e r s o n  w i t h  a u t h o r i t y  t o  
make o r  recommend a  p e r s o n n e l  a c t i o n  r e l a t i v e  t o  a  p e r s o n  i n ,  o r  
an e l i g i b l e  o r  a p p l i c a n t  f o r ,  a  p o s i t i o n  i n  t h e  P e r s o n n e l  
S e r v i c e ,  may make i n q u i r y  c o n c e r n i n g  p o l i t i c a l  a f f i l i a t i o n .  A l l  
d i s c l o s u r e s  c o n c e r n i n g  p o l i t i c a l  a f f i l i a t i o n  s h a l l  b e  i g n o r e d .  
Excep t  a s  may b e  a u t h o r i z e d  o r  r e q u i r e d  by  l aw ,  d i s c r i m i n a t i o n  
may n o t  b e  e x e r c i s e d ,  t h r e a t e n e d  o r  promised  by  any  p e r s o n  i n  
t h e  government  a g a i n s t  o r  i n  f a v o r  o f  an employee i n ,  o r  an 
e l i g i b l e  o r  a p p l i c a n t  f o r ,  a  p o s i t i o n  i n  t h e  P e r s o n n e l  S e r v i c e  
b e c a u s e  o f  p o l i t i c a l  a f f i l i a t i o n .  

COERCION 

A P e r s o n n e l  S e r v i c e  System employee s h a l l  n o t  u s e  government  
employment t o  c o e r c e ,  o r  g i v e  t h e  a p p e a r a n c e  o f  c o e r c i n g ,  a  
p e r s o n  t o  p r o v i d e  f i n a n c i a l  b e n e f i t  t o  s e l f  o r  a n o t h e r  p e r s o n ,  
p a r t i c u l a r l y  one  w i t h  whom t h e  employee h a s  f a m i l y ,  b u s i n e s s  o r  
f i n a n c i a l  t i e s .  
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PERSONNEL SERVICE SYSTEM REGULATIONS 
EXECUTIVE BRANCH 

PART V I  I SUB-PART A 
INCENTIVES AND AWARDS 

INTRODUCTION AND PURPOSE 

To set  f o r t h  p o l i c i e s  and  p r o c e d u r e s  f o r  t h e  P e r s o n n e l  S e r v i c e  
I n c e n t i v e s  and Awards Program under  a p p l i c a b l e  r e g u l a t i o n s .  

POLICY 

I t  i s  t h e  p o l i c y  o f  t h e  government  t o  u s e  i n c e n t i v e s  and awards  
a s  an i n t e g r a l  p a r t  o f  s u p e r v i s i o n  and  management t o :  

A.  Recogn ize  and  r eward  employees  who c o n t r i b u t e  t o  
i n c r e a s e d  e f f i c i e n c y ,  economy o r  o t h e r  improvements  i n  o p e r a t i o n ;  
and  

B. Encourage i n d i v i d u a l  o r  g roup  e f f o r t  t o  make s u c h  
c o n t r i b u t i o n s .  

PROGRAM RESPONSIBILITY 

A.  T h e  P e r s o n n e l  O f f i c e r  i s  r e s p o n s i b l e  f o r  t h e  o v e r -  
a l l  d i r e c t i o n  and s u p e r v i s i o n  o f  t h e  I n c e n t i v e  Awards Program 
a n d  t o  a d m i n i s t e r  t h e  program i n  c o n j u n c t i o n  w i t h  t h e  I n c e n t i v e  
Awards Committee.  

B. The a p p o i n t i n g  a u t h o r i t i e s  a r e  r e s p o n s i b l e  f o r  
d i r e c t i n g  awards  a c t i v i t i e s ,  i n c l u d i n g  s u g g e s t i o n s  p r o c e s s i n g ,  
t o  t h e  I n c e n t i v e  Awards Commit tee .  A p p o i n t i n g  a u t h o r i t i e s  have  
been  d e l e g a t e d  r e s p o n s i b i l i t y  f o r  recommending S u p e r i o r  S e r v i c e  
Awards, Awards of  S e r v i c e ,  Let ters  o f  A p p r e c i a t i o n  and  Honor 
Awards t o  t h e  I n c e n t i v e  Awards Committee.  

C.  Appo in t ing  a u t h o r i t i e s  and  s u p e r v i s o r s  a t  a l l  
l e v e l s  have  t h e  p r i m a r y  r e s p o n s i b i l i t y  f o r  t h e  c o n d u c t  and 
promot ion  o f  t h e  I n c e n t i v e  Awards Program. They s h o u l d  e n c o u r a g e  
a l l  employees  t o  become a c t i v e  p a r t i c i p a n t s  i n  t h e  g o v e r n m e n t ' s  
s e a r c h  f o r  e f f i c i e n c y  and  economy i n  t h e  conduc t  o f  i t s  b u s i n e s s .  
When s u p e r i o r  work p e r f o r m a n c e  o r  s p e c i a l  a c t s  a r e  i d e n t i f i e d  
t h r o u g h  normal  management r e v i e w ,  program managers  s h a l l  r e q u e s t  
a p p r o p r i a t e  s u p e r v i s o r s  i n  t h o s e  a r e a s  t o  i d e n t i f y  t h e  employees  
who have  made t h e  s p e c i a l  c o n t r i b u t i o n ,  and  c o n s i d e r  s u b m i t t i n g  
award n o m i n a t i o n s .  

V I .  A 4  I N C E N T I V E  AWARDS COMMITTEE 

A. The I n c e n t i v e  Awards Committee w i l l  c o n s i s t  o f  
c - t h r e e  ( 3 )  p e r s o n s .  The P e r s o n n e l  O f f i c e r  s h a l l  s e r v e  a s  

cha i rman .  The Governor s h a l l  a p p o i n t  t h e  o t h e r  two ( 2 )  members, 
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one t o  r e p r e s e n t  management and  one t o  r e p r e s e n t  t h e  employees .  

B. The commit tee  s h a l l  meet e a c h  q u a r t e r  o r  more 
f r e q u e n t l y ,  a t  t h e  c a l l  o f  t h e  cha i rman ,  i f  t h e  number o f  award 
n o m i n a t i o n s  w a r r a n t s .  The p r e s e n c e  o f  t h e  cha i rman and  o n e  
member w i l l  c o n s t i t u t e  a  quorum. 

C .  The commit tee  r e v i e w s  and e v a l u a t e s  Le t te r s  o f  
A p p r e c i a t i o n ,  S u g g e s t i o n  Awards, S u p e r i o r  Pe r fo rmance  Awards, 
S p e c i a l  A c t  o r  S e r v i c e  Awards, Honor Awards and  c a s h  awards .  

VI.A5 CONTRIBUTIONS AND AWARD CATEGORIES 

An e m p l o y e e ' s  c o n t r i b u t i o n ,  t o  b e  c o n s i d e r e d  f o r  an I n c e n t i v e  
Award, must b e  i d e n t i f i e d  w i t h  one  o f  t h e  f o l l o w i n g  f o u r  (4) 
c a t e g o r i e s  : 

A. S u g g e s t i o n  Award; 
B. S u p e r i o r  pe r fo rmance  Award; 
C. S p e c i a l  Act o r  S e r v i c e  Award; o r  
D.  S u s t a i n e d  S u p e r i o r  Pe r fo rmance  f o r  two ( 2 )  y e a r s  

o r  more. 

S u p e r v i s o r s  s h a l l  b e  g i v e n  due r e c o g n i t i o n  f o r  t h e  e x t e n t  t o  
which t h e y  a r e  s u c c e s s f u l  i n  c r e a t i n g  a  c l i m a t e  i n  which t h e i r  
employees  a r e  m o t i v a t e d  t o  e x p r e s s  t h e i r  i n t e r e s t s  and  p a r t i c i -  
p a t e  i n  t h e  I n c e n t i v e  Awards Program. An employee  s h a l l  n o t  b e  
a d v i s e d  t h a t  an award n o m i n a t i o n  h a s  b e e n  s u b m i t t e d  u n t i l  f i n a l  
a p p r o v a l  h a s  b e e n  r e c e i v e d .  So t h a t  an employee may b e  g i v e n  
f u l l  b e n e f i t  a n d  r e c o g n i t i o n  o f  a c h i e v e m e n t ,  a p p o i n t i n g  a u t h o r i -  
t i e s  a r e  encouraged  t o  submi t  award n o m i n a t i o n s  a t  t h e  t i m e  a n  
i m p o r t a n t  c o n t r i b u t i o n  i s  made and  t o  r e c o g n i z e  a  n o t a b l e  c a r e e r  
w e l l  i n  advance  o f  r e t i r e m e n t .  

V I .  A 6  LETTERS OF COMMENDATION 

S u p e r v i s o r s  s h o u l d  i n i t i a t e  l e t t e r s  o f  commendation f o r  employees  
who make c o n t r i b u t i o n s  which a r e  wor thy  o f  r e c o g n i t i o n  b u t  do 
n o t  meet t h e  minimum s t a n d a r d s  f o r  monetary  o r  honor awards .  
Such l e t t e r s  may b e  s i g n e d  by t h e  immed ia t e  s u p e r v i s o r  o r  h i g h e r  
o f f i c i a l ,  depend ing  upon t h e  s i g n i f i c a n c e  of  t h e  c o n t r i b u t i o n .  
The o r i g i n a l  i s  p r e s e n t e d  t o  t h e  employee  and a  copy  i s  
f u r n i s h e d  t o  t h e  P e r s o n n e l  O f f i c e  f o r  t h e  e m p l o y e e ' s  O f f i c i a l  
P e r s o n n e l  F o l d e r .  I f  t h e  l e t t e r  c o n c e r n s  an a d o p t e d  s u g g e s t i o n ,  
a  copy i s  a l s o  fo rwarded  t o  t h e  ~ n c e n t i v e  Awards Commit tee .  

? - 
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PERSONNEL SERVICE SYSTEM REGULATIONS 
EXECUTIVE BRANCH 

PART V I  , SUB-PART B 
R E C O G N I T I O N  AND AWARDS 

V I . B l  SUPERIOR PERFORMANCE AWARD 

A S u p e r i o r  Pe r fo rmance  Award i s  g r a n t e d  f o r  p e r f o r m a n c e  e x c e e d i n g  
job  r e q u i r e m e n t s  and i n v o l v i n g  a c o n t r i b u t i o n  s o  s u p e r i o r  o r  
m e r i t o r i o u s  a s  t o  w a r r a n t  s p e c i a l  r e c o g n i t i o n .  An employee may 
b e  c o n s i d e r e d  f o r  a lump-sum c a s h  award f o r  S u p e r i o r  P e r f o r m a n c e ,  
p r o v i d e d  t h e  e m p l o y e e ' s  p e r f o r m a n c e  meets a l l  t h e  f o l l o w i n g  
c r i t e r i a :  

A. Pe r fo rmance  o f  o n e  o r  more i m p o r t a n t  j o b  f u n c t i o n s  
i n  a manner t h a t  s u b s t a n i t a l l y  e x c e e d s  no rma l  r e q u i r e m e n t s  s o  
t h a t ,  when r ev i ewed  a s  a who le ,  t h e  work p e r f o r m a n c e  i s  o f  a h i g h  
d e g r e e  o f  e f f e c t i v e n e s s .  

B. Pe r fo rmance  t h a t  e x c e e d s  t h e  normal  o r  t y p i c a l ;  

C.  P e r f o r m a n c e  t h a t  d o e s  n o t  meet a l l  t h e  r e q u i r e -  
men t s  o f  a merit i n c r e a s e ,  b u t  d o e s  s i g n i f i c a n t l y  e x c e e d  
p e r f o r m a n c e  s t a n d a r d s  i n  one  o r  more i m p o r t a n t  job f u n c t i o n s .  

I V I . B 2  A SPECIAL ACT OR SERVICE AWARD 

A S p e c i a l  A c t  o r  S e r v i c e  Award i s  g r a n t e d  f o r  p e r f o r m a n c e  which 
i n v o l v e d  overcoming  u n u s u a l  d i f f i c u l t i e s ,  o r  e x e m p l a r y  o r  
c o u r a g e o u s  h a n d l i n g  o f  an emergency s i t u a t i o n  r e l a t e d  t o  o f f i c i a l  
employment .  Awards i n  t h i s  c a t e g o r y  a r e  made i n  t h e  form o f  a 
lump-sum payment .  

VI.B3 HONORARY AWARDS 

When a p p r o p r i a t e ,  an Honorary  Award may b e  g r a n t e d  i n  r e c o g n i -  
t i o n  o f  an  e m p l o y e e ' s  c o n t r i b u t i o n .  The  Honorary  Award may b e  
i n  a d d i t i o n  t o  a c a s h  award.  For example ,  an  Honorary  Award i s  
p a r t i c u l a r l y  a p p r o p r i a t e  i n  r e c o g n i t i o n  o f  c o n t i n u e d  d i s -  
t i n g u i s h e d  s e r v i c e ,  a s i n g u l a r  a c h i e v e m e n t ,  o r  an  a c t  o f  
p e r s o n a l  he ro i sm.  I t  may b e  g r a n t e d  i n d e p e n d e n t l y  o f ,  o r  a s  a 
s u p p l e m e n t  t o ,  a c a s h  award ;  it i s  n o t  i n t e n d e d ,  however ,  t o  
s e r v e  a s  a s u b s t i t u t e  f o r  d e s e r v e d  mone ta ry  award.  I t  i s  
d e s i g n e d  t o  se lect  and  bes tow s i n g u l a r  honor  a s  an o f f i c i a l  
r e c o g n i t i o n  o f  a c h i e v e m e n t  and  a s  an i n c e n t i v e  f o r  f u r t h e r  
accompl i shmen t .  The c o n c e p t  o f  r e c o g n i z i n g  c a r e e r  p u b l i c  
employees  f o r  s i g n i f i c a n t  c o n t r i b u t i o n  i s  t o  e n c o u r a g e  e x c e l -  
l e n c e  i n  government  s e r v i c e  wh ich ,  i n  t u r n ,  s h o u l d  promote  
p u b l i c  a p p r e c i a t i o n  o f  q u a l i t y  i n  government .  By r a i s i n g  p u b l i c  
o p i n i o n  o f  government  employees ,  t h e  more a b l e  y o u t h  may b e  

- - p e r s u a d e d  t o  c h o o s e  government  c a r e e r s .  Recommendations o f  
Honor Awards s h o u l d  b e  s u b m i t t e d  d u r i n g  t h e  n o m i n e e ' s  a c t i v e  
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s e r v i c e ,  a t  l e a s t  one o r  two y e a r s  b e f o r e  r e t i r e m e n t .  G e n e r a l  
r e q u i r e m e n t s  f o r  e a c h  t y p e  a r e :  

A. The D i s t i n g u i s h e d  S e r v i c e  Award (Gold Medal)  i s  
t h e  Commonwealth Government ' s  h i g h e s t  award a n d  can  b e  r e c e i v e d  
by  an  employee  o n l y  once .  I t  i s  g r a n t e d  by t h e  I n c e n t i v e  Awards 
Committee f o r :  

(1) An o u t s t a n d i n g  c o n t r i b u t i o n  t o  s c i e n c e ;  
( 2 )  An o u t s t a n d i n g  s k i l l  o r  a b i l i t y  i n  t h e  p e r -  

fo rmance  o f  d u t y ;  
( 3 )  An eminen t  c a r e e r  i n  t h e  Commonwealth Govern- 

ment ; 
( 4 )  An o u t s t a n d i n g  r e c o r d  i n  a d m i n i s t r a t i o n ;  o r  
( 5 )  Any o t h e r  e x c e p t i o n a l  c o n t r i b u t i o n  t o  t h e  

p u b l i c  s e r v i c e .  

B. T h e  V a l o r  Award (Gold  Medal)  i s  g r a n t e d  by t h e  
I n c e n t i v e  Awards Commit tee  t o  employees  who d e m o n s t r a t e  u n u s u a l  
c o u r a g e  i n v o l v i n g  a  h i g h  d e g r e e  o f  p e r s o n a l  r i s k  i n  t h e  f a c e  o f  
d a n g e r .  The v a l o r o u s  a c t  d o e s  n o t  h a v e  t o  b e  pe r fo rmed  w h i l e  on 
o f f i c i a l  d u t y .  

C.  The M e r i t o r i o u s  S e r v i c e  Award ( S i l v e r  Medal)  i s  
g r a n t e d  by t h e  I n c e n t i v e  Awards Committee f o r :  

(1) An i m p o r t a n t  c o n t r i b u t i o n  t o  s c i e n c e  o r  
management ; 

( 2 )  A n o t a b l e  c a r e e r ;  
( 3 )  S u p e r i o r  s e r v i c e  i n  a d m i n i s t r a t i o n  o r  execu-  

t i o n  o f  d u t i e s ;  
( 4 )  I n i t i a t i v e  i n  d e v i s i n g  improved work methods 

and p r o c e d u r e s ;  
( 5 )  S u p e r i o r  ach ievemen t  i n  improv ing  s a f e t y ,  

h e a l t h  o r  mora l e ;  o r  
( 6 )  S u p e r i o r  accompl i shmen t s  i n  f o s t e r i n g  t h e  

o b j e c t i v e  o f  t h e  government  i n  t h e  development  i n  management. 

D .  The S u p e r i o r  S e r v i c e  Award ( C e r t i f i c a t e )  i s  g i v e n  
a t  any  time d u r i n g  an e m p l o y e e ' s  c a r e e r  t o  r e c o g n i z e  s i g n i f i c a n t  
a c t s ,  s e r v i c e s  o r  a c h i e v e m e n t s  t h a t  m a t e r i a l l y  a i d  o r  a f f e c t  t h e  
s u c c e s s f u l  accompl i shment  o f  t h e  g o v e r n m e n t ' s  m i s s i o n .  T h i s  
award i s  g r a n t e d  by t h e  I n c e n t i v e  Awards Committee f o r :  

(1) Accomplishment o f  a  p a r t i c u l a r l y  d i f f i c u l t  o r  
i m p o r t a n t  a s s i g n m e n t  i n  a  manner t h a t  r e f l e c t s  f a v o r a b l y  on t h e  
employee  o r  t h e  government ;  

( 2 )  Development o f  a  new p r o c e d u r e  o r  p r o c e s s  
t h a t  r e s u l t s  i n  s u b s t a n t i a l l y  i n c r e a s e d  p r o d u c t i v i t y ,  e f f i c i e n c y  
o r  economy o f  o p e r a t i o n  and  f o r  which t h e  employee h a s  n o t  been  
o t h e r w i s e  rewarded;  

- - 
( 3 )  I n n o v a t i o n s  o f  s i g n i f i c a n c e  t o  f u r t h e r  

government  programs;  o r  
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( 4 )  Any o t h e r  a s p e c t  o f  s u p e r i o r  pe r fo rmance  
r e l a t e d  t o  a s s i g n e d  d u t i e s  and  deemed t o  b e  d e s e r v i n g  o f  s p e c i a l  
r e c o g n i t i o n .  

E .  The government  i s s u e s  two o t h e r  t y p e s  o f  honor  
awards  t o  employees .  T h e s e  a r e :  Award o f  S e r v i c e  ( P l a q u e )  and  
Letter  o f  A p p r e c i a t i o n .  G e n e r a l  r e q u i r e m e n t s  f o r  e a c h  t y p e  a r e :  

(1) The Award o f  S e r v i c e  ( p l a q u e )  i s  g r a n t e d  b y  
t h e  I n c e n t i v e  Awards Committee upon t h e  r e t i r e m e n t  o r  d e a t h  o f  
an  employee  who h a s  comple t ed  t e n  ( 1 0 )  y e a r s  o r  more o f  gove rn -  
ment s e r v i c e .  A l e t t e r ,  s i g n e d  by t h e  I n c e n t i v e  Awards Committe 
c i t i n g  t h e  s e r v i c e  and a t t a i n m e n t s  o f  t h e  r e c i p i e n t ,  a ccompan ie s  
t h e  p l a q u e .  The employee ' s  o r g a n i z a t i o n  p r e p a r e s  t h e  l e t t e r  and  
s u b m i t s  t h e  j u s t i f i c a t i o n  memorandum t o  t h e  P e r s o n n e l  O f f i c e r ,  
who a r r a n g e s  f o r  I n c e n t i v e  Awards Committee a p p r o v a l ,  s i g n i n g  o f  
t h e  l e t t e r  and e n g r a v i n g  o f  t h e  p l a q u e .  The award m a t e r i a l s  a r e  
f o r w a r d e d  t o  t h e  o r g a n i z a t i o n  f o r  p r e s e n t a t i o n .  

( 2 )  Letter  o f  A p p r e c i a t i o n .  An employee  who upon 
r e t i r e m e n t  h a s  n o t  q u a l i f i e d  f o r  t h e  Award o f  S e r v i c e  ( p l a q u e )  
r e c e i v e s  a  Letter o f  A p p r e c i a t i o n  s i g n e d  by t h e  I n c e n t i v e  Awards 
Committee.  The l e t t e r  r e f l e c t s  t h e  e m p l o y e e ' s  s e r v i c e  and  
a t t a i n m e n t s .  The e m p l o y e e ' s  o r g a n i z a t i o n  p r e p a r e s  t h e  l e t t e r  
a n d  s u b m i t s  i t  by memorandum t o  t h e  P e r s o n n e l  O f f i c e r ,  who 
a r r a n g e s  f o r  I n c e n t i v e  Awards Commit tee  a p p r o v a l  and s i g n i n g  o f  
t h e  l e t t e r .  The Let ter  o f  A p p r e c i a t i o n  i s  r e t u r n e d  t o  t h e  
o r g a n i z a t i o n  f o r  p r e s e n t a t i o n .  

VI.B4 LENGTH OF S E R V I C E  AWARDS 

Government employees  r e c e i v e  emblems commemorating t e n  ( l o ) ,  
t w e n t y  ( 2 0 )  and t h i r t y  ( 3 0 )  y e a r s  o f  government  s e r v i c e .  T h e  
P e r s o n n e l  O f f i c e r  i s s u e s  t h e s e  emblems a n n u a l l y .  

AWARDS TO PERSONS OUTSIDE COMMONWEALTH 

An award i n  t h e  form of  a b r i e f  c i t a t i o n  o r  c e r t i f i c a t e  i s  
g r a n t e d  by t h e  I n c e n t i v e  Awards Committee t o  p r i v a t e  c i t i z e n s  t o  
commend t h e m  o f f i c i a l l y  f o r  t h e i r  v o l u n t a r y  c o n t r i b u t i o n s  t o  t h e  
p u b l i c  s e r v i c e .  Any employee may i n i t i a t e  a  recommendat ion f o r  
t h i s  award by memorandum t o  t h e  I n c e n t i v e  Awards Commit tee ,  
o u t l i n i n g  t h e  i n d i v i d u a l ' s  o r  g r o u p ' s  c o n t r i b u t i o n .  C r i t e r i a  
might  i n c l u d e :  

A .  Advancements i n  t e c h n o l o g y  o f  b e n e f i t  t o  t h e  
Commonwealth; 

B. E f f e c t i v e  c o o p e r a t i o n  among v a r i o u s  s e c t o r s  of  
p r i v a t e  e n t e r p r i s e s ;  and 

C.  E s t h e t i c  and  e n v i r o n m e n t a l  a s p e c t s  of  c i t i z e n s h i p .  



f 

i V I  .B6 PRESENTATION OF AWARDS 

The D i s t i n g u i s h e d  S e r v i c e  Awards and Va lo r  Awards a r e  p r e s e n t e d  
a t  a  s p e c i a l  a n n u a l  c o n v o c a t i o n  by  t h e  Governor .  I t  i s  p r e f e r -  
a b l e  t h a t  t h e  ceremony accompanying t h e  p r e s e n t a t i o n  of  t h e  
D i s t i n g u i s h e d  S e r v i c e  Awards o r  V a l o r  Awards b e  made a  t r u l y  
memorable o c c a s i o n  t o  which t h e  s p o u s e s  and f a m i l i e s  of  t h e  
r e c i p i e n t s  s h o u l d  b e  i n v i t e d ,  and f o l l o w i n g  which may b e  s e r v e d  
r e f r e s h m e n t s ,  i f  t h e  a d m i n i s t r a t i o n  o r  t h e  r e c i p i e n t s '  co-workers  
s o  d e s i r e .  By t h e i r  v e r y  n a t u r e ,  t h e s e  awards  r e p r e s e n t  t r u l y  
s i g n i f i c a n t  accompl i shmen t s  wor thy  o f  p u b l i c  n o t e .  The awards  
r e f l e c t  c r e d i t  n o t  o n l y  upon t h e  employees  b e i n g  g i v e n  t h e  
r e c o g n i t i o n ,  b u t  on t h e  o r g a n i z a t i o n s  and i n d i v i d u a l s  w i t h  whom 
t h e y  work. 

A. M e r i t o r i o u s  S e r v i c e  Awards, l e n g t  h-of - s e r v i c e  
emblems f o r  t h i r t y  ( 3 0 )  y e a r s  and s p e c i a l  ach ievemen t  awards  o f  
two hundred d o l l a r s  ($200)  and  o v e r  a r e  p r e s e n t e d  i n  t h e  
a p p o i n t i n g  a u t h o r i t y ' s  s t a f f  m e e t i n g s .  

B. Length o f  s e r v i c e  p i n s  f o r  twen ty  ( 2 0 )  o r  more 
y e a r s  a r e  p r e s e n t e d  t o  t h e  employee  by t h e  a p p o i n t i n g  a u t h o r i t y .  

C. O the r  awards  may b e  p r e s e n t e d  by any  a p p r o p r i a t e  
o f f i c i a l  i n  t h e  r e c i p i e n t ' s  o r g a n i z a t i o n ,  i n  a c c o r d a n c e  w i t h  t h e  

I i m p o r t a n c e  o f  t h e  c o n t r i b u t i o n .  T h e  r e c i p i e n t  o f  a  s p e c i a l  
i ach ievemen t  award i s  g i v e n  t h e  o r i g i n a l  o f  t h e  app roved  recom- 

menda t ion ,  a l o n g  w i t h  a  check .  



PERSONNEL SERVICE SYSTEM REGULATIONS 
EXECUTIVE BRANCH 

PART V I  I SUB-PART C 
B E N E F I C I A L  SUGGESTIONS PROGRAM 

SUGGESTION AWARD 

A S u g g e s t i o n  Award i s  an award f o r  an i d e a  s u b m i t t e d  by  an 
employee  and a d o p t e d  f o r  u s e  by t h e  government .  Awards o f  t h i s  
k i n d  a r e  made o n l y  when t h e  e m p l o y e e ' s  s u g g e s t i o n  d i r e c t l y  
c o n t r i b u t e s  t o  economy o r  e f f i c i e n c y  o r  d i r e c t l y  i n c r e a s e s  
e f f e c t i v e n e s s  i n  c a r r y i n g  o u t  government  p rog rams  o r  m i s s i o n s .  
Lack o f  n o v e l t y  o r  o r i g i n a l i t y  d o e s  n o t  n e c e s s a r i l y  make an i d e a  
i n e l i g i b l e  f o r  an award .  Awards a r e  made i n  t h e  form o f  a  c a s h  
lump-sum payment.  

V I  . C 2  SUGGESTIONS PROCEDURES 

A s u g g e s t i o n  i s  p r e p a r e d  i n  t r i p l i c a t e  w i t h  t h e  o r i g i n a l  b e i n g  
s u b m i t t e d  t o  t h e  s u g g e s t o r ' s  i m m e d i a t e  s u p e r v i s o r ,  t h e  d u p l i c a t e  
t o  t h e  Chairman o f  t h e  I n c e n t i v e  Awards Committee and  t h e  t r i p l i -  
c a t e  r e t a i n e d  by t h e  s u g g e s t o r .  T h e  s u g g e s t i o n  i s  a c c e p t e d  o n l y  
i f  t h e  i d e a  c o n t r i b u t e s  t o  i n c r e a s e d  e f f e c i e n c y  o r  economy; 
s u g g e s t i o n s  which  r e l a t e  t o  employee  b e n e f i t s ,  work ing  cond i -  
t i o n s ,  housekeep ing ,  b u i l d i n g  and  g r o u n d s ,  e tc . ,  a r e  n o t  
p r o c e s s e d  a s  p a r t  o f  t h e  awards  program. The s u p e r v i s o r  
d e t e r m i n e s  a d o p t i o n  o r  r e j e c t i o n  o f  a  s u g g e s t i o n ,  i f  s / h e  h a s  
a u t h o r i t y  t o  do s o .  I f  t h e  s u g g e s t i o n  i s  n o t  w i t h i n  t h e  s c o p e  
o f  t h e  s u p e r v i s o r ' s  a u t h o r i t y ,  s / h e  i n i t i a t e s  f u r t h e r  r e f e r r a l .  

I f  a  s u g g e s t i o n  i s  n o t  a d o p t e d ,  t h e  s u p e r v i s o r  a d v i s e s  t h e  
s u g g e s t o r  by memorandum o f  t h e  r e a s o n s  f o r  i t s  r e j e c t i o n  and  
f u r n i s h e s  a  copy  o f  t h e  memorandum t o  t h e  Chairman o f  t h e  
I n c e n t i v e  Awards Commit tee .  I f  i t  i s  adop ted  and  h a s  s i g n i f i -  
c a n t  f i r s t - y e a r  b e n e f i t s ,  t h e  s u p e r v i s o r  i n i t i a t e s  t h e  recom- 
menda t ion  f o r  a  s p e c i a l  ach ievemen t  award (see  P a r t  V1.B.  2 ) .  I f  
i t  i s  a d o p t e d  b u t  t h e  b e n e f i t s  a r e  n o t  s u f f i c i e n t  t o  q u a l i f y  f o r  
a  c a s h  award ,  t h e  s u p e r v i s o r  i n i t i a t e s  a  Let ter  o f  Commendation 
t o  t h e  s u g g e s t o r ,  t o  b e  s i g n e d  by h i m s e l f  o r  a  h i g h e r  l e v e l  
o f f i c i a l .  S u g g e s t i o n s  which a p p e a r  t o  have  b e n e f i t s  a p p l i c a b l e  
t o  o t h e r  government  o r g a n i z a t i o n s  a r e  r e f e r r e d  t o  them by t h e  
I n c e n t i v e  Awards Commit tee .  

VI.C3 DOCUMENTATION 

Recommendation f o r  a  Pe r fo rmance  Award, S p e c i a l  Act o r  S e r v i c e  
Award r e l a t e d  t o  t h e  s u g g e s t i o n  must b e  s u b m i t t e d  i n  w r i t i n g  by 
s u p e r v i s o r s .  Awards f o r  c a s h  and  c e r t a i n  honor  awards  s h o u l d  b e  
f o r w a r d e d  t o  t h e  P e r s o n n e l  O f f i c e r  f o r  c o n s i d e r a t i o n  by t h e  
I n c e n t i v e  Awards Commit tee .  



V I  . C4 RECORDS AND REPORTS 

T h e  Chairman o f  t h e  I n c e n t i v e  Awards Committee w i l l  r e c e i v e  
r e p o r t s  and m a i n t a i n  n e c e s s a r y  f i l e s .  Each c a s e  f i l e  i n c l u d e s  a 
copy o f  t h e  s u g g e s t i o n  i t s e l f  and  a  copy o f  t h e  l e t t e r  t o  t h e  
s u g g e s t o r  c o n c e r n i n g  i t s  a d o p t i o n  o r  r e j e c t i o n .  Cop ie s  o f  
L e t t e r s  o f  Commendation f o r  a d o p t e d  s u g g e s t i o n s  a r e  a l s o  
fo rwarded .  By t h e  t e n t h  d a y  o f  each  month, t h e  Chairman o f  t h e  
I n c e n t i v e  Awards Committee w i l l  r e p o r t  on t h e  number o f  
s u g g e s t i o n s  r e c e i v e d ,  a d o p t e d  and  r e j e c t e d  t o  t h e  C i v i l  S e r v i c e  
Commission. T h i s  i n f o r m a t i o n  w i l l  b e  u sed  t o  p r e p a r e  a  
n o t i f i c a t i o n - - a t  l e a s t  a t  s ix -month  i n t e r v a l s - - t o  a l l  employees  
c o n c e r n i n g  awards  g r a n t e d  t h r o u g h o u t  t h e  Commonwealth. 
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PART V I I  
EMPLOYEE BENEFITS AND SERVICES 

POLICY 

I t  i s  t h e  p o l i c y  o f  t h e  government  t o  p r o v i d e  b e n e f i t s  and  
s e r v i c e s  t o  i t s  employees  i n  k e e p i n g  w i t h  t h e  g e n e r a l  p r a c t i c e s  
o f  government  and  p r i v a t e  e n t e r p r i s e  and  as  l i m i t e d  o r  
p r e s c r i b e d  by law. T h i s  p a r t  d e l i n e a t e s  t h o s e  b e n e f i t s  and 
services  which i n c l u d e  : 

A. Leaves o f  Absence;  and 

B. B e n e f i t s ,  s u c h  as Group L i f e  a n d  H e a l t h  I n s u r a n c e ,  
A c c i d e n t  and H e a l t h  I n s u r a n c e ,  and Worke r ' s  Compensat ion 
c o v e r  a g e .  
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PART V I I  , SUB-PART A 
LEAVES OF ABSENCE 

V I I  . A 1  PURPOSE 

Leaves  o f  a b s e n c e  f rom t h e  P e r s o n n e l  S e r v i c e  a r e  f o r  t h e  mu tua l  
b e n e f i t  o f  t h e  employee  and  e m p l o y e r .  When l e a v e s  o f  a b s e n c e  
a r e  g r a n t e d ,  t h e y  a r e  c o n s i d e r e d  t o  b e  f o r  l e g i t i m a t e  r e a s o n s  
n o t  d e t r i m e n t a l  t o  t h e  P e r s o n n e l  S e r v i c e .  

V I I  . A2 CREDITABLE SERVICE FOR LEAVE PURPOSES 

T r u s t  T e r r i t o r y  P u b l i c  S e r v i c e  e x p e r i e n c e  s i n c e  Un i t ed  S t a t e s  
a d m i n i s t r a t i o n  t o o k  o v e r  ( i n c l u d i n g  when a c t u a l l y  employed [WAE] 
u n t i l  J u n e  30 ,  1 9 7 2 ) .  

A. (1) I n c l u d e s  t r a i n e e s .  I n c l u d e s  employment unde r  
61  TTC, P a r a g r a p h  9 ( d ) ,  ( f  1, ( h ) ,  ( 1 1 ,  ( m ) ,  ( n )  and ( 0 1 .  

( 2 )  By D i r e c t o r  o f  P e r s o n n e l  memorandum, d a t e d  
J a n u a r y  26,  1972 ,  t o  a l l  T r u s t  T e r r i t o r y  o f  t h e  P a c i f i c  I s l a n d s  
(TTPI )  d e p a r t m e n t s  and  d i s t r i c t s ,  WAE a p p o i n t m e n t s  we re  t o  b e  
t e r m i n a t e d  o r  c o n v e r t e d  t o  a p p o i n t m e n t s  p e r  A d m i n i s t r a t i v e  
D i r e c t i v e  72-1 d a t e d  J a n u a r y  1 6 ,  1972.  WAE a p p o i n t m e n t s  u n t i l  
J u n e  30,  1972 ,  a r e  t o  b e  c o n s i d e r e d  a s  f u l l - t i m e  employment and 
s e r v i c e  c r e d i t e d  a c c o r d i n g l y .  A f t e r  J u n e  30 ,  1972 ,  f o r  WAE o r  
i n t e r m i t t e n t  employment ,  time a c t u a l l y  worked w i l l  b e  used t o  
compute c r e d i t a b l e  s e r v i c e .  

B. Mar i anas  a d m i n i s t r a t i o n  under  U.S. Navy and NTTU. 
U n t i l  1962 ,  when TTPI H e a d q u a r t e r s  moved t o  S a i p a n ,  t h e  Mar i anas  
( S a i p a n  and  T i n i a n )  we re  unde r  Naval A d m i n i s t r a t i o n  p r i o r  t o  
1962 .  

C .  P e r s o n n e l  unde r  m u n i c i p a l  gove rnmen t s .  

D.  A l l  employment w i t h i n  TTPI i n c l u d i n g :  Peace  C o r p s ,  
M i c r o n e s i a n  C la ims  Commission,  N a t i o n a l  Weather  S e r v i c e  and U.S. 
C o a s t  Guard.  

E .  U.S. m i l i t a r y  and  c i v i l i a n  s e r v i c e  i n  t h e  T r u s t  
T e r r i t o r y ;  a c t i v e  m i l i t a r y  s e r v i c e  i n  U n i t e d  S t a t e s  Armed F o r c e s  
i n  t h e  TTPI. 

F .  Employees o f  j u d i c i a r y  and  l e g i s l a t i v e  b r a n c h e s  
( C o n g r e s s  o f  M i c r o n e s i a ,  m u n i c i p a l  c o u n c i l s  and d i s t r i c t  l e g i s l a -  
t u r e s ) .  J u d i c i a r y ,  i n c l u d i n g  d i s t r i c t  c o u r t  j u d g e s  who may h a v e  
b e e n  o r  a r e  p r e s e n t l y  on WAE a p p o i n t m e n t s .  

t G .  S e r v i c e  i n  t h e  Commonwealth Government s i n c e  A p r i l  
1, 1976 .  



i H. T r u s t  T e r r i t o r y  Government employment under  t h e  
Seaman's  Act .  

I. Employees o f  a g e n c i e s  and i n s t r u m e n t a l i t i e s  w i t h i n  
t h e  Commonwealth. 

VII.A3 KINDS 

B r o a d l y  c h a r a c t e r i z e d ,  l e a v e s  
w i t h o u t  pay .  

V I I  .A4 LEAVES WITH PAY 

of  a b s e n c e  a r e  e i t h e r  w i t h  p a y  o r  

A. Annual Leave.  Annual Leave,  o r  v a c a t i o n ,  s h a l l  b e  
g r a n t e d  f o r  t h e  p u r p o s e  o f  r e s t  and r e l a x a t i o n .  P e r s o n n e l  
S e r v i c e  System employees  who have  less  t h a n  t h r e e  ( 3 )  y e a r s  o f  
c r e d i t a b l e  s e r v i c e  s h a l l  e a r n  a n n u a l  l e a v e  a t  t h e  r a t e  o f  f o u r  
( 4 )  h o u r s  p e r  pay  p e r i o d ;  e x c e p t  t h a t  newly a p p o i n t e d  employees  
s h a l l  unde rgo  a  w a i t i n g  p e r i o d  o f  n i n e t y  ( 9 0 )  c a l e n d a r  d a y s  
b e f o r e  b e i n g  c r e d i t e d  w i t h  a n n u a l  l e a v e .  Employees w i t h  t h r e e  
( 3 )  b u t  less  t h a n  s i x  ( 6 )  y e a r s  o f  c r e d i t a b l e  s e r v i c e  s h a l l  e a r n  
a n n u a l  l e a v e  a t  t h e  r a t e  o f  s i x  (6) h o u r s  p e r  p a y  p e r i o d .  
Employees who h a v e  s i x  ( 6 )  o r  more y e a r s  o f  c r e d i t a b l e  s e r v i c e  
s h a l l  e a r n  a n n u a l  l e a v e  a t  t h e  r a t e  o f  e i g h t  ( 8 )  h o u r s  p e r  p a y  
p e r i o d .  

Employees on permanent  s t a t u s  s h a l l  a c c r u e  a n n u a l  l e a v e  f o r  e a c h  
b i w e e k l y  pay  p e r i o d  i n  which t h e y  a r e  i n  pay  s t a t u s  f o r  t h e  
e n t i r e  t e n  days ;  o t h e r w i s e  t h e r e  s h a l l  b e  no  a c c r u a l  f o r  s u c h  
p e r i o d .  P r o v i d e d ,  government  employees  s e r v i n g  on government  
b o a r d s  and  commissions who e lect  t o  t a k e  Leave Wi thou t  Pay 
(LWOP)  d u r i n g  s u c h  s e r v i c e  p e r f o r m a n c e  s h a l l  a c c r u e  l e a v e  d u r i n g  
t h a t  s e r v i c e  time. 

Annual l e a v e  r e q u e s t s  o f  more t h a n  t h r e e  ( 3 )  work ing  d a y s  must 
b e  made i n  a d v a n c e  on a  l e a v e  r e q u e s t  form. A l l  a n n u a l  l e a v e  
r e q u e s t s  must b e  app roved  by t h e  employee ' s  immedia te  s u p e r v i s o r .  
I n  s m a l l e r  o r g a n i z a t i o n s  where d i v i s i o n s  may n o t  e x i s t ,  t h e  h e a d s  
o f  s u c h  o r g a n i z a t i o n s  s h a l l  a p p r o v e  a n n u a l  l e a v e .  A d e n i a l  o f  
r e q u e s t  f o r  a n n u a l  l e a v e  i s  s u b j e c t  t o  e m p l o y e e s '  g r i e v a n c e  
r i g h t s .  

B. Maximum a c c u m u l a t i o n .  T h e  maximum a c c u m u l a t i o n  o f  
a n n u a l  l e a v e  f o r  P e r s o n n e l  S e r v i c e  System employees  s h a l l  be  
t h r e e  hundred s i x t y  ( 3 6 0 )  h o u r s .  Accrued a n n u a l  l e a v e  i n  e x c e s s  
o f  360 h o u r s  r e m a i n i n g  a t  t h e  end  o f  t h e  l e a v e  y e a r  s h a l l  b e  
c o n v e r t e d  t o  s ick  l e a v e .  

C .  S i c k  Leave.  S i c k  l e a v e  s h a l l  b e  a l l o w e d  whenever 
t h e  employee  on permanent  s t a t u s  i s  t o  b e  a b s e n t  f rom d u t y  
b e c a u s e  o f  i l l n e s s  o r  i n j u r y  o r  b e c a u s e  o f  q u a r a n t i n e  o f  t h e  
f a m i l y  and/or  r e s i d e n c e .  Use o f  s i c k  l e a v e  i s  a p p r o p r i a t e  o n l y  



i f o r  m e d i c a l ,  d e n t a l ,  o p t o m e t r i c  o r  m e n t a l  h e a l t h  c o u n s e l i n g  o r  
t r e a t m e n t  which t h e  employee p e r s o n a l l y  must unde rgo .  

I f  an employee i s  a b s e n t  b e c a u s e  o f  i l l n e s s ,  i n j u r y  o r  q u a r a n t i n e  
i n  excess o f  t h r e e  ( 3 )  d a y s ,  t h e  employee may b e  r e q u i r e d  t o  
f u r n i s h  a  c e r t i f i c a t i o n  a s  t o  t h e  i n c a p a c i t y  f rom t h e  a t t e n d i n g  
p h y s i c i a n .  The a p p o i n t i n g  a u t h o r i t y  may r e q u i r e  c e r t i f i c a t i o n  
f o r  such  o t h e r  p e r i o d ( s )  o f  i l l n e s s  a s  i s  a p p r o p r i a t e .  I f  t h e  
r e q u i r e d  c e r t i f i c a t i o n  i s  n o t  f u r n i s h e d ,  a l l  a b s e n c e  which would 
h a v e  been  c o v e r e d  by such  c e r t i f i c a t i o n  s h a l l  b e  i n d i c a t e d  on 
t h e  T i m e  a n d  A t t e n d a n c e  r e c o r d  a n d  t h e  p a y r o l l  a s  Absent  Wi thout  
Leave ( AWOL) . 
Employees on permanent  s t a t u s  s h a l l  e a r n  s i c k  l e a v e  a t  t h e  r a t e  
o f  f o u r  ( 4 )  h o u r s  f o r  each  b i w e e k l y  pay p e r i o d  i n  which t h e y  a r e  
i n  pay  s t a t u s  f o r  t h e  e n t i r e  t e n  ( 1 0 )  d a y s .  S i c k  l e a v e  may b e  
a c c u m u l a t e d  and c a r r i e d  o v e r  t o  s u c c e e d i n g  l e a v e  y e a r s  w i t h o u t  
l i m i t a t i o n .  A r e p o r t  showing t h e  a c c r u e d  s i c k  l e a v e  b a l a n c e  
w i l l  b e  p r o v i d e d  t h e  employee  each  pay p e r i o d .  The g e n e r a l i t y  
of  t h e  f o r e g o i n g  i s  s u b j e c t  t o  t h e  f o l l o w i n g  s p e c i a l  p r o v i s i o n s :  

(1) F a l s i f i c a t i o n  o f  an i l l n e s s  r e p o r t  s h a l l  be 
c o n s i d e r e d  s u f f i c i e n t  c a u s e  f o r  d i s c i p l i n a r y  a c t i o n ,  i n c l u d i n g  
d i s m i s s a l  f rom t h e  government  s e r v i c e  f o r  r e p e a t e d  o f f e n s e s .  

( 2 )  S i c k  l e a v e  w i t h  pay  s h a l l  b e  a l l o w e d  d u r i n g  
l e a v e s  o f  a b s e n c e  o r  v a c a t i o n s ;  p r o v i d e d ,  however ,  t h a t  any s i c k  
l e a v e  t a k e n  by  an employee w h i l e  on v a c a t i o n  must b e  s u p p o r t e d  
by a  c e r t i f i c a t e  i s s u e d  by t h e  a t t e n d i n g  p h y s i c i a n .  No employee 
s h a l l  b e  a l l o w e d  t o  u n d e r t a k e  g a i n f u l  employment w h i l e  on s i c k  
l e a v e  s t a t u s .  

( 3 )  S i c k  l e a v e  w i t h  pay  may b e  g r a n t e d  i n  advance  
o f  e a r n i n g  s i c k  l e a v e  a s  p r o v i d e d  under  P a r t  VII.A4.D. I f  an 
employee i s  s e p a r a t e d  from t h e  s e r v i c e  w i t h o u t  h a v i n g  e a r n e d  a l l  
o f  t h e  s i c k  l e a v e  a l l o w e d  and t a k e n ,  t h e r e  s h a l l  b e  d e d u c t e d  
f rom any  money d u e  t h e  employee a t  t h e  time o f  s e p a r a t i o n  an 
amount e q u a l  t o  s a l a r y  f o r  t h e  p e r i o d  o f  unea rned  s i c k  l e a v e  
a l l o w e d  and  t a k e n .  

S i c k  l e a v e  a c c r u e d  f o r  s e r v i c e  w i t h  t h e  government  s h a l l  v e s t  i n  
t h e  employee upon a c c r u a l  and s h a l l  remain  v e s t e d  s o  l o n g  a s  t h e  
i n d i v i d u a l  i s  employed by t h e  government ,  p r o v i d e d  t h a t  i f  s u c h  
employee  i s  s e p a r a t e d  from government  s e r v i c e  ( o t h e r  t h a n  t h r o u g h  
r e t i r e m e n t )  f o r  a  p e r i o d  l o n g e r  t h a n  t h r e e  ( 3 )  y e a r s ,  t h e  
employee  s h a l l  b e  d i v e s t e d  o f  a c c u m u l a t e d  s i c k  l e a v e .  ( S e e  P a r t  
VII .A8. )  

D .  Leave Advance. Where, f o r  good r e a s o n ,  an employee 
on permanent  s t a t u s  r e q u i r e s  a d d i t i o n a l  a n n u a l  o r  s i c k  l e a v e  i n  
a d d i t i o n  t o  t h e  amounts  a c c r u e d ,  t h e  P e r s o n n e l  O f f i c e r ,  w i t h  
recommendation o f  t h e  a p p o i n t i n g  a u t h o r i t y ,  may g r a n t  advance  

- - 
l e a v e  up t o  a  maximum o f  one -ha l f  ( 1 / 2 )  o f  t h e  t o t a l  e a r n a b l e  
l e a v e  c r e d i t s  f o r  which t h e  employee  i s  e l i g i b l e  f o r  one y e a r  



f rom t h e  d a t e  t h e  a p p l i c a t i o n  i s  r e c e i v e d .  S u b s e q u e n t  a c c r u e d  
l e a v e  e a r n i n g s  s h a l l  s e r v e  t o  r e p l a c e  t h e  amount o f  advance  
l e a v e  g r a n t e d  and t a k e n .  Reques t  f o r  l e a v e  advance  must b e  i n  
w r i t i n g  from t h e  employee w i t h  recommendation from t h e  
a p p o i n t i n g  a u t h o r i t y .  

Leave advanced g r a n t e d  and  t a k e n :  

(1) c o n s t i t u t e s  a  l e g a l  c o n t r a c t  between t h e  
employee and  t h e  government ;  and  

( 2 )  must b e  r e p a i d ,  even  i f  t h e  employee 
s e p a r a t e s  from government  s e r v i c e .  Recovery of  advance  l e a v e  
t h a t  i s  u n p a i d  may b e  t h r o u g h  t h e  g o v e r n m e n t ' s  a s s u m p t i o n  o f  t h e  
e m p l o y e e ' s  a c c r u e d  unused l e a v e ,  p a y r o l l  d e d u c t i o n s ,  matched 
r e d u c t i o n  o f  s e r v i c e  time and /o r  r e c o u r s e  t o  t h e  c o u r t s .  

E .  T r a i n i n g  and  E d u c a t i o n  Leave.  Leaves  f o r  t h e  
p u r p o s e  o f  j o b - r e l a t e d  t r a i n i n g  and e d u c a t i o n  may b e  q r a n t e d  
employees  on permanent  s t a t u s  f o r  a  p e r i o d  n o t  t o  exceed  one  (1) 
y e a r ,  by t h e  P e r s o n n e l  O f f i c e r  w i t h  t h e  recommendation o f  t h e  
a p p o i n t i n g  a u t h o r i t y .  

F. Compass iona te  Leave.  Employees on permanent  
s t a t u s  may b e  g r a n t e d  c o m p a s s i o n a t e  l e a v e  w i t h  p a y  o f  no more 
t h a n  f i v e  ( 5 )  c o n s e c u t i v e  work d a y s  i n  c a s e s  of d e a t h  i n  t h e  
immedia te  f a m i l y  o f  t h e  employee .  For  t h e  p u r p o s e  o f  t h i s  sub-  
p a r t ,  t h e  t e r m  " immedia te  f a m i l y "  s h a l l  b e  d e f i n e d  a s  an 
e m p l o y e e ' s  m o t h e r ,  f a t h e r ,  b r o t h e r ,  s i s t e r ,  s p o u s e ,  immedia te  
o f f - s p r i n g  ( n a t u r a l  and c u l t u r a l l y  o r  l e g a l l y  a d o p t e d ) ,  g r and-  
f a t h e r ,  g r andmothe r ,  g r a n d c h i l d ,  mother - in- law o r  f a t h e r - i n - l a w .  
Compass iona te  l e a v e  must b e  t a k e n  w i t h i n  e i g h t e e n  ( 1 8 )  d a y s  
a f t e r  t h e  d e a t h  o f  t h e  immed ia t e  f a m i l y  member. The a p p o i n t i n g  
a u t h o r i t y  i s  r e s p o n s i b l e  f o r  a p p r o v i n g  c o m p a s s i o n a t e  l e a v e  
r e q u e s t s .  

G .  A d m i n i s t r a t i v e  Leaves .  An a b s e n c e  from d u t y  
a d m i n i s t r a t i v e l y  a u t h o r i z e d ,  w i t h o u t  l o s s  o f  pay  and w i t h o u t  
c h a r g e  t o  a c c r u e d  l e a v e ,  i s  a d m i n i s t r a t i v e  l e a v e .  The g o v e r n o r ,  
a p p o i n t i n g  a u t h o r i t i e s  o r  t h e i r  d e s i g n e e s  have  t h e  r e s p o n s i -  
b i l i t y  f o r  a p p r o v i n g  a d m i n i s t r a t i v e  l e a v e  r e q u e s t s .  The f o l l o w -  
i n g  a r e  t h e  t h r e e  g e n e r a l  c l a s s e s  i n t o  which a d m i n i s t r a t i v e  
l e a v e s  f a l l :  

(1) A d m i n i s t r a t i v e  l e a v e  i s  a b s e n c e  a u t h o r i z e d  
under  emergency c o n d i t i o n s  beyond t h e  c o n t r o l  of  management, 
e . g . ,  t y p h o o n s ,  o r  f o r  p a r t i c i p a t i o n  i n  c i v i c  a c t i v i t i e s  of  
i n t e r e s t  t o  t h e  government ,  o r  employment c o n n e c t e d  e x a m i n a t i o n s ,  
o r  f o r  s u c h  r e a s o n s  a s  t h e  Governor  may d e t e r m i n e  ( s u c h  a s  a  
s h o r t e n e d  work day  on C h r i s t m a s  E v e ) .  

( 2 )  Extended a b s e n c e  r e q u i r e d  f o r  med ica l  a p p o i n t -  
men t s  and c a r e  f o l l o w i n g  j o b - r e l a t e d  i n j u r i e s  may b e  a u t h o r i z e d  
a s  a d m i n i s t r a t i v e  l e a v e .  



( 3 )  A d m i n i s t r a t i v e  l e a v e s  r e l a t e d  t o  d i s c i p l i n a r y  
a c t i o n s .  Managers may p l a c e  an  employee i n  non-working s t a t u s  
w i t h  pay  f o r  up t o  t h r e e  ( 3 )  work d a y s  p e n d i n g  p r e p a r a t i o n  o f  a  
n o t i c e  o f  p roposed  s u s p e n s i o n  f o r  up t o  t h i r t y  ( 3 0 )  c a l e n d a r  
d a y s  o r  removal  f rom t h e  P e r s o n n e l  S e r v i c e .  

( 4 )  A d m i n i s t r a t i v e  l e a v e  may b e  g r a n t e d  t o  
employees  s e r v i n g  on government  b o a r d s  and  commiss ions ,  p r o v i d e d  
s u c h  employees  do n o t  r e c e i v e  compensa t ion  from t h e  b o a r d s  and 
commiss ions .  

H .  Cour t  Leave.  The government  e n c o u r a g e s  i t s  
employees  t o  f u l f i l l  t h e i r  o b l i g a t i o n s  a s  c i t i z e n s  o f  t h e  Common- 
w e a l t h .  Thus,  employees  who a r e  c a l l e d  upon t o  s e r v e  a s  j u r o r s  
may, a t  t h e i r  o p t i o n ,  b e  g r a n t e d  Cour t  Leave f o r  s u c h  p e r i o d  a s  
t h e  j u r y  may b e  impane led .  Employees who a r e  c a l l e d  t o  j u r y  
d u t y  s h a l l  p r e s e n t  t h e i r  J u r o r  Summons t o  t h e i r  immedia te  s u p e r -  
v i s o r  t o g e t h e r  w i t h  a  comple t ed  Reques t  f o r  Leave,  f o r  t h e  
s u p e r v i s o r ' s  s i g n a t u r e  and p r o c e s s i n g .  Employees who s e r v e  a s  
j u r o r s  u s i n g  Cour t  Leave t o  c o v e r  t h e  p e r i o d  o f  a b s e n c e  s h a l l  
t u r n  o v e r  t o  t h e  Commonwealth T r e a s u r e r  s u c h  j u r y  f e e s  ( a s  
d i s t i n c t  from e x p e n s e  a l l o w a n c e s )  a s  t h e y  r e c e i v e  from t h e  
C o u r t .  Expense a l l o w a n c e s  p a i d  t h e  employee f o r  wha teve r  
p u r p o s e  may b e  r e t a i n e d  by t h e  employee t o  d e f r a y  t h e  e x p e n s e s  
f o r  which g r a n t e d .  An employee  subpoenaed  a s  w i t n e s s ,  e x c e p t  a s  
a government  w i t n e s s ,  s h a l l  c h a r g e  s u c h  a b s e n c e  t o  a n n u a l  l e a v e  
o r  l e a v e  w i t h o u t  pay .  Cour t  l e a v e  s h a l l  b e  g r a n t e d  t o  an 
employee subpoenaed  i n  l i t i g a t i o n  i n  which t h e  government  h a s  no  
i n t e r e s t ,  t o  s e r v e  a s  a  w i t n e s s  i n  t h e  e m p l o y e e ' s  p r e s e n t  o r  
p a s t  o f f i c i a l  c a p a c i t y  a s  a  government  employee and who may b e  
r e q u i r e d  t o  p r e s e n t  government  r e c o r d s  i n  t e s t i m o n y .  Such 
employee must i n f o r m  t h e  a p p o i n t i n g  a u t h o r i t y  of  t h e  r e q u i r e d  
t e s t i m o n y  a s  soon a s  p o s s i b l e  a f t e r  b e i n g  subpoenaed .  

I .  M i l i t a r y  Leave.  M i l i t a r y  l e a v e s  of a b s e n c e  w i t h  
pay ,  n o t  t o  e x c e e d  f i f t e e n  ( 1 5 )  working d a y s  i n  any c a l e n d a r  
y e a r ,  r e g a r d l e s s  of  t h e  number o f  t r a i n i n g  p e r i o d s  i n  t h e  y e a r ,  
may be  g r a n t e d  by t h e  P e r s o n n e l  O f f i c e r  t o  employees  on perma- 
n e n t  s t a t u s  who a r e  members of  t h e  Un i t ed  S t a t e s  N a t i o n a l  Guard 
and R e s e r v e  components  o f  t h e  U n i t e d  S t a t e s  Armed F o r c e s ,  when 
d i r e c t e d  under  o r d e r s  i s s u e d  by p r o p e r  m i l i t a r y  a u t h o r i t y .  
A d m i n i s t r a t i v e  l e a v e  w i l l  n o t  b e  g r a n t e d  i n  o r d e r  t o  e x t e n d  
l e a v e  t i m e  f o r  any  a d d i t i o n a l  t r a i n i n g  days .  

J .  M a t e r n i t y  Leave.  M a t e r n i t y  l e a v e  s h a l l  b e  g r a n t e d  
t o  a  f e m a l e  employee on permanent  s t a t u s  who i s  a b s e n t  from work 
b e c a u s e  o f  c o n f i n e m e n t  f o r  c h i l d b i r t h .  The a p p o i n t i n g  a u t h o r i t y  
s h a l l  have  t h e  r e s p o n s i b i l i t y  f o r  a p p r o v i n g  m a t e r n i t y  l e a v e  
r e q u e s t s .  Such m a t e r n i t y  l e a v e  s h a l l  n o t  exceed  f i f t e e n  ( 1 5 )  
work d a y s ,  s h a l l  b e  i n  a d d i t i o n  t o  any  accumula t ed  s i c k  l e a v e ,  
and s h a l l  b e  any f i f t e e n  ( 1 5 )  work d a y s  encompass ing  t h e  d a t e  of  

- - c h i l d b i r t h .  Any a d d i t i o n a l  l e a v e  t a k e n  f o r  s u c h  c h i l d b i r t h  
p u r p o s e s  s h a l l  b e  c h a r g e d  a g a i n s t  accumula t ed  s i c k  l e a v e .  



K .  P a t e r n i t y  Leave .  P a t e r n i t y  l e a v e  s h a l l  b e  g r a n t e d  
t o  a  male  employee  on pe rmanen t  s t a t u s  who i s  a b s e n t  f rom work 
b e c a u s e  of  h i s  w i f e ' s  c o n f i n e m e n t  f o r  c h i l d b i r t h .  Such p a t e r n i t y  
l e a v e  s h a l l  n o t  exceed  two ( 2 )  work d a y s  encompass ing  t h e  d a t e  
o f  c h i l d b i r t h .  The a p p o i n t i n g  a u t h o r i t y  s h a l l  have  t h e  r e s p o n s i -  
b i l i t y  f o r  a p p r o v i n g  p a t e r n i t y  l e a v e  r e q u e s t s .  

V I I  .A5 LEAVES WITHOUT PAY. 

A .  An employee on permanent  s t a t u s  may b e  g r a n t e d  
l e a v e  w i t h o u t  pay  n o t  t o  e x c e e d  n i n e t y  ( 9 0 )  c o n s e c u t i v e  work 
d a y s  i f  t h e  a p p o i n t i n g  a u t h o r i t y  c o n s i d e r s  i t  j u s t i f i e d .  Leave 
w i t h o u t  p a y  may b e  e x t e n d e d  u p  t o  n i n e t y  ( 9 0 )  a d d i t i o n a l  consecu -  
t i v e  work d a y s  ONLY w i t h  t h e  a p p r o v a l  o f  t h e  P e r s o n n e l  O f f i c e r ,  
upon recommendat ion by t h e  a p p o i n t i n g  a u t h o r i t y .  Such l e a v e  
w i t h o u t  p a y  may b e  g r a n t e d  t o  p e r m i t  t h e  employee t o  a t t e n d  t o  
i m p o r t a n t  f a m i l y  a f f a i r s ,  s u c h  a s  s e t t l i n g  a n  e s t a t e  o r  f o r  
j u s t i f i a b l e  p e r s o n a l  o r  b u s i n e s s  r e a s o n s .  

An employee  d e s i r i n g  e x t e n d e d  l e a v e  w i t h o u t  p a y  s h a l l  p r e p a r e  a  
memorandum o f  e x p l a n a t i o n  a d d r e s s e d  t o  t h e  immed ia t e  s u p e r v i s o r  
e x p l a i n i n g  i n  d e t a i l  t h e  r e a s o n s  f o r  t h e  r e q u e s t .  

B.    raining and  E d u c a t i o n  Leave.  Employees on 
pe rmanen t  s t a t u s  who wi sh  t o  p u r s u e  t h e i r  e d u c a t i o n  on a  f u l l -  
time b a s i s  w i t h o u t  f i n a n c i a l  a s s i s t a n c e  by t h e  gove rnmen t ,  may 
b e  g r a n t e d  l e a v e s  o f  a b s e n c e  w i t h o u t  p a y  f o r  a  p e r i o d  n o t  t o  
exceed  o n e  (1) y e a r .  Such employees  s h a l l  h a v e  t h e  r i g h t  t o  
r e t u r n  t o  t h e i r  p o s i t i o n s  a t  t h e  s t a t i s f a c t o r y  c o n c l u s i o n  of 
t h e i r  e d u c a t i o n  o r  t r a i n i n g ,  and t h e i r  s e r v i c e  a n n i v e r s a r y  d a t e s  
s h a l l  b e  a d j u s t e d  by t h e  amount o f  l e a v e  w i t h o u t  pay  t a k e n .  The 
P e r s o n n e l  O f f i c e r  i s  r e s p o n s i b l e  f o r  a p p r o v i n g  o r  d i s a p p r o v i n g  
r e q u e s t s  f o r  T r a i n i n g  and E d u c a t i o n  Leave ,  upon recommendat ion 
by t h e  a p p o i n t i n g  a u t h o r i t y .  

C .  Leave  Wi thou t  Pay i n  E x t e n s i o n  of Annual o r  S i c k  
Leave .  Employees on permanent  s t a t u s  may b e  g r a n t e d  l e a v e  
w i t h o u t  p a y  (LWOP) f o r  t h e  p u r p o s e  of  e x t e n d i n g  a n n u a l  o r  s i c k  
l e a v e .  When s i c k  l e a v e  i s  s o  e x t e n d e d ,  t h e  a t t e n d i n g  p h y s i c i a n  
must  c e r t i f y  t o  t h e  n e c e s s i t y  o f  t h e  e x t e n s i o n .  The P e r s o n n e l  
O f f i c e r  i s  r e s p o n s i b l e  f o r  a p p r o v i n g  o r  d i s a p p r o v i n g  r e q u e s t s  
f o r  l e a v e  w i t h o u t  p a y ,  upon recommendat ion by t h e  a p p o i n t i n g  
a u t h o r i t y .  

D .  T a r d i n e s s .  A t  t h e  end  of  e a c h  p a y  p e r i o d  t a r d i n e s s  
s h a l l  b e  c h a r g e d  t o  Leave Wi thou t  Pay ( L W O P ) .  The t i m e k e e p e r  
s h a l l  d e t e r m i n e  t h e  t o t a l  number of  m i n u t e s  t h e  employee h a s  been  
l a t e  d u r i n g  t h e  pay  p e r i o d ,  and c h a r g e  LWOP t o  t h e  hou r  amount 
n e a r e s t  t h e  t o t a l  m i n u t e s  t a r d y .  



VII.A6 BASIS FOR ACCRUAL 

Employees on permanent  s t a t u s  s h a l l  a c c r u e  a n n u a l  l e a v e  f o r  e a c h  
b i w e e k l y  pay  p e r i o d  i n  which t h e y  a r e  i n  p a y  s t a t u s  f o r  t h e  
e n t i r e  t e n  ( 1 0 )  d a y s ;  o t h e r w i s e  t h e r e  s h a l l  b e  no  a c c r u a l  f o r  
s u c h  p e r i o d .  P r o v i d e d ,  however,  employees  s e r v i n g  on government  
b o a r d s  and  commissions who e lec t  t o  t a k e  l e a v e  w i t h o u t  pay  (LWOP) 
d u r i n g  s u c h  p e r f o r m a n c e  s h a l l  a c c r u e  l e a v e  f o r  t h a t  s e r v i c e  time. 

VII.A7 UNAUTHORIZED LEAVE. 

Unau tho r i zed  l e a v e  (Absen t  Wi thou t  Leave,  AWOL) i s  a b s e n c e  from 
d u t y  w i t h o u t  a p p r o p r i a t e  a u t h o r i z a t i o n .  Employees who a r e  
a b s e n t  from d u t y  w i t h o u t  p r i o r  a p p r o v a l ,  e x c e p t  i n  bona f i d e  
e m e r g e n c i e s ,  s h a l l  b e  c h a r g e d  a s  b e i n g  AWOL. Employees who a r e  
AWOL a r e  s u b j e c t  t o  l o s s  of  pay  and  p o s s i b l e  d i s c i p l i n a r y  a c t i o n .  

I f  a n  employee i s  a b s e n t  b e c a u s e  o f  i l l n e s s ,  i n j u r y  o r  q u a r a n t i n e  
i n  e x c e s s  o f  t h r e e  ( 3 )  d a y s ,  t h e  employee may b e  r e q u i r e d  t o  
f u r n i s h  a  c e r t i f i c a t i o n  a s  t o  t h e  i n c a p a c i t y  f rom t h e  a t t e n d i n g  
p h y s i c i a n .  The a p p o i n t i n g  a u t h o r i t y  may r e q u i r e  c e r t i f i c a t i o n  
f o r  such  o t h e r  p e r i o d ( s )  o f  i l l n e s s  a s  i s  a p p r o p r i a t e .  I f  t h e  
r e q u i r e d  c e r t i f i c a t i o n  i s  n o t  f u r n i s h e d ,  a l l  a b s e n c e  which would 
h a v e  been  c o v e r e d  by such  c e r t i f i c a t i o n  s h a l l  b e  i n d i c a t e d  on 
t h e  time and  a t t e n d a n c e  r e c o r d  and  t h e  p a y r o l l  a s  Absent  Wi thou t  
Leave (AWOL).  ( S e e  P a r t  VII.A4.C.) 

VII.A8 DISPOSITION OF LEAVE UPON SEPARATION. 

A .  Annual Leave.  An employee s e p a r a t e d  from t h e  
P e r s o n n e l  S e r v i c e  f o r  any  r e a s o n  s h a l l  r e c e i v e  a  lump-sum 
payment f o r  a l l  a n n u a l  l e a v e  a c c r u e d  t o  t h e  e m p l o y e e ' s  c r e d i t  
and  r ema in ing  unused a t  t h e  time o f  s e p a r a t i o n .  I f  t h e  employee 
r e t u r n s  t o  d u t y  i n  any  c a p a c i t y  w i t h  t h e  government  b e f o r e  t h e  
accumula t ed  term of  l e a v e  would have  e x p i r e d ,  had it  been l i q u i -  
d a t e d  i n  t h e  normal  c o u r s e  o f  employment,  t h e  employee must 
r e t u r n  t o  t h e  government  t h e  g r o s s  v a l u e  of s u c h  unused l e a v e  
and have  t h o s e  h o u r s  of l e a v e  r e c r e d i t e d  t o  t h e  e m p l o y e e ' s  
a n n u a l  l e a v e  a c c o u n t .  

For  example,  i f  an employee h a s  360 h o u r s  a n n u a l  l e a v e  t o  h i s  
c r e d i t  upon s e p a r a t i o n ,  t h a t  r e p r e s e n t s  4 5  d a y s  of a n n u a l  l e a v e .  
I f  t h e  employee r e t u r n s  t o  government  employment b e f o r e  t h e  
p a s s a g e  o f  45 work d a y s ,  t h e  employee i s  r e q u i r e d  t o  make a  
r e f u n d  f o r  t h e  u n e x p i r e d  t e r m  of  l e a v e  r e m a i n i n g .  

I f  t h e  employee i n  t h e  above  example s e p a r a t e s  f rom government  
employment December 31,  i s  o f f e r e d  an o p p o r t u n i t y  t o  r e t u r n  t o  
d u t y  w i t h  t h e  same c l a s s i f i c a t i o n  and  pay ,  a c c e p t s ,  and  r e t u r n s  
t o  work March 1 5 ,  34 work d a y s  o r  2 7 2  h o u r s  would have  e l a p s e d  

- - ( o n e  h o l i d a y  o c c u r r e d  i n  F e b r u a r y )  between s e p a r a t i o n  and  r e t u r n  
1 t o  d u t y .  Such employee would b e  r e q u i r e d  t o  r e p a y  t o  t h e  



government  t h e  v a l u e  o f  88 work h o u r s ,  t h e  d i f f e r e n c e  be tween  
t h e  360 a c c u m u l a t e d  h o u r s  g r a n t e d  t h r o u g h  lump-sum payment ,  and  
t h e  272  h o u r s  o f  e l a p s e d  time be tween  s e p a r a t i o n  and  r e t u r n  t o  
d u t y .  Repayment may b e  t h r o u g h  lump-sum c a s h  p r i o r  t o  resuming  
d u t y  s t a t u s ,  p a y r o l l  d e d u c t i o n  o r  a s s i g n i n g  t o  t h e  government  
a l l  a n n u a l  l e a v e  a c c r u e d  s u b s e q u e n t  t o  r e t u r n i n g  t o  d u t y  u n t i l  
t h e  repayment  i s  comple t ed .  

B.  S i c k  Leave.  An employee s e p a r a t e d  f rom t h e  
P e r s o n n e l  S e r v i c e  f o r  any  r e a s o n  s h a l l  have  a l l  s i c k  l e a v e  
a c c r u e d  t o  t h e  e m p l o y e e ' s  a c c o u n t  h e l d  i n  t h e  l e a v e  r e c o r d s  f o r  
t h r e e  ( 3 )  y e a r s .  Shou ld  t h e  p e r s o n  b e  reemployed  i n  t h e  
P e r s o n n e l  S e r v i c e  a t  any  time d u r i n g  t h a t  t h r e e  ( 3 )  y e a r  p e r i o d ,  
t h e  s i c k  l e a v e  b a l a n c e  s h a l l  b e  r e c r e d i t e d  t o  t h e  employee ' s  
s i c k  l e a v e  a c c o u n t  and a v a i l a b l e  f o r  u s e  f rom t h e  f i r s t  d a y  of  
reemployment .  P r o v i d e d ,  however ,  t h a t  a n  employee  s e p a r a t e d  
f rom t h e  P e r s o n n e l  S e r v i c e  f o r  r e t i r e m e n t  p u r p o s e s ,  and whose 
unused s i c k  l e a v e  h a s  been  c o n v e r t e d  t o  s e r v i c e  t i m e  t o  
d e t e r m i n e  e l i g i b i l i t y  i n  t h e  R e t i r e m e n t  Program,  s h a l l  n o t  b e  
r e c r e d i t e d  f o r  s u c h  s i c k  l e a v e  b a l a n c e .  ( S e e  1 CMC 8301,  a s  
amended. ) 

V I I  . A 9  RESPONSIBILITIES. 

The employee s h a l l  b e  r e s p o n s i b l e  f o r  i n i t i a t i n g  a  r e q u e s t  f o r  
l e a v e  u s i n g  s u c h  fo rms ,  d o c u m e n t a t i o n  and e x p l a n a t o r y  m a t e r i a l  
a s  may b e  r e q u i r e d .  Such r e q u e s t  s h a l l  b e  i n i t i a t e d  s u f f i c i e n t l y  
i n  advance  s o  a s  t o  e n a b l e  management t o  make t h e  n e c e s s a r y  s t a f f  
a d j u s t m e n t s .  Management s h a l l  r e v i e w  a l l  l e a v e  r e q u e s t s  and may 
a p p r o v e ,  d i s a p p r o v e  o r  modi fy  any  l e a v e  r e q u e s t .  

The P e r s o n n e l  O f f i c e r  s h a l l  b e  a v a i l a b l e  f o r  a d v i c e  and a s s i s t -  
a n c e  t o  t h e  employees  and t o  a l l  management a g e n c i e s  i n  m a t t e r s  
c o n c e r n i n g  l e a v e s  and  s h a l l  b e  r e s p o n s i b l e  f o r  t h e  f i n a l  d e c i s i o n  
i n  l e a v e  d i s p u t e s  and i n t e r p r e t a t i o n  and a p p l i c a t i o n  o f  l e a v e  
p o l i c y .  

VI I .A l0  ADMINISTRATION OF THE SYSTEM 

A .  Leave  Year .  For  a d m i n i s t r a t i v e  c o n v e n i e n c e ,  l e a v e  
a c c u m u l a t i o n s  and u s a g e s  a r e  b a s e d  upon t h e  l e a v e  y e a r .  A 
" l e a v e  y e a r "  i s  t h a t  p e r i o d  of  52 c o n s e c u t i v e  w e e k s  ( 2 6  p a y  
p e r i o d s )  which b e g i n s  on t h e  f i r s t  day  o f  t h e  f i r s t  f u l l  pay  
p e r i o d  of  t h e  c a l e n d a r  y e a r  and e n d s  on t h e  l a s t  d a y  of t h e  l a s t  
p a y  p e r i o d  which e n d s  i n  t h a t  c a l e n d a r  y e a r .  Fo r  example ,  i f  
t h e  f i r s t  d a y  of  t h e  f i r s t  p a y  p e r i o d  i n  t h e  new y e a r  i s  J a n u a r y  
11, t h e n  t h e  l e a v e  y e a r  e n d s  on J a n u a r y  1 0  t h e  f o l l o w i n g  y e a r .  

B.  Employee ' s  R i g h t  t o  Annual Leave.  Employees have  
a  l e g a l  r i g h t  t o  a c c u m u l a t e  a n n u a l  l e a v e ,  b u t  t h e  r i g h t  t o  u s e  
t h a t  l e a v e  i s  c o n t i n g e n t  upon management ' s  r e q u i r e m e n t s .  Thus ,  
it i s  incumbent  upon managers  and employees  t o  a g r e e  m u t u a l l y  a s  



t o  t h e  d u r a t i o n  of  a n n u a l  l e a v e  and t h e  p e r i o d  of  t a k i n g .  A 
manager i s  who l ly  w i t h i n  m a n a g e r i a l  r i g h t s  t o  deny  a n  e m p l o y e e ' s  
r e q u e s t  f o r  a n n u a l  l e a v e  i f  t h a t  d e n i a l  i s  b a s e d  upon demands o f  
t h e  P e r s o n n e l  S e r v i c e .  The manager i s  o b l i g a t e d ,  i n  e v e n t  of a  
d e n i a l ,  t o  s u g g e s t  t o  t h e  employee  a  more a p p r o p r i a t e  time f o r  
t a k i n g  a n n u a l  l e a v e .  

C .  V a c a t i o n  S c h e d u l i n q .  T h e  government  u r g e s  and  
e n c o u r a g e s  employees  t o  u s e  a n n u a l  l e a v e  f o r  t h e  p u r p o s e  f o r  
which it i s  i n t e n d e d .  T h a t  i s  f o r  r e s t  and  r e l a x a t i o n .  The 
government  c o n s i d e r s  t h a t  a  " v a c a t i o n "  o f  n o t  less t h a n  two ( 2 )  
c o n s e c u t i v e  w e e k s  o f  a n n u a l  l e a v e  meets t h e  b a s i c  i n t e n t  of  
a n n u a l  l e a v e  p r o v i s i o n s .  To a v o i d  con£ u s i o n ,  r e c r i m i n a t i o n s ,  
d i s a p p o i n t m e n t s  and g r i e v a n c e s ,  managers  a r e  u rged  t o  s c h e d u l e  
v a c a t i o n  p e r i o d s  f o r  t h e i r  employees ,  b e a r i n g  i n  mind employees '  
p r e f e r e n c e s ,  n e e d s  and d e s i r e s ,  s o  t h a t  t h e  work f o r c e  w i l l  n o t  
b e  unduly a f f e c t e d  by employee  a b s e n c e s .  I n  e v e n t  o f  c o n f l i c t  
be tween  employees  o v e r  c h o i c e  o f  a  v a c a t i o n  p e r i o d ,  government  
s e n i o r i t y  o r  some o t h e r  d e v i c e ,  c o n s i s t e n t l y  a p p l i e d ,  may b e  
used t o  r e s o l v e  s u c h  c o n f l i c t s .  

D .  Lump Sum Leave Payment Upon S e p a r a t i o n .  When an  
employee  i s  s e p a r a t e d  from t h e  P e r s o n n e l  S e r v i c e ,  t h e  employee  
is e n t i t l e d  t o  t h e  payment f o r  unused a n n u a l  l e a v e  i n  a  lump sum. 



V I I  . B 1  

PERSONNEL SERVICE SYSTEM REGULATIONS 
EXECUTIVE BRANCH 

PART V I  , SUB-PART B 
BENEFITS 

GENERAL 

I t  i s  t h e  p o l i c y  o f  t h e  government  t o  p r o v i d e  c e r t a i n  b e n e  f i t s  
t o  a l l  i t s  employees ,  wha teve r  t h e i r  a p p o i n t i v e  s t a t u s .  T h e s e  
a r e  d e f i n e d  i n  t h e  s e c t i o n s  which f o l l o w .  

V I I  . B 2  RESPONSIBILITIES 

A.  The P e r s o n n e l  O f f i c e  i s  c h a r g e d  w i t h  t h e  r e s p o n s i -  
b i l i t y  t o  a d m i n i s t e r  t h e  s e v e r a l  b e n e f i t s .  

B. The P e r s o n n e l  O f f i c e r  i s  r e s p o n s i b l e  f o r  a d v i s i n g  
t h e  C i v i l  S e r v i c e  Commission a s  t o  t h e  k i n d s  o f  c o v e r a g e  needed  
f o r  t h e  employees ,  t h e  p r e p a r a t i o n  and  o v e r s i g h t  o f  p r o c e d u r e s  
u sed ,  and f o r  t h e  t r a i n i n g  o f  managers  and emloyees  i n  t h e  
deve lopment  a n d  p r e s e n t a t i o n  o f  c l a i m s .  

C .  Managers  and s u p e r v i s o r s  a r e  r e s p o n s i b l e  t o  know 
t h e  p r o v i s i o n s  o f  t h e  s e v e r a l  p l a n s  f o r  c o v e r a g e  o f  t h e  
employees  under  t h e i r  s u p e r v i s i o n  and t h e  p r o c e d u r e s  n e c e s s a r y  
t o  p r e s e n t  c l a i m s .  

D. Employees a r e  r e s p o n s i b l e  t o  f a m i l i a r i z e  t h e m s e l v e s  
w i t h  r e p o r t i n g  p r o c e d u r e s  s o  t h a t  t h e y  may b e  a s s u r e d  of p r o p e r  
c o v e r a g e  i n  e v e n t  o f  i n j u r y  o r  i l l n e s s .  

VII .B3 NATURE O F  COVERAGE 

Government employees  a r e  e n t i t l e d  t o  t h e  f o l l o w i n g  b e n e f i t s  w i t h  
s p e c i f i c  e x c e p t i o n s  a s  n o t e d  below: 

A.  W o r k e r ' s  Compensat ion c o v e r a g e  f o r  w o r k - r e l a t e d  
i n j u r y  o r  i l l n e s s  i s  p r o v i d e d  t o  a l l  employees  of t h e  government  
who a r e  n o t  o t h e r w i s e  c o v e r e d  by U.S. l aws .  

B. Group l i f e  i n s u r a n c e  c o v e r a g e  i s  a v a i l a b l e  t o  a l l  
employees  who work a t  l e a s t  t w e n t y  ( 2 0 )  h o u r s  p e r  week; 
p r o v i d e d ,  however ,  t h a t  s h o u l d  a  g r o u p  l i f e  i n s u r a n c e  p o l i c y  b e  
i n  e f f e c t  c o v e r i n g  employees  n o t  m e e t i n g  t h e  s t a t e d  
r e q u i r e m e n t s ,  such  c o v e r a g e  s h a l l  i m m e d i a t e l y  b e  a f f o r d e d  s u c h  
employees .  

C. Group h e a l t h  i n s u r a n c e  c o v e r a g e  i s  a v a i l a b l e  t o  
a l l  employees  o f  t h e  government .  

- - V I I . B 4  INSURANCE PROGRAM DEFINITIONS 

B r o c h u r e s  and  o t h e r  i n f o r m a t i o n  c o n c e r n i n g  n a t u r e  and e x t e n t  o f  



c o v e r a g e ,  c o s t  t o  t h e  employee  and  manner of p r o c e s s i n g  c l a i m s  
s h a l l  b e  a v a i l a b l e  i n  t h e  P e r s o n n e l  O f f i c e .  

V I I  . B 5  RETIREMENT PROGRAM 

The P e r s o n n e l  O f f i c e r  and h i s  s t a f f  must b e  c o n v e r s a n t  w i t h  t h e  
p r o v i s i o n s  and  e n t i t l e m e n t s  under  t h e  S o c i a l  S e c u r i t y  and 
R e t i r e m e n t  programs s o  t h a t  t h e y  may p r o v i d e  i n f o r m a l  a d v i c e  a n d  
c o u n s e l  t o  employees  o r  t h e i r  s u r v i v o r s  who n e e d  i n f o r m a t i o n  and 
g u i d a n c e  i n  f i l i n g  c l a i m s  f o r  b e n e f i t s .  

- - 
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PERSONNEL SERVICE SYSTEM REGUATIONS 
EXECUTIVE BRANCH 

PART V I I I  
PERFORMANCE EVALUATION 

V I  I I .  A GENERAL 

T h i s  P a r t  p r e s c r i b e s  t h e  employee work pe r fo rmance  r e v i e w  s y s t e m  
which s e e k s  t o  r e c o g n i z e ,  e v a l u a t e  and reward  employees  and  
t h e i r  c o n t r i b u t i o n s  toward  i n c r e a s i n g  e f f i c i e n c y  and  economy i n  
t h e  P e r s o n n e l  S e r v i c e .  

V I I I  . B EMPLOYEE PERFORMANCE EVALUATION 

Employee pe r fo rmance  e v a l u a t i o n  i s  e s s e n t i a l  t o :  

1. Improve employee  e f f e c t i v e n e s s  by: 

A. P r o v i d i n g  t h e  work ing  a t m o s p h e r e  i n  which an  
employee may b e  m o t i v a t e d  t o  a c h i e v e  t h e  h i g h e s t  pe r fo rmance  
p o t e n t i a l ;  and  

B. I d e n t i f y i n g  work pe r fo rmance  s t a n d a r d s  a g r e e d  
t o  by b o t h  management and employee.  

2 .  S t r e n g t h e n  t h e  e m p l o y e e - s u p e r v i s o r y  r e l a t i o n s h i p  
by : 

A. E s t a b l i s h i n g  a  framework f o r  c o n t i n u i n g  
e m p l o y e e - s u p e r v i s o r  communica t ions  r e g a r  d i n g  pe r fo rmance  s t a n d -  
a r d s  and deve lopment  o f  employee p o t e n t i a l ;  and 

B. G u a r a n t e e i n g  employees  t h e  o p p o r t u n i t y  t o  
p a r t i c i p a t e  i n  t h e  e s t a b l i s h m e n t  of  pe r fo rmance  s t a n d a r d s .  

3 .  P r o v i d e  management w i t h  a n  o b j e c t i v e  b a s i s  f o r  
r e l a t i n g  employee work pe r fo rmance  t o  a  wide v a r i e t y  o f  p e r t i n e n t  
p e r s o n n e l  management a c t i v i t i e s .  

V I I 1 . C  POLICY 

A p p o i n t i n g  a u t h o r i t i e s  s h a l l  e n s u r e  t h a t  s u p e r v i s o r s  i n  t h e i r  
r e s p e c t i v e  j u r i s d i c t i o n s  r e a c h  and  m a i n t a i n  a  c l e a r  u n d e r s t a n d i n g  
w i t h  t h e i r  s u b o r d i n a t e s  o f  t h e  s t a n d a r d s  of  work pe r fo rmance  
which must b e  met i n  o r d e r  t o  s u c c e s s f u l l y  a c c o m p l i s h  a s s i g n e d  
work. The s u p e r v i s o r  and t h e  employee,  on a  pe r son - to -pe r son  
b a s i s ,  must u n d e r s t a n d  and a g r e e  on t h e  work o b j e c t i v e s  s e t ,  t h e  
manner i n  which t h e y  can  b e  r e a c h e d ,  and t h e  way t h e y  w i l l  b e  
e v a l u a t e d .  A r ev i ew o f  t h e  e m p l o y e e ' s  p o s i t i o n  d e s c r i p t i o n  i s  
n e c e s s a r y ,  t h e r e f o r e ,  t o  a s s u r e  s u c h  u n d e r s t a n d i n g  of t h e  d u t i e s ,  
pe r fo rmance  s t a n d a r d s  and work o b j e c t i v e s  e s t a b l i s h e d .  

- - Q u a r t e r l y ,  commencing a t  t h e  e m p l o y e e ' s  employment d a t e ,  t h e  
s u p e r v i s o r  w i l l  make a  w r i t t e n  r a t i n g  o f  t h e  e m p l o y e e ' s  pe r fo rm-  
a n c e .  The r a t i n g  s h a l l  b e  made u s i n g  t h e  f i v e  ( 5 )  l e v e l s  of  



pe r fo rmance  a p p r a i s a l  judgment e s t a b l i s h e d  i n  t h e  Pe r fo rmance  
S t a n d a r d s  and A p p r a i s a l  System.  The q u a r t e r l y  e v a l u a t i o n  s h a l l  
b e  comple ted  by t h e  s u p e r v i s o r  f o r  each  permanent  and proba-  
t i o n a r y  employee,  c e r t i f i e d  by  t h e  employee ( w i t h  an  i n d i c a t i o n  
"Di sag ree"  i f  t h e  employee d i s a g r e e s  w i t h  any  o f  t h e  p e r f o r m a n c e  
a p p r a i s a l  r a t i n g s ) ,  and  c e r t i f i e d  by t h e  a p p o i n t i n g  a u t h o r i t y  on 
fo rms  p r o v i d e d  by t h e  P e r s o n n e l  O f f i c e r .  

V I I I  .D RESPONSIBILITIES 

1. The P e r s o n n e l  O f f i c e r  s h a l l  b e  r e s p o n s i b l e  t o :  

A. Develop,  e v a l u a t e  and improve  t h e  P e r s o n n e l  
S e r v i c e  Pe r fo rmance  S t a n d a r d s  and  A p p r a i s a l  System; and 

B.  P r o v i d e  a d v i c e ,  a s s i s t a n c e  and s u p e r v i s i o n  i n  
t h e  a d m i n i s t r a t i o n  o f  t h e  sys t em.  

2.  The a p p o i n t i n g  a u t h o r i t i e s  s h a l l  b e  r e s p o n s i b l e  t o  
implement ,  a d m i n i s t e r  and  o b t a i n  compl i ance  w i t h  t h e  p u r p o s e s  o f  
t h e  s y s t e m ,  i n c l u d i n g :  

A. P r o v i d e  a s s i s t a n c e  t o  s u p e r v i s o r s  and 
employees  i n  d e v e l o p i n g  p e r f o r m a n c e  s t a n d a r d s ;  

B. P r o v i d e  t r a i n i n g  t o  s u p e r v i s o r s  s o  t h e y  can  
e f f e c t i v e l y  e v a l u a t e  employee pe r fo rmance ;  and 

C.  Assu re  t h a t  employees  u n d e r s t a n d  t h e  p r o v i -  
s i o n s ,  p r o c e d u r e s  and  o b j e c t i v e s  o f  t h e  Per formance  S t a n d a r d s  
and  A p p r a i s a l  System.  

3 .  S u p e r v i s o r s  a r e  r e s p o n s i b l e  t o :  

A. A s s u r e  t h a t  p o s i t i o n  d e s c r i p t i o n s  a c c u r a t e l y  
r e f l e c t  t h e  d u t i e s  and r e s p o n s i b i l i t i e s  a s s i g n e d ;  

B. Determine  j o i n t l y  w i t h  each  employee t h e  
pe r fo rmance  s t a n d a r d s  t o  b e  met and  keep  e a c h  employee a d v i s e d  
o f  s t r e n g t h s ,  weaknesses  and o p p o r t u n i t i e s  f o r  improvement;  

C .  Conduct q u a r t e r l y  employee pe r fo rmance  
r e v i e w s ;  and 

D .  I n i t i a t e  a p p r o p r i a t e  p e r s o n n e l  a c t i o n s  i n  
c a s e s  of  c o n t i n u i n g  Unaccep tab le /Less  Than S a t i s f a c t o r y  per form-  
a n c e .  

4 .  The employee i s  r e s p o n s i b l e  t o :  

A. Reques t  c l a r i f i c a t i o n  from t h e  s u p e r v i s o r  o f  
a n y  pe r fo rmance  s t a n d a r d s ,  work o b j e c t i v e s  o r  d u t i e s  which a r e  
n o t  c l e a r l y  u n d e r s t o o d  ; 

B. Advise  t h e  s u p e r v i s o r  o f  any  f a c t  o r  c i rcum-  
s t a n c e  which t h e  employee  b e l i e v e s  s h o u l d  b e  c o n s i d e r e d  d u r i n g  
t h e  r ev i ew p r o c e s s ;  

C.  P a r t i c i p a t e  i n  pe r fo rmance  a p p r a i s a l  d i s c u s -  
- s i o n s ,  i n  t h e  deve lopment  of  pe r fo rmance  s t a n d a r d s ,  and make 



s u g g e s t i o n s  f o r  improv ing  pe r fo rmance ;  and 
D.  C e r t i f y  t h e  pe r fo rmance  a p p r a i s a l  r a t i n g s .  

I n  t h e  e v e n t  t h e  employee d i s a g r e e s  w i t h  any  o f  t h e  r a t i n g s ,  t h e  
employee must s o  i n d i c a t e  on t h e  Pe r fo rmance  R a t i n g  Form 
(CSC-P-07B) and m u s t  submi t  a  w r i t t e n  s t a t e m e n t  t o  t h e  P e r s o n n e l  
O f f i c e r  a s  r e q u i r e d  by P a r t  I I I . F 8  o f  t h e s e  r e g u l a t i o n s .  

V I I 1 . E  RELATIONSHIP TO OTHER PERSONNEL MANAGEMENT ACTIVITIES 

By u s i n g  t h e  employee a n n i v e r s a r y  d a t e  s y s t e m  ( a s  c o n t r a s t e d  t o  
a  f i x e d  due  d a t e ) ,  s u p e r v i s o r s  may b e t t e r  c o n s i d e r  and e v a l u a t e  
each  employee a s  an i n d i v i d u a l  and  c o o r d i n a t e  t h e  pe r fo rmance  
e v a l u a t i o n  w i t h  t h e  o t h e r  a p p r a i s a l  a c t i o n s  which make up t h e  
t o t a l i t y  o f  t h e  employee r e v i e w  s y s t e m .  

S u p e r v i s o r s  do n o t  h a v e  a  r i g h t  t o  r e t a i n  an employee i n  a  
p o s i t i o n  i n  which t h e  e m p l o y e e ' s  o v e r a l l  r a t i n g  i s  "Unaccep tab le /  
Less Than S a t i s f a c t o r y . "  To p e r m i t  s u c h  a  s i t u a t i o n  would n o t  
b e  i n  t h e  b e s t  p u b l i c  i n t e r e s t  a n d  would n o t  b e  c o n s i s t e n t  w i t h  
good management p r i n c i p l e s .  S u p e r v i s o r s  must i n i t i a t e  t h e  
n e c e s s a r y  p e r s o n n e l  a c t i o n  t o  have  s u c h  an  employee r e a s s i g n e d ,  
demoted o r  s e p a r a t e d  from t h e  p o s i t i o n  a t  t h e  e a r l i e s t  p o s s i b l e  
d a t e .  

P a r t  1 I I . E  o f  t h e s e  R e g u l a t i o n s  p r o v i d e s  t h a t  a n  employee w i t h  
an o v e r a l l  a n n u a l  pe r fo rmance  r a t i n g  of  " E x c e p t i o n a l "  i s  
e l i g i b l e  f o r  an a d d i t i o n a l  two ( 2 )  p o i n t s  of  r e t e n t i o n  c r e d i t s  
f o r  r e d u c t i o n - i n - f o r c e  p u r p o s e s .  

V I I I  .F  "EXCEPTIONAL" PERFORMANCE RATINGS 

A w r i t t e n  j u s t i f i c a t i o n  must b e  s u b m i t t e d  when an  e m p l o y e e ' s  
o f f i c i a l  o v e r a l l  pe r fo rmance  r a t i n g  i s  " E x c e p t i o n a l . "  Such 
j u s t i f i c a t i o n  s h a l l  b e  p r e p a r e d  by t h e  s u p e r v i s o r ,  approved  by 
t h e  a p p o i n t i n g  a u t h o r i t y  and f o r w a r d e d  t o  t h e  P e r s o n n e l  O f f i c e r  
f o r  f i n a l  a c t i o n .  

V I I I  . G RATING PROBATIONARY EMPLOYEES 

The f i n a l  r a t i n g  ( f o r  t h e  l o t h ,  1 1 t h  and 1 2 t h  months o f  
p r o b a t i o n a r y  employment)  s h a l l  b e  comple t ed  f o r  p r o b a t i o n a r y  
a p p o i n t e e s  no  l a t e r  t h a n  t h e  end  o f  t h e  e l e v e n t h  month of  t h e  
p r o b a t i o n  p e r i o d .  For employees  s e r v i n g  a  new p r o b a t i o n a r y  
p e r i o d ,  t h e  r e v i e w  must b e  comple t ed  a t  l e a s t  two ( 2 )  weeks 
b e f o r e  t h e  end o f  t h a t  p r o b a t i o n  p e r i o d .  

V I I I  . H APPEALS 

Employees who b e l i e v e  t h e i r  r a t i n g s  a r e  u n j u s t  s h a l l  b e  e n t i t l e d  
- - 

t o  a p p e a l  a s  p r o v i d e d  f o r  i n  P a r t  I I I . F 8  of  t h e s e  R e g u l a t i o n s .  
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PERSONNEL SERVICE SYSTEM REGULATIONS 
E X E C U T I V E  BRANCH 

PART I X  
T R A I N I N G  AND EMPLOYEE DEVELOPMENT 

1 X . A  POLICY 

I n s o f a r  a s  a p p r o p r i a t e  t r a i n i n g  i n c r e a s e s  w o r k e r s '  e f f e c t i v e n e s s  
i n  j o b s ,  improves  m o r a l e ,  d e c r e a s e s  l a b o r  t u r n o v e r ,  p r e p a r e s  new 
employees  t o  do j o b s  f o r  which t h e y  a r e  n o t  t r a i n e d ,  p r o v i d e s  an  
e f f e c t i v e  means of  s c r e e n i n g  and p l a c e m e n t ,  and p r e p a r e s  
employees  f o r  f i l l i n g  r e s p o n s i b l e  j o b s  and upward m o b i l i t y ,  and  
i n s o f a r  a s  i t  i s  a  major  commitment o f  t h e  government  t o  t r a i n  
and  d e v e l o p  a  v i a b l e  P e r s o n n e l  S e r v i c e  System w o r k f o r c e  w i t h i n  
t h e  Commonwealth, i t  i s  t h e r e f o r e  i n  k e e p i n g  w i t h  government  
p o l i c y  and  t h e  i n t e n t  o f  1 CMC 8101, e t  seq., t h a t  t h e  p o l i c y  
s t a t e d  i n  P a r t  1 . 2  b e  f o l l o w e d .  

1 X . B  RESPONSIBILITIES 

1. T h e  P e r s o n n e l  O f f i c e r  s h a l l  work w i t h  a p p o i n t i n g  
a u t h o r i t i e s  t o :  

A. Fo rmula t e  and  d e f i n e  p o l i c y  r e q u i r e m e n t s  f o r  
d e v e l o p i n g  t h e  w o r k f o r c e  i n  t h e  p e r s o n n e l  s e r v i c e ;  

B. Determine  g o a l s  t o  b e  met i n  a l l  job  
c a t e g o r i e s ;  

C. S e t  s t a n d a r d s  t o  b e  met by p e r s o n n e l  s e r v i c e  
employees  f o r  p romot ion  and c a r e e r  deve lopment ;  

D .  E v a l u a t e  a l l  t r a i n i n g  programs and  recommend 
a l t e r n a t i v e s  t o  a s s u r e  t h a t  manpower development  programs 
a c c o m p l i s h  t h e i r  o b j e c t i v e s ;  

E .  C o o r d i n a t e  t h e  t r a i n i n g  and  employee 
deve lopment  programs w i t h  t h e  a p p o i n t i n g  a u t h o r i t i e s  and o t h e r  
a p p r o p r i a t e  t r a i n i n g  a g e n c i e s  s o  t h a t  manpower development  i n  
t h e  p e r s o n n e l  s e r v i c e  i s  i n  harmony w i t h  deve lopment  i n  p r i v a t e  
s e c t o r ;  

F .  A s s u r e  t h a t  e d u c a t i o n  s e r v i c e s  i n  t h e  
Commonwealth a r e  f u l l y  u t i l i z e d ;  and 

G .  E s t a b l i s h  t h e  minimum t r a i n i n g  r e q u i r e m e n t s  
f o r  m o b i l i t y  i n  t h e  work f o r c e .  

2 .  A p p o i n t i n g  a u t h o r i t i e s ,  s u p p o r t e d  by t h e  
d e s i g n a t e d  o f f i c e r  o r  t h e  P e r s o n n e l  O f f i c e r ,  s h a l l :  

A. Implement t r a i n i n g  programming a t  a l l  l e v e l s  
w i t h i n  t h e i r  r e s p e c t i v e  o r g a n i z a t i o n s  t o  a s s u r e  t h a t  t r a i n i n g  
o b j e c t i v e s  a r e  met; 

B. Submit t o  t h e  C i v i l  S e r v i c e  Commission a n n u a l  
t r a i n i n g  o b j e c t i v e s  and i m p l e m e n t a t i o n  p l a n s  f o r  t h e i r  f u n c t i o n s  

- - by Oc tobe r  3 1  o f  e a c h  y e a r .  Such o b j e c t i v e s  and p l a n s  a r e  t o  
r e f l e c t  t h e i r  immed ia t e  p r i o r i t i e s  w i t h i n  t h e  o v e r a l l  government  
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o b j e c t i v e s  and t h e  n e e d s  o f  t h e i r  o r g a n i z a t i o n s ;  
C .  Budget f u n d s  t o  s u p p o r t  t h e  t r a i n i n g  programs 

needed  f o r  t h e i r  employees  and c o n d u c t e d  under  t h e i r  a u s p i c e s ;  
D. M a i n t a i n  t r a i n i n g  u n i t s  w i t h i n  t h e  t r a i n i n g  

framework c o n c u r r e d  i n  by t h e  P e r s o n n e l  O f f i c e r ;  
E.  R e p o r t  t o  t h e  P e r s o n n e l  O f f i c e r  a n n u a l l y  by 

September  30 o f  each  y e a r ,  t h e  n a t u r e ,  c o n t e n t  and r e s u l t s  
a t t a i n e d  by i n - s e r v i c e  t r a i n i n g  a c t i v i t i e s ;  

F. E s t a b l i s h  commi t t ee s  o f  s e n i o r  s t a f f  
p e r s o n n e l  t o  implement  p r o c e d u r e s  f o r  s y s t e m a t i c  t r a i n i n g  o f  
employees  i n  t h e i r  r e s p e c t i v e  j u r i s d i c t i o n s ;  and 

G. Assu re  t h a t  e f f e c t i v e  i n - s e r v i c e  t r a i n i n g  
programs a r e  c a r r i e d  f o r w a r d  w i t h i n  t h e i r  r e s p e c t i v e  
j u r i s d i c t i o n s .  

3 .  The T r a i n i n g  D i v i s i o n  s h a l l :  

A. I d e n t i f y  t r a i n i n g  n e e d s  and  d e v e l o p  t r a i n i n g  
p rog rams  f o r  t h e  a p p o i n t i n g  a u t h o r i t i e s ;  

B. P r o v i d e  a d v i c e  and s t a f f  a s s i s t a n c e  t o  
a p p o i n t i n g  a u t h o r i t i e s  a s  t h e y  conduc t  t h e i r  employee 
development  a c t i v i t i e s ;  

C .  Loca t e ,  e v a l u a t e  a n d  d e t e r m i n e  t h e  c o s t  o f  
t r a i n i n g  r e s o u r c e s  w i t h i n  and o u t s i d e  t h e  Commonwealth; 

D.  M a i n t a i n  c u r r e n t  employee t r a i n i n g  r e c o r d s  
f o r  a l l  a p p o i n t i n g  a u t h o r i t i e s ;  

E.  C o o r d i n a t e  p l a n s  and  programs f o r  i n - s e r v i c e  
t r a i n i n g  t o  d e v e l o p  employees  i n  m a n a g e r i a l ,  s u p e r v i s o r y ,  
s e c r e t a r i a l ,  c l e r i c a l ,  t r a d e s ,  c r a f t s  and  o t h e r  s k i l l s  a r e a s ;  

F .  Fo rmula t e  s t a n d a r d s  f o r  s e l e c t i o n  o f  t r a i n e e s  
and  i n s t r u c t o r s ;  

G .  C o o r d i n a t e  a l l  t r a i n i n g  w i t h  a p p o i n t i n g  
a u t h o r i t i e s  and t h e  T r a i n i n g  Task F o r c e  t o  a s s u r e  a  b a l a n c e d  
deve lopment  o f  manpower and  t o  a v o i d  d u p l i c a t i o n  o f  e f f o r t s ;  and 

H. Improve q u a l i t y  o f  t r a i n i n g  t h r o u g h  
e v a l u a t i o n  o f  c o u r s e  c o n t e n t  a n d  t e s t i n g  by s e c u r i n g  e v a l u a t i o n s  
f rom s u p e r v i s o r s ,  employees  and c o u n s e l i n g  r e p o r t s .  

4 .  S u p e r v i s o r s ,  i n  c a r r y i n g  o u t  t h e  t r a i n i n g  
o b j e c t i v e s  i n  t h e i r  r e s p e c t i v e  program a r e a s ,  s h a l l :  

A. P l an  f o r  employee r e l e a s e  time when i t  i s  
needed  f o r  f o r m a l  c l a s s r o o m  i n s t r u c t i o n ;  

B. In form t r a i n e e s  o f  t h e  c o n t e n t  o f  t h e i r  
t r a i n i n g  p rog rams ,  t h e i r  o b j e c t i v e s  and b e n e f i t s ,  and t h e  
employees '  r e s p o n s i b i l i t y  t o  a b s o r b  and  u s e  t h e  i n s t r u c t i o n  
p r o v i d e d ;  

C.  Encourage employees  t o  engage  i n  
s e l f - improvemen t  a c t i v i t i e s  which may l e a d  t o  improved 
pe r fo rmance  and  p o s s i b l e  p romot ion ;  and 

-- - D.  P r o v i d e  r e p o r t s  t o  t h e  a p p o i n t i n g  a u t h o r i t y  
r e g a r d i n g  a l l  a s p e c t s  of  t h e  t r a i n i n g  programs i n  which t h e i r  
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s u b o r d i n a t e s  a r e  p a r t i c i p a t i n g .  

1 X . C  DEFINITIONS 

For t h e  p u r p o s e  o f  t h i s  P a r t :  

1. "Job S k i l l  T r a i n i n g "  means t r a i n i n g  t o :  

A .  Improve an  e m p l o y e e ' s  pe r fo rmance  i n  t h e  
p o s i t i o n  c u r r e n t l y  o c c u p i e d ;  and 

B. P r e p a r e  an  employee t o  move l a t e r a l l y  i n  t h e  
same o r  c l o s e l y  r e l a t e d  c l a s s  o f  p o s i t i o n .  

2 .  l l ~ r o m o t i o n a l  ~ r a i n i n g l '  means t h a t  t r a i n i n g  which 
p r e p a r e s  an employee  t o  p e r f o r m  w i t h  a d e q u a t e  e f f i c i e n c y  t h e  
b a s i c  t a s k  o f  a  c l a s s  se r ies  w i t h i n  which t h e  employee i s  b e i n g  
t r a i n e d .  

3 .  "Employee Development" means t h a t  t y p e  o f  t r a i n i n g  
o f f e r e d  t o  b roaden  an  e m p l o y e e ' s  background and p e r s p e c t i v e s  i n  
t h e  e m p l o y e e ' s  own o r  c l o s e l y  r e l a t e d  o c c u p a t i o n a l  a r e a s .  

COVERAGE 

I n  k e e p i n g  w i t h  t h e  i n t e n t  o f  1 CMC 8101, e t  s e q . ,  major  
t r a i n i n g  emphas i s  w i l l  b e  g e a r e d  t o  d e v e l o p i n g  a  s y s t e m a t i c  and  
b a l a n c e d  program t o  meet t h e  n e e d s  i n  t h e  p r o f e s s i o n a l ,  
m a n a g e r i a l ,  t e c h n i c a l ,  v o c a t i o n a l ,  e d u c a t i o n a l  and t r a i n i n g  
a r e a s .  

1. The government ,  i n  t h e  i m p l e m e n t a t i o n  o f  i t s  
t r a i n i n g  p o l i c y ,  i n t e n d s  t h a t  t h e  P e r s o n n e l  O f f i c e r  s h a l l  p l a n ,  
f u n d ,  s c h e d u l e ,  conduc t  and  e v a l u a t e  a l l  t r a i n i n g  i n  t h e s e  a r e a s :  

- S u p e r v i s o r y ,  E x e c u t i v e  and M a n a g e r i a l ;  
- S e c r e t a r i a l  and  C l e r i c a l ;  and 
- B a s i c  Communicat ions .  

I n  a d d i t i o n ,  t h e  government  i n t e n d s  t h a t  t h e  a p p o i n t i n g  
a u t h o r i t i e s  p l a n ,  f u n d ,  s c h e d u l e ,  c o n d u c t ,  e v a l u a t e  and r e p o r t  
t o  t h e  P e r s o n n e l  O f f i c e r  a l l  s p e c i a l i z e d  t r a i n i n g  p a r t i c u l a r l y  
r e l a t e d  t o  t h e i r  r e s p e c t i v e  f u n c t i o n s .  

2 .  O r i e n t a t i o n .  When an employee e n t e r s  a  new 
p o s i t i o n ,  a  n i n e t y  ( 9 0 ) - d a y  p e r i o d  w i l l  b e  g i v e n  t h e  s u p e r v i s o r  
i n  which t o  conduc t  an o r i e n t a t i o n  f o r  t h e  new employee i n  t h e  
p o l i c i e s ,  p r o c e d u r e s ,  r u l e s  and r e g u l a t i o n s  which a r e  s p e c i f i c  
t o  t h e  employee and  t o  t h e  pe r fo rmance  o f  t h e  e m p l o y e e ' s  job .  
A t  t h e  end o f  t h e  i n i t i a l  90-day p e r i o d ,  a  r e p o r t  on c o m p l e t i o n  
o f  such  t r a i n i n g  s h a l l  b e  s u b m i t t e d  t o  t h e  P e r s o n n e l  O f f i c e r ,  
b e a r i n g  b o t h  t h e  s i g n a t u r e  o f  t h e  employee  and t h e  s u p e r v i s o r .  
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The r e p o r t  s h a l l  c o n t a i n  t h e  s e q u e n c e ,  c o n t e n t  and d u r a t i o n  o f  
t r a i n i n g  s e s s i o n s  u n d e r t a k e n  d u r i n g  t h e  i n i t i a l  90-day p e r i o d .  
T h i s  90-day p e r i o d  may b e  e x t e n d e d ,  p r o v i d e d  t h a t  t h e  s u p e r v i s o r  
s u b m i t s  and  t h e  a p p o i n t i n g  a u t h o r i t y  a p p r o v e s  t h e  r e a s o n s  f o r  
e x t e n s i o n ,  i n  w r i t i n g ,  f o r  i n c l u s i o n  i n  t h e  e m p l o y e e ' s  O f f i c i a l  
P e r s o n n e l  F o l d e r .  

A s  p a r t  o f  t h e  i n d u c t i o n  p r o c e s s ,  t h e  P e r s o n n e l  O f f i c e r  o r  h i s  
d e s i g n e e  w i l l  i n d o c t r i n a t e  e a c h  new employee  e n t e r i n g  t h e  
P e r s o n n e l  S e r v i c e  c o n c e r n i n g  : 

A .  The e m p l o y e e ' s  i d e n t i f i c a t i o n  w i t h  work 
s i t u a t i o n s ;  

B. Fo rma t ion  of  f a v o r a b l e  a t t i t u d e s  and  t h e  
g o a l s  o f  t h e  employee  w i t h  t h o s e  o f  t h e  government ;  and 

C .  Government p o l i c i e s  and o b j e c t i v e s ,  
o r g a n i z a t i o n  s t r u c t u r e ,  and f u n c t i o n s .  

3 .  S u p e r v i s o r y ,  E x e c u t i v e  and  M a n a g e r i a l    raining : 

A .  Inasmuch a s  t h e  work o f  t h e  government  i s  t h e  
b e s t  and  most i m p o r t a n t  t r a i n i n g  r e s o u r c e  f o r  p o t e n t i a l  
managers ,  o p p o r t u n i t y  s h o u l d  b e  g i v e n  t o  q u a l i f i e d  employees  t o  
p a r t i c i p a t e  i n :  

(1) f o r m u l a t i n g  o b j e c t i v e s ,  p o l i c i e s  and 
o p e r a t i n g  p r o c e d u r e s  w i t h  r e s p e c t  t o  t h e  p rog rams  o f  t h e i r  
o r g a n i z a t i o n s ;  

( 2 )  d e f i n i n g  and  a n a l y z i n g  p rob lems ,  
e v a l u a t i n g  workload ,  and d e v e l o p i n g  o p e r a t i n g  p r o c e d u r e s ;  

( 3  ) p l a n n i n g ,  programming and  b u d g e t i n g ;  and 
( 4 )  r e p r e s e n t i n g  t h e i r  i n t e r - d e p a r t m e n t a l  

c o m m i t t e e s ,  work g r o u p s ,  s u r v e y  t e a m s ,  and  a t  l e g i s l a t i v e  
h e a r i n g s .  

B. T h e  P e r s o n n e l  O f f i c e r  s h a l l  s u p e r v i s e  t h e  
deve lopment  o f  a l l  s u p e r v i s o r y ,  e x e c u t i v e  and m a n a g e r i a l  
t r a i n i n g  programs and  d e v e l o p  a  l i s t  o f  r e q u i r e d  c o u r s e s  f o r  
e n t r y  i n t o  such  c l a s s e s  and r e q u i r e d  c o u r s e s  t o  b e  t a k e n  p r i o r  
t o  o r  i m m e d i a t e l y  a f t e r  e n t r y  i n t o  t h e  s u p e r v i s o r y  c l a s s e s .  

A p e r s o n  e n t e r i n g  a  s u p e r v i s o r y  p o s i t i o n  must t a k e  s u c h  r e q u i r e d  
c o u r s e s  n o t  e a r l i e r  t h a n  s i x  ( 6 )  months p r i o r  t o  such  p romot ion  
and no l a t e r  t h a n  s i x  ( 6 )  months  a f t e r  e n t r y  i n t o  such  p o s i t i o n .  

4. S e c r e t a r i a l  and C l e r i c a l  ~ r a i n i n g :  

A .  T h e  T r a i n i n g  D i v i s i o n  s h a l l  recommend 
s e c r e t a r i a l  and c l e r i c a l  p r o c e d u r e s  t o  b e  s t a n d a r d i z e d  f o r  t h e  
s e c r e t a r i a l  and c l e r i c a l  f u n c t i o n s  w i t h i n  t h e  government .  

B. T h e  P e r s o n n e l  O f f i c e r  s h a l l  s u p e r v i s e  t h e  



development  o f  c o u r s e s  i n  t h e  s e c r e t a r i a l  and c l e r i c a l  a r e a s ,  
I m a i n t a i n  a  l i s t  o f  r e q u i r e d  c o u r s e s  f o r  e n t r y  and f o r  p r o m o t i o n s  

w i t h i n  t h e s e  c l a s s e s ,  when n e c e s s a r y ,  and  r e q u i r e  employees  t o  
t a k e  n e c e s s a r y  c o u r s e s  and  t e s t s  f o r  p romot ion  w i t h i n  t h e s e  
c l a s s e s .  

C .  T h e  P e r s o n n e l  O f f i c e r  s h a l l  d e v e l o p  t r a i n i n g  
c o u r s e s  t o  i n s u r e  t h a t  t h e  s t a n d a r d  government  c o r r e s p o n d e n c e  
and  a d m i n i s t r a t i v e  p r o c e d u r e s  a r e  t a u g h t  t o  employees  p e r f o r m i n g  
s e c r e t a r i a l  and c l e r i c a l  d u t i e s .  

5 .  V o c a t i o n a l  and  T r a d e s  T r a i n i n g  : 

A .  I n s o f a r  a s  p o s s i b l e ,  t r a d e s  t r a i n i n g  of 
employees  w i l l  t a k e  p l a c e  a t  i n s t i t u t i o n s  w i t h i n  t h e  Common- 
w e a l t h .  When c o u r s e s  a r e  needed  f o r  c e r t i f i c a t i o n ,  o r  o t h e r w i s e  
a r e  n o t  a v a i l a b l e  a t  t h e  i n s t i t u t i o n s  w i t h i n  t h e  Commonwealth, 
t h e  P e r s o n n e l  O f f i c e r  may a p p r o v e  o u t s i d e  t r a i n i n g  a f t e r  
d e t e r m i n i n g  t h a t  t h e  c o u r s e s  a r e  j o b - r e l a t e d  and  t h a t  s u c h  
s k i l l s  a r e  c r i t i c a l  t o  t h e  normal  e x e c u t i o n  o f  government  
f u n c t i o n s .  

B. Inasmuch a s  a  m a j o r i t y  of  t h e  t r a d e s  
p o s i t i o n s  a r e  w i t h i n  t h e  p u b l i c  s e c t o r ,  t h e  i n s t i t u t i o n s  w i t h i n  
t h e  Commonwealth engaging  i n  t r a d e s  t r a i n i n g  s h a l l  make e v e r y  
e f f o r t  t o  o f f e r  c o u r s e s  t h a t  w i l l  meet t h e  n e e d s  o f  t h e  p u b l i c  
s e c t o r .  

C .  Wherever p o s s i b l e ,  t h e  P e r s o n n e l  O f f i c e r  
s h a l l  a r r a n g e  w i t h  t h e  Depar tment  o f  E d u c a t i o n  and t h e  N o r t h e r n  
Mar i anas  C o l l e g e  f o r  deve lopment  of  needed r e m e d i a l  e d u c a t i o n  
f o r  a d u l t s  i n  t h e  t r a d e s  p o s i t i o n s .  

6 .  O t h e r  T r a i n i n g .  T h e  P e r s o n n e l  O f f i c e r  i n  
c o o r d i n a t i o n  w i t h  a p p r o p r i a t e  management o f f i c i a l s  s h a l l  
e s t a b l i s h  r e q u i r e m e n t s  f o r  o t h e r  a r e a s  of  t r a i n i n g .  

1 X . E  EXTERNAL T R A I N I N G  

1. T r a i n i n g  c o u r s e s  g i v e n  by  a g e n c i e s  o u t s i d e  t h e  
Commonwealth w i l l  b e  u t i l i z e d  a s  n e c e s s a r y  and t o  t h e  e x t e n d  t h e  
budget  w i l l  p e r m i t .  A l l  a p p o i n t i n g  a g e n c i e s  w i sh ing  t o  engage  
i n  s p e c i a l  t r a i n i n g ,  f o r m a l  s h o r t - t e r m  t r a i n i n g ,  and o t h e r  
academic  p rog rams  f o r  t h e i r  employees  o u t s i d e  t h e  Commonwealth 
must submi t  t o  t h e  P e r s o n n e l  O f f i c e r  t h e  names of employees  t o  
b e  g i v e n  s u c h  c o u r s e s  and  t h e  c o n t e n t  and  l e n g t h  of such  
t r a i n i n g ,  f o r  e v a l u a t i o n  p r i o r  t o  s e n d i n g  an employee  a b r o a d  f o r  
t r a i n i n g .  A l l  s u c h  r e q u e s t s  s h a l l  b e  made on Form CSC-P-T-66 
( T r a i n i n g  Agreement)  . 
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2 .  Payment of  C o s t s :  

A.  Employees r e l e a s e d  t o  a t t e n d  a u t h o r i z e d  
j o b - r e l a t e d  t r a i n i n g  and d e v e l o p m e n t a l  p rog rams  w i l l  r e c e i v e  any  
c o m b i n a t i o n  o f  b a s i c  s a l a r y ,  t r a v e l  e x p e n s e s  when r e q u i r e d ,  and  
s t i p e n d ,  a s  a p p l i c a b l e  t o  t h e  t r a i n i n g  i n v o l v e d .  T r a i n i n g  
p r o v i d e d  a s  p a r t  o f  a  p l a n n e d  u p g r a d i n g  program,  s u c h  a s  
management i n t e r n s h i p ,  i s  j o b - r e l a t e d  w i t h i n  t h e  meaning of t h i s  
P a r t .  

B.  I t  s h a l l  b e  t h e  g o v e r n m e n t ' s  p o l i c y  t o  pay  
a l l  c o s t s  f o r  t r a i n i n g  d e f i n e d  a s  " j o b - s k i l l  t r a i n i n g "  i n  I X . C l  
above ;  t o  p a y  one -ha l f  ( 1 / 2 )  o f  a l l  c o s t s  of  t r a i n i n g  d e f i n e d  a s  
" p r o m o t i o n a l  t r a i n i n g ; "  and o n e - f o u r t h  ( 1 / 4 )  o f  a l l  c o s t s  o f  
t r a i n i n g  d e f i n e d  a s  llemployment deve lopment . "  

C.  Employees a t t e n d i n g  e d u c a t i o n  o r  t r a i n i n g  
d e s i g n e d  g e n e r a l l y  t o  improve t h e i r  p o t e n t i a l  f o r  advancement ,  
b u t  n o t  s p e c i f i c a l l y  r e l a t e d  t o  t h e i r  p r e s e n t  d u t i e s  o r  d u t i e s  
t h e y  a r e  s p e c i f i c a l l y  b e i n g  t r a i n e d  t o  assume,  may b e  r e l e a s e d  
on t r a i n i n g  and e d u c a t i o n  l e a v e  a t  t h e  d i s c r e t i o n  o f  t h e i r  s u p e r -  
v i s o r s  i n  a c c o r d a n c e  w i t h  t h e  r e q u i r e m e n t s  se t  f o r t h  i n  t h i s  
P a r t .  

D .  For  academic  t r a i n i n g  o r  t r a i n i n g  toward  
b a c c a l a u r e a t e  o r  h i g h e r  d e g r e e s  o t h e r  t h a n  t h o s e  c l a s s i f i e d  
above ,  t h e  employee may seek s c h o l a r s h i p  a s s i s t a n c e  from t h e  
E d u c a t i o n  Depar tment  o r  t h e  N o r t h e r n  Mar i anas  C o l l e g e .  The 
government  s h a l l  have  no r e s p o n s i b i l i t y  f o r  a n y  c o s t s  i n c u r r e d  
when such  i s  i n i t i a t e d  by t h e  employee.  A l l  r e q u i r e m e n t s  f o r  
job  e l i g i b i l i t y  s h a l l  a p p l y  t o  t h e  employees  when t h e y  s e v e r  
t h e m s e l v e s  f rom t h e i r  p r e s e n t  p o s i t i o n s  t o  p u r s u e  s u c h  t r a i n i n g .  

E. S a l a r y  and r e l a t e d  b e n e f i t s  p r o v i d e d  
employees  r e l e a s e d  f o r  t r a i n i n g  unde r  t h e  above  p a r a g r a p h s  s h a l l  
b e  l i m i t e d  t o  a  one (1) y e a r  p e r i o d ,  u n l e s s  an  e x t e n s i o n  i s  
recommended by t h e  a p p o i n t i n g  a u t h o r i t y  and  approved  by t h e  
P e r s o n n e l  O f f i c e r .  

I X .  F T R A I N I N G  COSTS D E F I N E D .  

The term " a l l  c o s t s , "  when used i n  t h i s  P a r t  t o  d e f i n e  t h e  
g o v e r n m e n t ' s  i n t e n t  t o  s u p p o r t  an employee unde rgo ing  t r a i n i n g ,  
means : 

A .  R o u n d t r i p  t r a n s p o r t a t i o n  t o  t h e  t r a i n i n g  s i t e  by 
t h e  l e a s t  e x p e n s i v e  a i r  r o u t i n g ;  

B. T r a i n i n g  l e a v e  w i t h  pay ;  
C .  Cos t  o f  t u i t i o n ,  books  and f e e s ;  and 
D .  S t i p e n d .  i . e . ,  one -ha l f  ( 1 / 2 )  t h e  r e g u l a r  p e r  

diem r a t e  f o r  t h e  time a u t h o r i z e d  t o  b e  s p e n t  a t  t h e  t r a i n i n g  
s i t e .  I n  t h e  e v e n t  t h e  t r a i n i n g  i s  r e c e i v e d  a t  o r  n e a r  a  h i g h  
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c o s t  r e s o r t  a r e a ,  t h e  P e r s o n n e l  O f f i c e r  may a p p r o v e  a n  upward 
a d j u s t m e n t  of t h e  s t i p e n d .  

I X .  G SUPPORT FOR T R A I N I N G .  

A p p o i n t i n g  a u t h o r i t i e s  a r e  encouraged  t o  s u p p o r t  p o s i t i v e l y  t h e  
t r a i n i n g  e f f o r t s ,  s i n c e  improved s k i l l s  and more e f f e c t i v e  
s u p e r v i s i o n  a t  a l l  l e v e l s  w i l l  improve  m i s s i o n  accompl i shmen t .  
They a r e  f u r t h e r  encouraged  t o  p r o v i d e  a d e q u a t e  t r a i n i n g  
f a c i l i t i e s  i n  t h e i r  r e s p e c t i v e  a r e a s  t o  a s s u r e  t h e  optimum l e v e l  
o f  e f f e c t i v e  t r a i n i n g .  

COORDINATION WITH U . S .  FEDERAL PROGRAMS. 

The T r a i n i n g  D i v i s i o n  w i l l  c o o r d i n a t e  t r a i n i n g  e f f o r t s  w i t h  
p e r s o n n e l  engaged i n  m o n i t o r i n g  U.S. f e d e r a l  g r a n t s  t r a i n i n g  
e f f o r t s .  T r a i n i n g  n e e d s  met t h r o u g h  t h e s e  e f f o r t s  s h a l l  b e  
i n c l u d e d  i n  a n n u a l  r e p o r t s  of  t r a i n i n g  accompl i shmen t s .  Such 
c o o r d i n a t i o n  w i l l  b e  c o n c e r n e d  w i t h  a v o i d i n g  d u p l i c a t i o n  o f  
e f f o r t  and  a t t e m p t i n g  t o  d i r e c t  t r a i n i n g  e f f o r t s  t o w a r d  t h a t  
which is  most needed .  

I X . 1  EVALUATION OF T R A I N I N G .  

The P e r s o n n e l  O f f i c e r  s h a l l  d e v e l o p  and m a i n t a i n  a  s y s t e m  which 
w i l l  p r o v i d e  i n f o r m a t i o n  and a n a l y s i s  of  t h e  e f f e c t i v e n e s s  o f  
t r a i n i n g  p r o v i d e d .  Such a n a l y s e s  s h a l l  b e  used  t o  a l t e r  
t r a i n i n g  c o u r s e s  where needed  and  i n  t r a i n i n g  n e e d s  s u r v e y s .  
A l l  p e r s o n n e l  who a t t e n d  and r e t u r n  f rom a  t r a i n i n g  c o u r s e  
o u t s i d e  t h e  Commonwealth s h a l l  submi t  a  w r i t t e n  r e p o r t  i n c l u d i n g  
a  summary o f  t h e  c o u r s e  a l o n g  w i t h  a  judgment o f  t h e  added  v a l u e  
g a i n e d  from t h e  c o u r s e .  C o p i e s  of  s u c h  r e p o r t s  s h a l l  b e  
a d d r e s s e d  t o  t h e  a p p o i n t i n g  a u t h o r i t y  and t h e  P e r s o n n e l  O f f i c e r .  
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PERSONNEL SERVICE SYSTEM REGULATIONS 
EXECUTIVE BRANCH 

PART X 
PERSONNEL MANAGEMENT EVALUATION 

X .  A PURPOSE. 

E v a l u a t i n g  p e r s o n n e l  management o f  an o r g a n i z a t i o n  i s  one  o f  t h e  
most  d i f f i c u l t ,  y e t  one o f  t h e  most i m p o r t a n t  a s s i g n m e n t s  t h a t  
can b e  g i v e n  a  p e r s o n n e l  management s p e c i a l i s t .  P e r s o n n e l  
management e v a l u a t i o n  r e q u i r e s  t h e  i n d i v i d u a l s  c o n d u c t i n g  an  
e v a l u a t i o n  n o t  o n l y  t o  know t h e  p o l i c i e s  and  p r o c e d u r e s  a p p l i -  
c a b l e  and a p p r o p r i a t e  i n  a l l  a r e a s  o f  a  t o t a l  p e r s o n n e l  manage- 
ment o p e r a t i o n ,  b u t  a l s o  t o  b e  a b l e  t o  a n a l y z e  how well  an 
o r g a n i z a t i o n  h a s  a p p l i e d  and a d o p t e d  t h e s e  p o l i c i e s  and p ro -  
c e d u r e s  i n  managing i t s  human r e s o u r c e s .  Then, a f t e r  f u l l  
c o n s i d e r a t i o n  o f  t h e  f i n d i n g s ,  make a n  o b j e c t i v e  judgment o f  t h e  
d e g r e e  o f  e f f e c t i v e n e s s  a t t a i n e d  i n  r e l a t i o n  t o  m i s s i o n  
accompl i shmen t .  For  t h e  p u r p o s e  o f  t h i s  P a r t ,  t h e  m i s s i o n  o f  
p e r s o n n e l  management can b e  d e f i n e d  a s  f o l l o w s :  

1. P r o v i d e  management w i t h  an  e f f i c i e n t  and e f f e c t i v e  
work f o r c e ,  u s i n g  t h e  s t r u c t u r e  and  r e g u l a t i o n s  o f  t h e  P e r s o n n e l  
S e r v i c e  System; 

2 .  A s s i s t  employees  i n  t h e i r  i n d i v i d u a l  deve lopment  
and advancement  by p r o v i d i n g  d e v e l o p m e n t a l  o p p o r t u n i t i e s  t h r o u g h  
t r a i n i n g  and  c a r e e r  g u i d a n c e ;  and 

3 .  A s s i s t  management a t  e v e r y  l e v e l  t o  a d m i n i s t e r  t h e  
work f o r c e  by p r o v i d i n g  a d v i c e  and  c o u n s e l  a s  t o  management 
r i g h t s  and o b l i g a t i o n s  under  1 CMC 8101, e t  s e q . ,  and 
r e g u l a t i o n s  which were p romulga ted  t h e r e u n d e r .  

None o f  t h e  p e r s o n n e l  management a c t i v i t y  c a n  b e  t h e  s o l e  
p r o v i n c e  o f  t h e  p e r s o n n e l  s p e c i a l i s t .  P e r s o n n e l  management, 
u l t i m a t e l y ,  i s  t h e  r e s p o n s i b i l i t y  o f  e a c h  manager and s u p e r v i s o r .  
The p r i m e  f u n c t i o n  o f  p e r s o n n e l  management i s  t h e  deve lopment  o f  
t h e  p e o p l e  i n  t h e  work f o r c e .  The P e r s o n n e l  O f f i c e  must have  a  
d e f i n i t e  r o l e  i n  t h e  p r o c e s s  o f  p r o v i d i n g  l e a d e r s h i p  and  a d v i c e  
on t h e  p r i n c i p l e s  and p r a c t i c e s  o f  p e r s o n n e l  management, b u t  t h e  
a c q u i s i t i o n  and  u t i l i z a t i o n  o f  a  work f o r c e  a r e  p a r t  of t h e  
o v e r a l l  management o f  o r g a n i z a t i o n s .  U n l e s s  it p a r t i c i p a t e s  i n  
t h e  management p r o c e s s ,  however,  a  P e r s o n n e l  O f f i c e  may b e  
r educed  t o  t h e  p r i m a r y  f u n c t i o n  of  o v e r s e e i n g  and c a r r y i n g  o u t  
t h e  mechan ic s  o f  p e r s o n n e l  o p e r a t i o n s ,  r e a c t i n g  t o  management 
a c t i o n  r a t h e r  t h a n  a f f e c t i n g  i t .  " P e r s o n n e l  a d m i n i s t r a t i o n "  may 
t h u s  b e  d i f f e r e n t i a t e d  from " p e r s o n n e l  management. " T h i s  
t e c h n i c a l  and r e g u l a t o r y  f u n c t i o n  i s  an  e s s e n t i a l  p a r t  o f  
p e r s o n n e l  management b u t  n o t  synonymous w i t h  i t .  I n  t h e  conduc t  

- .  o f  p e r s o n n e l  management, g r e a t  c a r e  must b e  t a k e n  t h a t  e f f o r t s  

DECEMBER 15, 1987 PAGE 5405 



a r e  n o t  r e s t r i c t e d  t o  t h e  a r e a  o f  p e r s o n n e l  a d m i n i s t r a t i o n  
r a t h e r  t h a n  t h e  b r o a d e r  p e r s p e c t i v e  o f  t o t a l  management. The 
r e g u l a t i o n s  s t a t e d  i n  t h i s  P a r t  a r e  d i r e c t e d  toward  e v a l u a t i o n  
of  pe r fo rmance  management and  o n l y  i n c i d e n t a l l y  p e r s o n n e l  
a d m i n i s t r a t i o n .  

X .B OBJECTIVES. 

T h e  o b j e c t i v e s  o f  t h e  g o v e r n m e n t ' s  p e r s o n n e l  management 
e v a l u a t i o n  program a r e  t o :  

1. P r o v i d e  a  comprehens ive  b a s i s  f o r  improvements  i n  
p e r s o n n e l  management a c t i v i t i e s ,  p rograms and p o l i c i e s ;  

2 .  A s s u r e  c o m p l i a n c e  w i t h  s t a t u t o r y  r e q u i r e m e n t s ,  
r e g u l a t i o n s  and d i r e c t i v e s  g o v e r n i n g  p e r s o n n e l  p rograms and 
p r a c t i c e s ;  

3 .  E v a l u a t e  t h e  p a r t i c i p a t i o n  and e f f e c t i v e n e s s  of  
managers  and s u p e r v i s o r s  i n  t h e i r  e x e r c i s e  o f  p e r s o n n e l  manage- 
ment ;  and 

4 .  A t t a i n  t h e  p e r s o n n e l  management g o a l s  and o b j e c -  
t i v e s  e s t a b l i s h e d  i n  1 CMC 8101, e t  seq., and t h e s e  r e g u l a t i o n s .  

X .  C RESPONSIBILITIES. 

1. A p p o i n t i n g  a u t h o r i t i e s  a r e  r e s p o n s i b l e  t o  keep  t h e  
P e r s o n n e l  O f f i c e r  a p p r i s e d  o f  s i g n i f i c a n t  p rob lems  and a c h i e v e -  
men t s  i n  c a r r y i n g  o u t  t h e i r  p e r s o n n e l  management r e s p o n s i b i l i -  
t i e s ,  and f o r  p r o p o s i n g  c o n s t r u c t i v e  c h a n g e s  i n  p e r s o n n e l  
p o l i c i e s  and  p r a c t i c e s .  

2 .  The P e r s o n n e l  O f f i c e r  i s  r e s p o n s i b l e  t o :  

A ,  Develop and  a d m i n i s t e r  w i t h  t h e  C i v i l  S e r v i c e  
Commission t h e  p e r s o n n e l  management e v a l u a t i o n  program; 

B.  R e p o r t  r e s u l t s  t o  t h e  C i v i l  S e r v i c e  Commis- 
s i o n ;  

C ,  Use e v a l u a t i o n  r e s u l t s  t o  work w i t h  t h e  C i v i l  
S e r v i c e  Commission i n  d e v e l o p i n g  p l a n s  and improv ing  p e r s o n n e l  
p rograms and a c t i v i t i e s ;  and 

D .  A s s i s t  o u t s i d e  a u d i t  t e ams  and /o r  t h e  C i v i l  
S e r v i c e  Commission i n  t h e  p e r f o r m a n c e  o f  r e v i e w s ,  a u d i t s  and 
i n s p e c t i o n s .  

X . D  EVALUATION METHODS AND PROCEDURES. 

1. The P e r s o n n e l  O f f i c e r  must d e v e l o p  a  v e r y  
comprehens ive  g u i d e  t o  a s s u r e  f u l l  c o v e r a g e  of  t h e  p e r s o n n e l  
management e f f o r t .  The P e r s o n n e l  O f f i c e r  s h a l l  make on s i t e  
e v a l u a t i o n s  of  p e r s o n n e l  management i n  e a c h  of  t h e  a p p o i n t i n g  
a u t h o r i t i e s '  a r e a s  n o t  l e s s  o f t e n  t h a n  each  two ( 2 )  y e a r s ,  

- - 

2 .  S p e c i f i c  T e c h n i q u e s .  The f o l l o w i n g  s p e c i f i c  
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t t e c h n i q u e s  s h a l l  b e  employed: 
A. C o l l e c t i o n ,  a n a l y s i s  and o r g a n i z a t i o n  of  a  

w ide  v a r i e t y  of  i n f o r m a t i o n  r e l a t i n g  t o  p e r s o n n e l  management 
e f f e c t i v e n e s s ,  i n c l u d i n g  s t a t i s t i c a l  d a t a ,  m i n u t e s  o f  m e e t i n g s  
and c o n f e r e n c e s ,  r e p o r t s  on prob lem c a s e s ,  s p e c i a l  s t u d i e s  o f  
p rog rams  o r  o c c u p a t i o n s ,  p r o p o s a l s  by o p e r a t i n g  o f f i c i a l s ,  
a n a l y s e s  by p e r s o n n e l  s p e c i a l i s t s ,  and r e s u l t s  o f  employee-  
management c o n s u l t a t i o n s .  

B. Use o f  q u e s t i o n n a i r e s ,  a t t i t u d e  s u r v e y s ,  
i n t e r v i e w s  and s i m i l a r  t o o l s  t o  e l i c i t  o p i n i o n s  f rom employees  
and  s u p e r v i s o r s  on t h e  p e r s o n n e l  program.  

C .  P e r i o d i c  r e v i e w  o f  p e r s o n n e l  a c t i o n s  t a k e n  
t h r o u g h o u t  t h e  Commonwealth t o  d e t e r m i n e  c o m p l i a n c e  w i t h  c l a s s i -  
f i c a t i o n  and q u a l i f i c a t i o n  s t a n d a r d s ,  a p p o i n t m e n t  and s t a t u s  
c h a n g e  r e g u l a t i o n s ,  e t c .  The r e v i e w  s h a l l  i n c l u d e  desk  a u d i t s ,  
e x a m i n a t i o n  o f  o f f i c i a l  p e r s o n n e l  f o l d e r s ,  p e r s o n n e l  a c t i o n  
f o r m s  and p o s i t i o n  d e s c r i p t i o n  r e v i e w s .  

D .  I n c l u s i o n  o f  r e l e v a n t  i n f o r m a t i o n ,  r e p o r t s ,  
a n a l y s e s ,  e t c  . 

E .  S c h e d u l e .  The P e r s o n n e l  O f f i c e r  s h a l l  
s c h e d u l e  p e r s o n n e l  management r e v i e w s  w i t h  a p p o i n t i n g  
a u t h o r i t i e s  e a c h  f i s c a l  y e a r .  The s c h e d u l e  s h a l l  b e  p u b l i s h e d  
and  p r o v i d e d  t o  t h e  C i v i l  S e r v i c e  Commission and a p p o i n t i n g  
a u t h o r i t i e s  n o t  l a t e r  t h a n  March 3 1  of  e a c h  y e a r .  A s  o p p o r t u n i t y  
i s  p r o v i d e d  by o t h e r  n e c e s s a r y  b u s i n e s s ,  a  p e r s o n n e l  s p e c i a l i s t  
s h o u l d  make s e l e c t i v e  r e g u l a t o r y  c o m p l i a n c e  r e v i e w s  on a  random 
b a s i s  a s  p a r t  o f  t h e  o v e r a l l  p e r s o n n e l  management e v a l u a t i o n  
e f f o r t  . 

REPORTS. 

R e p o r t s  o f  t h e  P e r s o n n e l  O f f i c e r  ' s  p e r s o n n e l  management 
e v a l u a t i o n s  s h a l l  b e  made t o  t h e  C i v i l  S e r v i c e  Commission and t o  
t h e  Governor  n o t  l ess  t h a n  o n c e  e a c h  two ( 2 )  y e a r s  by F e b r u a r y  
1, a s  o f  December 31.  The r e p o r t s  s h a l l  b e  b a s e d  upon: 

1. Comprehensive a u d i t  r e p o r t s  o f  e v a l u a t i o n s  
a c c o m p l i s h e d  by t h e  P e r s o n n e l  O f f i c e ;  and 

2 .  R e p o r t s  o f  program accompl i shmen t s  unde r  t h e  
P e r s o n n e l  Management P l a n .  

The P e r s o n n e l  O f f i c e r  i n  c o n s u l t a t i o n  w i t h  t h e  C i v i l  S e r v i c e  
Commis- s i o n  s h a l l  d e v e l o p  t h e  e v a l u a t i o n  p l a n  and t h e  fo rma t  
f o r  r e p o r t i n g .  

A C T I O N .  

Using t h e  i n t e r i m  e v a l u a t i o n s  and t h e  a n n u a l  comprehens ive  
p e r s o n n e l  management r e p o r t ,  t h e  P e r s o n n e l  O f f i c e r  s h a l l :  

1. Direct and fo l l ow-up  on c o r r e c t i v e  a c t i o n  t o  b e  
t a k e n  w i t h  r e s p e c t  t o  any  i m p r o p e r ,  i l l e g a l  o r  u n p r o f e s s i o n a l  
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p e r s o n n e l  p r a c t i c e s  n o t e d  i n  any  o f  t h e  r e p o r t s .  
2 .  Ar range  f o r  and conduc t  t r a i n i n g  f o r  t h o s e  p e r s o n s  

i n v o l v e d  i n  p e r s o n n e l  management a c t i v i t i e s  who a p p e a r  t o  b e  
d e f i c i e n t  i n  t h e  t e c h n i c a l  o r  p r o f e s s i o n a l  p h a s e s  of p e r s o n n e l  
management a s  i n d i c a t e d  i n  t h e  s e v e r a l  e v a l u a t i o n s .  
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PERSONNEL SERVICE SYSTEM REGULATIONS 
EXECUTIVE BRANCH 

PART X I ,  SUB-PART A 
PERSONNEL MANAGEMENT PLANNING 

X I . A 1  PERSONNEL MANAGEMENT PLAN. 

Each y e a r ,  a s  of Oc tobe r  1, t h e  P e r s o n n e l  O f f i c e r  i n  c o n s u l t a t i o n  
w i t h  t h e  C i v i l  S e r v i c e  Commission s h a l l  p r e p a r e  a  P e r s o n n e l  
Management P l a n  which w i l l  s p e c i f y  t h e  c r i t i c a l  p rogram a r e a s  t o  
b e  a d d r e s s e d  d u r i n g  t h e  e n s u i n g  f i s c a l  y e a r .  The P l a n  s h a l l  
a d d r e s s :  

A.  Schedu led  p e r s o n n e l  management e v a l u a t i o n  r e v i e w s  
t o  b e  c o n d u c t e d  by t h e  P e r s o n n e l  O f f i c e  and/or  t h e  C i v i l  S e r v i c e  
Commission. T h e  s c h e d u l e  s h a l l  i n d i c a t e  which a p p o i n t i n g  
a u t h o r i t i e s '  a r e a s  w i l l  b e  g i v e n  a t t e n t i o n  and  t h e  s c h e d u l e d  
d a t e s  t h e r e f o r .  

B. Schedu led  i n t e r i m  e v a l u a t i o n s  t o  b e  made a t  t h e  
P e r s o n n e l  O f f i c e .  

C .  Program deve lopment  work t o  b e  done  by  t h e  Pe r son -  
n e l  O f f i c e  and  t h e  t i m e t a b l e  f o r  i t .  A s  an  example ,  s t a f f  
e f f o r t  t oward  r e v i s i o n  o f  a  c l a s s  s t a n d a r d  o r  a  p r o j e c t  t o  
d e v e l o p  a  q u a l i f i c a t i o n  s t a n d a r d  o r  p e r s o n n e l  management 
t r a i n i n g  t o  b e  done.  

D .  Commentary on e v a l a t i o n  of  t h e  l a b o r  marke t  w i t h  
r e s p e c t  t o  c r i t i c a l l y  needed  s k i l l s ,  e s t i m a t e s  o f  t u r n o v e r  by 
c l a s s e s  and  r e p o r t s  of  c h a n g e s  o r  t u r n o v e r  and s i m i l a r  e l e m e n t s  
o f  management i n f o r m a t i o n .  

T h e  P e r s o n n e l  O f f i c e r  s h a l l  r e p o r t  n o t  l a t e r  t h a n  December 3 1  of  
e a c h  y e a r  t o  t h e  Governor ,  t o  t h e  C i v i l  S e r v i c e  Commission, and 
t o  t h e  a p p o i n t i n g  a u t h o r i t i e s  on p e r f o r m a n c e  under  t h e  P e r s o n n e l  
Management P l a n  f o r  t h e  p r e c e d i n g  f i s c a l  y e a r  p e r i o d ,  O c t o b e r  1 
t o  September  30 .  The r e p o r t  s h a l l  c o n t a i n ,  i n  a d d i t i o n  t o  a  
r e p o r t  on s t a t u s  o f  PMP p r o j e c t s ,  comments on s u c h  e l e m e n t s  a s :  

A .  Employee t u r n o v e r ,  by a p p o i n t i n g  a u t h o r i t y  and by 
c l a s s ;  

B .  Adverse  a c t i o n s  t a k e n  f o r  d i s c i p l i n a r y  r e a s o n s ;  
C .  Adverse  a c t i o n s  under  R I F  p r o c e d u r e s ;  
D .  Adverse  a c t i o n s  n o t  f o r  c a u s e ;  
E .  P romot ion  a c t i o n s  p r o c e s s e d ,  by a p p o i n t m e n t  

a u t h o r i t i e s  by t h e  s e v e r a l  methods used ;  
F .  H i r e s  above  e n t r y  l e v e l  i n  compar i son  t o  t h o s e  

h i r e d  a t  e n t r y  l e v e l ;  and 
G .  Accomplishments  i n  t r a i n i n g  and employee 

deve lopment ,  and such  o t h e r  i n f o r m a t i o n  a s  may b e  d e t e r m i n e d  t o  
b e  o f  i n t e r e s t  t o  management. 
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PERSONNEL SERVICE SYSTEM REGULATIONS 
EXECUTIVE BRANCH 

PART X I  I SUB-PART B 
RECORDS 

X I  . B 1  PURPOSE. 

T h i s  s u b - p a r t  d e f i n e s  t h e  minimum r e q u i r e m e n t s  f o r  p e r s o n n e l  
r e c o r d s  t o  b e  o r i g i n a t e d  and  m a i n t a i n e d  by t h e  P e r s o n n e l  O f f i c e .  

A.  The P e r s o n n e l  O f f i c e r  s h a l l  e s t a b l i s h  a  sys t em of 
r e c o r d s  f o r  a l l  p e r s o n n e l  p r e s e n t l y  o r  p r e v i o u s l y  employed by 
t h e  government .  The r e c o r d s  s h a l l  b e  s e p a r a t e d  s o  t h a t  t h o s e  of 
a c t i v e  employees  a r e  f i l e d  s e p a r a t e l y  f rom t h o s e  o f  f o r m e r  
employees .  O the r  s u p p o r t i n g  r e c o r d s ,  a s  deemed a p p r o p r i a t e  by 
t h e  P e r s o n n e l  O f f i c e r ,  may a l s o  b e  m a i n t a i n e d .  

B. The p e r s o n n e l  s p e c i a l i s t s  s h a l l  d e v e l o p  and 
m a i n t a i n  a  s y s t e m  of  p e r s o n n e l  r e c o r d s  which p a r a l l e l s  t h a t  
m a i n t a i n e d  i n  t h e  P e r s o n n e l  Off i c e .  

RECORDS REQUIRED. 

A. O f f i c i a l  P e r s o n n e l  F o l d e r  (OPF).  For e a c h  a c t i v e  
employee  a n  O f f i c i a l  P e r s o n n e l  F o l d e r  ( o r  F i l e )  s h a l l  b e  
m a i n t a i n e d .  T h e  f o l d e r  s h a l l  c o n t a i n ,  a s  a  minimum, t h e  
f o l l o w i n g  e l e m e n t s  of permanent  i n £  o r m a t i o n  c o v e r i n g  t h e  
employee : 

1. Formal a p p l i c a t i o n  f o r  employment. 
2 .  Copy o f  t h e  c e r t i f i c a t e  of e l i g i b l e s  f rom 

which s e l e c t e d  o r  o t h e r  documents  which i n d i c a t e  t h e  a p p o i n t i n g  
a u t h o r i t y .  

3 .  Form on which p r i o r  c r e d i t a b l e  s e r v i c e  i s  
l i s t e d  and s e r v i c e  c o m p u t a t i o n  d a t e  i s  d e r i v e d .  

4 .  Let ter  of  o r i g i n a l  s e l e c t i o n  s i g n e d  by an 
a u t h o r i z e d  s e l e c t i n g  o f f i c i a l .  

5 .  Copy o f  e a c h  p e r s o n n e l  a c t i o n  a f f e c t i n g  t h e  
employee.  

6 .  Copy of  p romot ion  c e r t i f i c a t e  f rom which 
employee was s e l e c t e d ,  i f  a p p r o p r i a t e .  

7 .  Copy o f  p romot ion  s e l e c t i o n  l e t t e r  s i g n e d  by 
an  a u t h o r i z e d  s e l e c t i n g  o f f i c i a l .  

8 .  Copy o f  e a c h  form r e f l e c t i n g  c h o i c e  of  h e a l t h  
b e n e f i t s  o r  g r o u p  l i f e  i n s u r a n c e  c o v e r a g e ,  d e s i g n a t i o n  of 
b e n e f i c i a r y  and o t h e r  l e g a l  and b i n d i n g  a s s i g n m e n t s  o r  
d e s i g n a t i o n s .  

9 .  Adverse  a c t i o n  s u p p o r t i n g  m a t e r i a l  i f  t h e  
r - a c t i o n  is consummated. Temporary i n f o r m a t i o n ,  a s  c o n t r a s t e d  t o  

pe rmanen t - type  i n f o r m a t i o n  a s  d e l i n e a t e d  above ,  s h a l l  b e  kep t  i n  
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t h e  OPF b u t  f i l e d  on t h e  LEFT s i d e  o f  t h e  f o l d e r .  Examples o f  
t empora ry  m a t e r i a l  i n c l u d e  : 

( A )  
(B) 

sheets ;  
( C )  

t h e  employee;  
(D) 

( 2 )  y e a r s  o n l y ) ;  and 
( E l  

employee b u t  which h a v e  
l e t t e r s  o f  commendation 

p e r f o r m a n c e  e v a l u a t i o n  r e p o r t s ;  
a n n u a l  employee r ev i ew documen ta t ion  

d e s c r i p t i o n s  of  p o s i t i o n s  o c c u p i e d  by 

l e t t e r s  of repr imand ( r e t a i n e d  f o r  two 

items of  c o r r e s p o n d e n c e  c o n c e r n i n g  t h e  
no h i s t o r i c a l  o r  permanent  v a l u e ,  e . g . ,  
o r  c o n g r a t u l a t i o n .  

B.  Employee Record Card .  A c a r d  r e c o r d  which 
summarizes  c r i t i c a l  d a t a  c o n c e r n i n g  t h e  i d e n t i t y ,  s t a t u s ,  
movement and s e p a r a t i o n  o f  an employee.  Every  p e r s o n n e l  a c t i o n  
t a k e n  w i l l  b e  r e c o r d e d  on t h e  Employee Record c a r d .  E x c e p t i o n a l  
o r  Less Than S a t i s f a c t o r y  p e r f o r m a n c e  r a t i n g s  s h a l l  b e  n o t e d  on 
t h e  Employee Record Card showing t h e  r a t i n g  and  d a t e  t h e r o f .  

C .  Medica l  Examina t ion  Records .  Medica l  e x a m i n a t i o n  
f o r m s  f o r  e a c h  employee s h a l l  b e  m a i n t a i n e d  i n  a  f i l e  s e p a r a t e  
f rom t h e  OPF. T h i s  i s  e s s e n t i a l  t o  p r o t e c t  t h e  p r i v a c y  o f  t h e  
i n d i v i d u a l .  The r e c o r d s  s h a l l  b e  m a i n t a i n e d  i n  a  l o c k e d ,  f i r e  
r e s i s t a n t  f i l e  w i t h  a c c e s s  a l l o w e d  o n l y  t o  p e r s o n n e l  a u t h o r i z e d  
by t h e  P e r s o n n e l  O f f i c e r .  Access must b e  r e s t r i c t e d  o n l y  t o  
p e r s o n s  who h a v e  a  "need  t o  know" a s  d e t e r m i n e d  and approved  by 
t h e  P e r s o n n e l  O f f i c e r .  Whenever a c c e s s  t o  a  m e d i c a l  r e c o r d  i s  
a l l o w e d ,  t h e  P e r s o n n e l  O f f i c e r  s h a l l  r e c o r d :  

1. d a t e  o f  a c c e s s ;  
2 .  name o f  p e r s o n  a l l o w e d  s u c h  a c c e s s ;  and 
3 .  r e a s o n  t h e r e f o r .  

T h i s  memorandum r e c o r d  s h a l l  b e  k e p t  i n  t h e  f o l d e r  o f  t h e  
i n d i v i d u a l  m e d i c a l  r e c o r d .  

D .  R e c o r d s  of I n v e s t i g a t i o n s  and I n q u i r y .  Any 
r e c o r d s  o f  i n v e s t i g a t i o n  o r  i n q u i r y  c o n c e r n i n g  an employee s h a l l  
b e  f i l e d  i n  a  s e p a r a t e  f o l d e r ,  c l e a r l y  i d e n t i f i e d  by t h e  
e m p l o y e e ' s  name, d a t e  o f  b i r t h  and s o c i a l  s e c u r i t y  number. T h e  
m a t e r i a l  s h a l l  b e  k e p t  i n  a  l o c k e d ,  f i r e  r e s i s t a n t  s t o r a g e  
f a c i l i t y ,  s a f e  o r  f i r e  p r o o f  c a b i n e t ,  w i t h  a c c e s s  a l l o w e d  o n l y  
on a  "need t o  know" b a s i s  and upon a p p r o v a l  by t h e  P e r s o n n e l  
O f f i c e r .  T h e  e x i s t e n c e  o f  an i n v e s t i g a t i o n  f i l e  s h a l l  b e  n o t e d  
i n  t h e  OPF, f i l e d  on t o p  o f  t h e  l a s t  e n t r y  t h e r e i n .  

X I  .B4  DISPOSITION OF RECORDS. 

Upon t h e  s e p a r a t i o n  o f  an employee f o r  wha teve r  r e a s o n ,  t h e  
e m p l o y e e ' s  O f f i c i a l  P e r s o n n e l  F o l d e r  s h a l l  b e  c l o s e d  and removed 
t o  s t o r a g e .  P r i o r  t o  s e n d i n g  t h e  f i l e  t o  s t o r a g e ,  a l l  t empora ry  
m a t e r i a l  f i l e d  on t h e  l e f t  s i d e  o f  t h e  f o l d e r  s h a l l  b e  removed 
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and  e i t h e r  g i v e n  t o  t h e  employee o r  d e s t r o y e d .  Med ica l  r e c o r d s  
and  i n v e s t i g a t i o n  f i l e  m a t e r i a l  s h a l l  b e  p l a c e d  i n  t h e  OPF s o  
t h a t  t h e  r e c o r d  i s  a c c u r a t e  and  c o m p l e t e .  

I f  a n  employee  i s  s e p a r a t e d  b u t  i s  e x p e c t e d  t o  r e t u r n  t o  
government  s e r v i c e  w i t h i n  a  s p e c i f i e d  time, n o t  t o  exceed  a  
y e a r ,  t h e  OPF may b e  h e l d  i n  s u s p e n s e  r a t h e r  t h a n  t r e a t e d  a s  a  
f o r m e r  employee d e f i n e d  above .  

X I  .B5 ACCESS TO OFFICIAL PERSONNEL FOLDER. 

Employees may have  a c c e s s  t o  t h e i r  own o f f i c i a l  p e r s o n n e l  f o l d e r s  
a t  a n y  time d u r i n g  r e g u l a r  work ing  h o u r s  p r o v i d e d  a  r e s p o n s i b l e  
p e r s o n n e l  s p e c i a l i s t  o r  c l e rk  w a t c h e s  a s  t h e  employees '  r e v i e w s  
t a k e  p l a c e .  The employees  a r e  n o t  e n t i t l e d  a c c e s s  t o  t h e i r  
m e d i c a l  r e c o r d s .  I n v e s t i g a t i o n  r e p o r t s  a r e  n o t  a v a i l a b l e  t o  t h e  
employees .  I f  employees  p e r s i s t  i n  t h e i r  d e s i r e  t o  see i n v e s t i -  
g a t i o n  r e p o r t s ,  t h e y  s h o u l d  b e  r e f e r r e d  t o  t h e  agency  which 
p r e p a r e d  t h e  r e p o r t  o r  s e c u r e  a  c o u r t  o r d e r  a u t h o r i z i n g  t h e  
P e r s o n n e l  O f f i c e r  t o  a l l o w  t h e  employee a c c e s s  t o  t h e  i n v e s t i g a -  
t i o n  r e p o r t .  

X I  .B6 INFORMATION AVAILABLE TO THE PUBLIC .  

The names, p r e s e n t  and  p a s t  p o s i t i o n  t i t l e s ,  g r a d e s ,  s a l a r i e s  
and  d u t y  s t a t i o n s  of  a  government  employee i s  i n f o r m a t i o n  
a v a i l a b l e  t o  t h e  p u b l i c ;  p r o v i d e d ,  however ,  s u c h  s h a l l  n o t  b e  
a v a i l a b l e  when t h e  r e l e a s e  o f  t h e  i n f o r m a t i o n  i s  p r o h i b i t e d  by 
l a w  o r  when t h e  i n f o r m a t i o n  i s  s o u g h t  f o r  t h e  p u r p o s e  o f  
commerc ia l  o r  o t h e r  s o l i c i t a t i o n .  
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PERSONNEL SERVICE SYSTEM REGULATIONS 
EXECUTIVE BRANCH 

PART X I  , SUB-PART C 
REPORTS 

X I . C l  PURPOSE. 

A .  Accurate and t i m e l y  r e p o r t s  a r e  i n v a l u a b l e  t o  t h e  
management o f  a work fo rce .  They a r e  i m p o r t a n t  t o  t h e  p r o c e s s e s  
o f  b u d g e t i n g ,  manpower p l a n n i n g ,  f o r e c a s t i n g  s t a f f i n g  n e e d s  and 
d e c l i n e s ,  and  o t h e r  management a r e a s .  

B. 1 CMC 8101, e t  s e q . ,  r e q u i r e s  t h a t  t h e  P e r s o n n e l  
O f f i c e r  ' ' e s t a b l i s h  and  m a i n t a i n  a r o s t e r  o f  a l l  p e r s o n s  i n  t h e  
government  i n  which s h a l l  b e  set f o r t h ,  a s  t o  e a c h ,  t h e  c lass  of  
p o s i t i o n  h e l d ,  t h e  s a l a r y  o r  p a y ,  any  change  i n  c l a s s ,  t i t l e ,  
pay ,  o r  s t a t u s  and any  o t h e r  n e c e s s a r y  d a t a . "  

ROLE OF THE PERSONNEL OFFICER. 

The P e r s o n n e l  O f f i c e r  s h a l l  p r e s c r i b e  a sys t em of  r e p o r t s  and 
t h e  f o r m a t  f o r  r e p o r t i n g  t o  p r o v i d e ,  on a  t i m e l y  b a s i s ,  t h e  
i n f o r m a t i o n  r e q u i r e d  by law. 

ROLE OF THE TIMEKEEPER. 

The Timekeeper  s h a l l  b e  r e s p o n s i b l e  f o r  r e c o r d i n g  and  c e r t i f y i n g  
time and a t t e n d a n c e  r e p o r t s  o f  t h e  a s s i g n e d  employees .  The 
Timekeeper  s h a l l  a l s o  r e c o r d  and  c e r t i f y  l e a v e  time t a k e n  by any  
a s s i g n e d  employee.  The method o f  r e c o r d i n g  and c e r t i f y i n g  time, 
a t t e n d a n c e  and  l e a v e  s h a l l  b e  p r e s c r i b e d  by t h e  P e r s o n n e l  
O f f i c e r  and t h e  D i r e c t o r  o f  F i n a n c e .  
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OFFICEOFTHE% 

ATTORNEYGENERAL 

MEMORANDUM 
COMMONWEALTH OF THENORTHERN MARIANA ISLANDS 

TO All Department and Activity Heads 

FROM : Registrar of Corporations 

SUBJECT: December issue of Commonwealth Reglster 

It has come ro our artention that the pages of the December issue 
of the Commonwealth Register are incorrectly numbered. For the 
purpose of reading the Personnel Servlce System Regulations, 
please foliow the numbers as given on the top of each page. If 
:feu 12na thar you have pages mlsslng, piease contact our office 
so that w e  may provlde you with those pages. 

We are sorry for any inconvience this error may have caused you 
and hope that you will call us if you have any further questions. 

i 
Soledad B. Sasamoto 
Registrar of Corporations 



OFFICE OF THE 

ATTORNEYGENERAL COMMONWEALTH OF THE NORTHERN MARIANA ISLANrXT 

TO All Department and Activity Heads 

FROM : Registrar of Corporations 

SUBJECT: December issue of Commonwealth Register 

It has come to our attention that the pages of the December issue 
of the Commonwealth Register are incorrectly numbered. For the 
purpose of reading the Personnel Service System Regulations, 
please follow the numbers as given on the top of each page. If 
you find that you have pages missing, please contact our office 
so that we may provide you with those pages. 

W e  are sorry for any inconvience this error may have caused you 
and hope that you will call us if you have any further questions. 

Soledad E .  Sasarnoto 
Registrar of Corporations 


