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Commontwealth of the Northern Mariana Islands

Department of Public Health & Environmental Services:
Division of Environmental Quality
P.O. Box 1304
Saipan, Mariana Islands 96950

Cable Address:
Gov. NM| Saipan
Tel. 234-6984/6114

PUBLIC HNOTICE

PROPOSED AMENDMENTS TO DRINKING WATER REGULATIONS
FOR PUBLIC LAW 1-8
DEPARTMENT OF PUBLIC HEALTH AND ENVIRONMENTAL SERVICES

The Director of the Department of Public Health and
Environmenal Services proposes changes to the Commonwealth of
the HNorthern Mariana Islands Drinking Water Regulations
pursuant to the authority of Public Law 1-8, the Commonwealth
Environmental Protection Act, codified at 1 CMC Section 2605
(p}. These changes conform with the requirements imposed on
the Commonwealth in the federal Safe Drinking Water Act. These
proposed changes are to minimize lead levels in water and to
provide notice to the public of the effects of lead in drinking
water.

The following sections of the regulations are amended as noted.
Section 5.51 will be amended to include the following:

(e} All plumbing used in the installation or repair
of any public water system or in any plumbing in a
residential or non-residential facility providing
water for human consumption which is connected to a
public water system shall be lead free.

(1) Lead free is any solder or flux containing
not more than 0.2 percent lead and pipes
and fittings containing not more than 8.0
percent lead;

(2} All deliveries of public water systems must
both identify and provide notice to persons
who may be affected by lead contamination of
their drinking water;

(i} Where the contamination results from lead
used in the construction materials of the
public water distribution system and
plumbing; or
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{ii) Where the corrosivity of the water
is sufficient to cause leaching of
lead, notice must state in plain
language both in English and
Chamorro an explanation of the
potential sources of lead in drink-
ing water, the potential adverse
health effects, reasonable methods
available to mitigate lead in drink-
ing water, the mitigation steps the
supplier is taking to eliminate lead
in drinking water, and the necessity
to seek an alternative water supply.

The public may submit written comments and recommendations
regarding the proposed regulations during the next thirty days
after this date of publication in the Commonwealth Register.

Comments should be submitted to the Director at the following
address:

Office of the Director

Department of Public Health and
Environmental Services

Capitol Hill

Saipan, MP 96950

DATE : 2,/(Lﬁ7 A44;§§2§%§¢%7/6i442——————-m
T. VILLAGOMEZ, Director
Department of Public Health and

Environmental Services
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Commontoealth of the Northern Mariana Islands

Department of Public Health & Environmental Services
Division of Environmental Quality
P.O. Box 1304
Saipan, Mariana Islands 96950

Cable Address:
Gov. NM| Saipan

NOTISIA PARA I PUBLIKO Tel. 234-6984/6114
I MA PROPOPOSITO NA TINILAIKA POT HANOM MAGIMEN PARA 1
LAI PUBLIKO ' 1-8
GINEN I DEPATTAMENTO HINEMLO

I Direktot i Depattamenton Hinemlo ha propoposito tinilaika siha pot
hanom (publiko) magimen segun in Lai Publiko 1-8, i Commonwealth
Environmental Protection na Akto, kodiko 1 CMC Seksiona 2605P. Este na
tinilaika umakonfotma yan i ginanagagao gi papa i Federal Safe Drinking
Water Act. Este i manma propoposito na tinilaika i pot para uma attaha i
bineno gi halom i hanom yan lokue pot para uma notisia i publiko
ensegidas de masoda na guaha bineno gi hanom publiko.

I sigiente siha na seksiona gi regulasion para ufan matulaika:

Seksiona 5.51 (e) Todos checho ma-areglan osino ma pegan pipe gi

4 sisteman hanom publiko pareho-ha' gi bandan residente osino kometsiante
ni ha prebeniniye hanom para uson i publiko debi de hu taya' binenu (tat
komo plomu) gi halom i hanom.

(1.) Ayo siha na materiat tat komo i manma uusa gi para umana'
acheton pipe ti debe de uguaha mas ke 0.2 pot siento na plomu. I materiat
pipe yan otro siha na materiat ni manma uusa gi man areglan grifo ti debe
de uguaha mas ke 8.0 pot siento na plomu gi halom i materiat.

(2.) Todo setbision hanom publiko debe de hu adentifika ya una
guahaye notisia para todos petsonas ni sinaha' man innafekta nu i
embeninao na hanom tat komo plomu i sigiente siha na infotmasion:

(i) Amano nai gaige i bineno ginen i plomu, resuttan pot materiat ni
ma usa gi mana' tachon fasilidad gi sistteman hanom publiko; osino

(i) Gi anai tinake hanom suffisiente para huna' sumi embeninao na
hanom, i notisia debe de hu esplika gi et mas klaro na fino English yan
Chamorro hafa muna' guaha bineno gi halom i hanom, i probleman hinemlo
ni sina finanago pot este na asunto, hafa na pasu guaha anai sina ma ataha
i bineno gi halom i hanom, hafa para uma chogue nu i promebeniniye
hanom i publiko pot para uma aregla este na problema, yan kao nesesario
na uma espiha otro lugat anai sina ma prebeniye i publiko safu na hanom.

I publiko sina muna halom opinion pot este i ma propoposito siha na
tinilaika gi mamamaila' na trenta (30) dias dispues de ma publika este gi
Commonwealth Register. I opinion miyo sina inna' halom para i sigiente:
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Office of the Director

Department of Public Health & Environmental Services
Capital Hill

Saipan, MP 96950

Date: ‘P\l |<\77 ' %“L\
‘ SE T. VILLAGOMEZ
Director
Dept. of Public Health and
Environmental Services
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COMMONWEALTH OF THE NORTHERN MARIANA ISLANDS
OFFICE OF THE CIVIL SERVICE COMMISSION
P.0. BOX 150, CHRB
SAIPAN, CM 96950

Phone: 6925/7327

PUBLIC NOTICE

PROPOSED AMENDMENTS TO EXCEPTED SERVICE AND
PERSONNEL SERVICE SYSTEM RULES AND REGULATIONS

The Northern Marianas Islands Civil Service Commission, pursuant
’to'the_Northern Marianas Cbnstitutional Amendment No. 41, and in
accordance with the provisions of 1 CMC §9104(a) and §2153(f),
hereby gives notice to the public of its intention to adopt the
amendments to the Excepted Service and Personnel Service System

Ruies and Regulations.

Dated this 30th day of January, 1989.

@w’\ WMQA

GONZALO Q. SANTOS JESUS P.
Chalpman,_clv1l Service Commission Personnel fflcer
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COMMONWEALTH OF THE NORTHERN MARIANA ISLANDS
OFFICE OF THE CIVIL SERVICE COMMISSION

P.0.BOX 150, CHRB
SAIPAN, CM 96950

Phone: 6925/7327

NOTISIA PARA I PUBLIEKU

I MANMAPROPOSITU SIHA NA AMENDASION PARA I
EXCEPTED SERVICE SYSTEM NA REGULASION YAN
AREKLO STIHA

I Komision Setbision Sibit gi Sankanttan Na Marianas, sigon

gi amendasion Constitution numiru 41, yan i probision lai

numiru 1 CMC S 9104 (a) yvan S 2153 (f£), ginen pago ha nana’ i
notisia i publiko pot intension i ma adaptan i amendasion

siha para i Excepted Service yan Personnel Service System na

regulasion yan areklo siha.

Maf ha gi Eneru dia 30, 1989.

O‘”ﬂ\ =27 ) N\

GONZALO Q. SANTOS JESUS P. MAFNAS
Chairman, Personnel Offic

Civil Service Commission
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COMMONWEALTH OF THE NORTHERN MARIANA ISLANDS
OFFICE OF THE CIVIL SERVICE COMMISSION

P.0. BOX 150, CHRB
SAIPAN, CM 96950

Phone: 6925/7327

ARONGORONGOL TOWLAP

¢
FFEERUL SSIIWEL NGALI OWTOL TILITGHIYAL
ALLEGH ME MWOGHUTUGHUTUL EXCEP%ED SERVICE ME
PERSONNEL SERVICE SYSTEM REEL SOWBWUNG.

Northern Mariana Islands Civil Service Commission, séngi
Ssiiwelil Aweeweel ALLfGH ye 1181 Jwtol Northern Marianas
iye Numuro 41 me sangi aisiisil 1 CMC S 2104 (a) me S8 2153
(f). e arongaawow zreer towlap égheyéghil f£&dx01 sgiiwel

ngéli Swtol tiliighiyal allégh me nméghﬁtﬁghﬁtdl Excepted

Service reel Séwbwung.

2134nhd1dgh1é 1141 30 rdll Enero 1989

k/z?

GONZALO Q. SANTOS JESUS P. MAFNiZg;?
Chairman—-il, Personnel Off
Civil Service Commission
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FROPOSED CHANGES TO EXCEPTED SERVICE

PART I.4 SEARCH FOR QUALIFIED PERSONS

A, Upon receipt of a Request for Personnel Action from
an authorized management official who-seeks to fill
a vacant position, the Personnel Officer will initiate
a search for available and qualified persons to fill
the vacancy. The Personnel Officer shall use the
examining system provided for under PART III1.A of

the Personnel Service System Rules and Regulations.

of the present employment contract. The position

shall be announced sixty (60) days before the

termination of such contract before the incumbent

is offered the position. The appointing authority

may request that the Personnel Officer waive

announcement of the position.

PART I.13 PERFORMANCE EVALUATION

All excepted service employees other than gubernatorial,

mayorial, board and commision appointee, staff physicians,

dentists, veterinarians, and attorneys shall be subject

to the Performance Evaluation System described in

PART VIII of the Personnel Service System Rules and

Regulations, except that PART VIII.H shall not apply.

PART I.8N
Differential
Excepted Service employees who are certified. as timekeepers
! shall be entitled to a differential of tén percent (107%)
‘of base salary while timekeeping is an additional duty.
COMMONWEALTH REGISTER VOL. 11 NO. 02 FEBRUARY 15, 1989 5857
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Page 4

PART 1I.A PERSONNEL MANAGEMENT

1. Personnel management is tﬁe responsibility of all

Commonwealth Government executives, managers and

- supervisors who direct the work of others.
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’ Page 7

PART III - STAFFING
((Add second paragraph.))

Appointing Auﬁhorities are Executive Department, Activigy Heads

.and_ other.public officials who are authorized to expend

appropriaéed funds pursuant to law. Non-Commonwealth éﬁployees

~ shall not be delegated the authorify to effect changes in

Personnel Actions.

*
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Paéé 12

PART III.Al6

c. The selecting official shall justify, in writing, to

the Personnel Officer the non-selection of any Eiﬁgible

with a higher rating than the candidate selected. Such

requirement creates no special standing for the candidate(s)

with a higher rating.
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Page 13~14

PART I111.A20

A.  When the position has prbmotionél'pbtential,vthe
first option shall be to £fill the position ﬁnder
the provision of thevMerit‘Promotion Prograﬁ.

- 11/ LR/ LALEERAL/ B4 AL ER/ LHF [ ARALLLLEA/ APPLLEARES
14/ UREREEAAEEUT L/ Ehe [ LEbRLAE/ 14/ 18] PR/ 11114
L1414/ bLodhe d/BF [ Ehe/ bAAALARLLOR/ BEBéé4/ |

B.  When the position to be filled does not have
promotional potential, the selecting officer may
request certificétion from the appropriﬁte
reemployment priority list or eligible list or
choose to redefine the position at a lower level
and fill it through the Merit Promotion Program.

If the position is in an established career ladder,
it must be filled at the entry level unless there
are overriding reasons not to do so. The Personnel
Officer is authorized to grant exceptions to this
procedure upon proper justification. Promotional

examinations and Open examinations may be announced

concurrently but the prpmotional list will be used

first. Appropriate records of such approvals and
associated material shall be maintained by the

Personnel Officer.
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PART III.B3

A. Probationary Appointment. An appointment in which
 the appointee is selected «from an eligibie list
résulting from an open examination to fill a permanent
position. The appointee shall serve a period of éﬂé
(1)/¥#4¢ six (6) months from the beginning of the

probationary appointment and shall demonstrate the
capacity for 37 26 £xéédfiFé consecutive Qeeks of
satisfactory performance before being eligible to

be converted to a permanent appointmeﬁt. Separations
during a probationéry appointment are not processed‘
under adverse action procedures or reduction-in-force
(RIF).

B. Permanent Appointment. An employee who has been

appointed to a permanent pdsition and who has satis-
factory completed a probationary period #f/éné/ (1)
7¢4¢ is entitled to the full benefits of these Regu-
lations. Permanent appointment may be made to less
than full-time positions with a regularly scheduled

tour of duty.

C. Limited-Term Appointment. A Limited-Term appointment

is one in which the appointee is appointed for a period

of not more than one (1) year. An employee serving

a limited-term may serve in either a full-time or -
- part-time position. Any pefson given a limited-term

appointment must meet the minimum qualifications for

the class of positbn to which appointed. Appointing

authorities shall justify, in writing, to the Personnel

Officer, requests for new Limited-Term Appointments

following expiration of one (1) year appointments.

Limited~Term Appointments ﬁay be converted to Permanent

Appointments at the end of one year, if the position

has been found to be permanent, provided that the

employee has demonstrated the capacity for 52 coase-

cutive weeks of satisfactory performance.
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III. B8 ORIENTATION

New employees shall receive a standardized orientation to government

service as soon as is practical after being appointed, and at least

within one month of appointment.
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Page 28

PART TII.DI1.

B. Exit Interview. An exit interview shall be scheduled

and conducted during working hours by the Personnel

Officer or his designee for employees upon notice of

resignation or retirement. Such interview shall

include questions on the reasoms for separation and

counseling on benefits. The Personnel Officer or his

designee shall not process exit documents until the

interview is completed. If circumstances make such

interview impractical, an emplqyee may'ask the

Personnel Officer to waive this requirement.

((Reletter "B" to ncn; nCn to IIDII; IIDII to "E".'))
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Page 39

PART III.B4F

Retention Standing. Retention standing is derived by

alloting one (1) point for each year of creditable éervice;

and two (2) points for each exceptional overall rating

of 4.2 or better. In competing with other employees for:

retention in a competitive level, the individual with’
lowest retention standing shall be released first.

(See PART VIII.HE.)
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Page 60

A
PART IV.B5. PROMOTIONS
An employee who is promoted from a position on one class to an-existing
position in a higher class shall be compensated at thé lowest step in
‘_the new. pay level which at least equals the amount of two (2) stép
increases ‘in. the old pay.level. The rate of compensation cannot exceed
the rate of the maximum step in the higher pay.level. The effective
date of the promotion shall be the new service anniversary date for
the promoted employee. An employee shall not be promoted into a
supervisory pbsition until and unless such employee has‘satiéfactorily
completed the "Performance Standards and Appraisal Workshop" conducted
by the Personnel Office; and has completed Af/I£A4¢/4D/Rdvté/df training
in workshops sanctioned by the Personnel Offiéé in the areas of
Basic and/or Advanced Supervisory Management. Retroactive promotions
shgll not be made except when directed by a decision of the Civil

Service Commission pursuant to an employee's appeal.
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N

c -

1V.Bl4 WITHIN-GRADE INCREASE _ ‘e
A, Within-in gréde increases may be granted to employees
. : on probationary status ppon_completion_of fifty-two
: ' (52) consecutive calendar’weeks of satisfactory
performance. -
B. Employees who are included under the Personnelnéervice

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

c. The effective date of a within~grade step increése-
shall be the first day of the first pay period
following completion of the required waiting period.

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

E. Time served in a LWOP status for purposes of job related
education or training is credited toward within-grade
increases, the same as if the employee had been in a
pay status for that period of time on LWOP, provided
that the employee is a registered or enrolled student.

To be creditable toward the waiting period, the education
program in which the employee is enrolled must be clearly
and directly applicable to the employee's present position
or one to which the employee may reasonably aspire, and for
which the employee is released from full-time status and
placed in an approved leave without pay (LWOP) status, and
in which the employee performs satisfactorily as determined
by management and the Personnel Officer.

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

G. Time served during provisional status shall not be counted
toward the required waiting period in receiving a within-
grade step increase.
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Page 65

PART IV.B16B I

(6) Timekeeping duties shall be accomplished'dﬁriég

regular working hours. Overtime shall not be

authorized for timekeeping.




Page 66 ' ' : -

PART IV.B18  USE OF NON-STANDARD WORK WEEK

Non-standard wofk weeks may be used to provide continuity of éeryice
or to fulfill other needs of the public interest. Schedules for
non-standard work weeks shall be devised, in advance, by the

appointing authority; not to exceed forty (40) hours per week.

-

When it becomesvnecessary to change an employee from a standard wdrk
week to a non-standard work week, the employee shall be given notice

~ten (10) working days in advance of the effective date of the change.
If an employee 1is not given the rgquiréd notice of change in schedule
of work the employee shall be compensated at the overtime rate fér?

those days worked within the first ten (10) working days which do |
not fall within the standard work week.
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Page 70 | ! :

PART IV.B21F , : ' S

Special Medical. A Medical Officer or Dental Officer

who occupies a position with duties pre&ominantly
clinical, as opposed to administraﬁive iﬁ'natﬁre, éhall
receive, in addition to the base sélary,'a Special Medical
Differential of fiffééh/pérédht/(132) thirty percent (30%)
of the.base salary for the pay level and step of fhé

position. If such employee elects to leave the Civil
Service, they shall be compensated at a rate of not less

than $45,000 per year.

PART IV.B21G

Advanced Professional. An employee who has achieved

advanced proféssional preparation through obtaining an
L.L.B. or J.D. Degree, a,Doqtorate in Medicine or
Dentistry, or an earned doctorate in any other field
from an accredited United States university or any
other university accredited in the United States, and
who is employed in a position having a requirement.for
such degree, shall receive, in addition to the base
salary, a premium of FULfty/pétéént/(30Z) fifty percent
(50%) of the base salary fof the pay level and step of

the position.

PART IV.B21

H. Civil Service employees who are certified as time-

keepers shall be entitledbfor a ten percent (107)

differential while their duties include timekeeping.
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Page 72

PARTIV.B25B Dutj of the Timekeeper. :Each timekeepef will be

responsible for recording and certifying time and
attendance records of the assigned employees. )
Timeiegping;§uties shall be accomplished during

regular working hours. Overtime shall not be

authorized for timekeeping. The timekeeper will

also record and certify leave time taken by any
assigned employée. The method of reéording and
certifying time, attendance and leave shall be
prescribed by the Personnel Officer and the

Director of Finance.

Time and attendance records, kept by the Timekeeper,

are subject to audit by the Personnel Officer or his

designee at least once a year. Non-compliance to

this part shall be subject to immediate decertification

and appropriate disciplinary action(s).
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Page 108

PART VILA4

E. Training and Education Leave. Leaves for the_pufpose'

of job-related tréining and education may be granted -
empldyees on permanent status for a period not to

" exceed one (1) year, by the Personnel OfficeF_with

‘the recommendation of the appointing authérity. 'Eg
Training and Education Leave, outside of the CNMI, shall

be approved if such training is available locally,

’
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Page 114

PART VII,AlO

D. Lump Sum Leave-Payment Upon Separation. When ad eﬁplbyee.'
 is separated from the Personnel Service, the-émployeé is

entitled to the payment of unused annual leave in a lump

- sum, However, lump-sum leave payment shall not be
. processed for an employee who has: not comélétéd the

requirements of PART ITI.D1.B.
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appraisal judgement established in the Performance Standards and
Appraisal System. The quarterly evaluation shall be completed by

the supervisor for each permanent, ##d probationary, and limited-term
employee, déttifidd signed by the employee (witﬁ an'indication

"Disagree" if the employee disagrees with any of the performance

appraisal ratings), and certified by the appointing éufhority on
forms provided by the Personnel Officer. ~

Non-Commonwealth employees shall not be delegated the authority

to supervise employeés of the Commonwealth.
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Page 119 -

'PART VIII.E ((add as last paragraph))

An employee with a current official rating of "6utstanding/excegtional"

“has an additibnal two (2) points of retention credits for reduction-in-

force purposes.
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rage 1c.u

PART VIII.F  YQUTSTAVBING/EXCEPTIGUALY /PERFORAARCE / RATINE
PERFORMANCE APPRAISAL RATING

RIVELLE RS SRELLELEALLOR/REL /B4 EAVALLL A/ WNER/ 4/ bbpldyéd] £
¢iti¢i#l/¢¢¢téll/ﬁéttﬁfﬁéﬁtélﬁtiﬁé/ié/'/Mtétﬂdiﬂé[!#ééﬁ o
FLBRALY L[/ $ER/ SRSELLLFALLOR] SRALL/ B4/ BPEBALEA/ B/ thE
BABSEILESEL [ hPBESFE4/ b)Y/ ENE/ ABPBIRELAL/ ARERSELE Y/ Add/ EbEH
VALAEA/ LB/ ERE/PRLESRREL/DELLLEL/ 18F] LLRALS Aé LA SRS

A completed Performance Standards and Appraisal Worksheet

(CSC-P-07A) must be submitted along with the Performance

Rating Form (CSC-P-07B) to the Personnel Office on a

quarterly basis for appropriate action.

PART VIII.G  RATING PROBATIONARY EMPLOYEES

The final rating (for the IPfh 4th, IIfK S5th, and IZfH

6th months of probationary employment) shall be completed
for probationary appointees no later than the end of the
¢1¢¥¢pEh fifth month of the probation period. For employees
serving a new probationary period, the review must be
completed at least two (2) weeks before the end of the

that probation period.
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‘Page 127

‘PART IX.E- EXTERNAL TRAINING _
' 1. Tfaining courses given by agencies outside the .
: Commonwealth will be utilized aS'nécessary aﬁd to
the extent the budget will permit. All appointing
- agencies wishing to engage in special training,
.formal short-term training, and other academic
programs for their emplb&ees outéide the
Commonwealfh must submit to the Personnel Officer
the nameé of employees to be given such training,

for evaluation at_least thirty (30) days prior to sending

an employee abroad for training, All such requests
shall be made on Form CSC-P-0l (Request for Personnel
Action) and CSC-P-T-66 (Training Agreement).
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COMMONWEALTH OF THE NORTHERN HAEIANA ISLANDS

BOARD OF EDUCATION

PUBLIC SCHOOL SYSTEM :
P.0. BOX 1370 CK TEL: 322-9311/9827/945"
SAIPAN, MP 96950

PUBLIC NOTICE

CHAIRMAN
Luis M. Limes

VICE-CHARIMAN Proposed Public School System Folicies

Juan B, Tudela

MEMBERS :

daiia 0 Tamokane-Saipn Pursusnt to Article ¥V of the Constitution of the Northern Marina Islands
aynaldo Cing-Tinian . - .

mesttmmerss  8nd Public Law 6-10, the Commonwealth of the Northern Mariana Islands
?’%ﬁﬁiﬁﬁﬁf Board of Education is hereby proposing to promulate policies, rules and

Herry 1. Sablan requlations on the following subject areas:

1. Budget Policy

2. Travel Rules and Regulations

Z. Procurement Rules and Regulations
4. Personnel Rules and E’egulatwns

Copies of the proposed requlatmns may be obtained from the Public School
System Board of Education Office, Lower Base, Saipan, MP 96950,

Comments on the proposed policies may be submitted in person in writing
to the Board of Education or through the mail, &ttention: Board of
Education, P.0. Box 1370, Saipan, MP 96950, within thirty {30} days from
the date this notice is pub]ished in the Commonwealth Register.

Ja—. \1, 1994 %Zv"’*

Date Luis M. Limes
- Chairman, Board of Education
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NUTISIAN PUPBLIKU

| Manmaprupoponi siha na Planon Minaneha gi Sisteman Eskuelan Pupbliku

Sigon gi Attekulu ¥V gi Konstitusion i Sangkattan siha na Islan Mariana yan
i Lai Pupbliku Nuntiru 6-10, i Commonwealth of the Northern Mariana
lslands Board of Education ginen este na nutisia ha prupoponi muna‘'quaha
Planon Minaneha, Areklamento yan Regulasion gi sigente siha na suhetu:

1. Planon Minanehan Fondon Salappe

2. Areklamento Yan Regulasion Siha Put Hinanao Ufisiat
3. Areklamento Yan Regulasion Siha Put Prinokura

4. Areklamento Yan Regulasion Siha Put Emplehao

Kopian i manmaprupoponi siha na regulasion sina manmachule’ gi ufisinan i
Public School System Board of Education, Lower Base, Saipan, MP 96950.

Rekomendasion siha put i manmaprupoponi na plahon minaneha sina
manmatuge’ ya u fanmasatmiti guatu gi Board of Education sino’ u
mana'fanhanao i Post Office gi halom sobri ni mamatka, Attention: Board
of Education, P.0. Box 1370, Saipan, MP 96950, gi halom trenta {30) dias
despues di i fecha ni mapupblika este na nutisia gi halom i Rehistran
Commaonwealth.

:§T;~N r7| qu? _:>

Fecha Luis M. Limeé /
Chairman, Board of Education
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ARONGORONGOL TOWLAP
AMMWOGHUTUL ALLEGHUL PUBLIC SCHOOL SYSTEM

SANGI OWTOL XV IWE LLOL APPILUGHULUGHUL NORTHERN MARIANA ISLANDS
ME ALLEGH YE 6-10, NGE BOARD OF EDUCATION KKA LLOL MORTHERN
MARIANAS, COMMONWEALTH, EKKE FFEER BWE EBWE ARONGAAWOW
ALLEGHUL MWOGHUTUGHUTUL MIKIKKA E TATTALET Iw:

1. Aleghul Selaapi

2. Alleghul Faaraghil Wool Eew Faluw

3. Alleghul Ammwelil Peiraagh Ngare Sehowar
4. Alleghuur School Angaang

KOPIYAAL ALLEGH KKAAL EMMWEL SCHAGH UBWE TINGOR ME BWULAASIYOOL
PUBLIC SCHOOL SYSTEM BOARD OF EDUCATION, LOWER BASE, SAIPAN, MP
96950.

NGARE EGHAL YOOR TIPOMW REEL ALLEGH KKA AA FFEER 1ISCH NGALIIR
BOARD OF EDUCATION NGARE AFANGA LLOL POST, NGE UBWE IKKAISUL,
ATTENTION: BOARD OF EDUCATION, P.O. BOX 1370, SAIPAN, MP 96950,
ELIIGH (30) RAL SANGI RAL YE E TOOWOW AROMGOROMG YEEL MELLOL
COMMONWEALTH REGISTER.

rd
-

XM ’ l—’l ,q g? & K
Maram, ral, raagh Mr. Luis M. Limes/
Chairman-il Board of Education
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POLICY STATEMENT

BUDGET

Budgeting is an essential element of the financial planning, control, and
evaluation process of any governmental unit. Annual operating budgets
represent plans fotr current expenditures and the proposed teans of
financing them. They are alse the primary means by which these activities
are legally controlled.  Because Statement 1 of the Governmental
Accounting, Auditing and Financial Reporting (GAAFR) requires detailed
budgetary comparisons for governmental accounting, and section 203(b) of
PL 3-63 requires that financial reporting and accounting systems be
gstablished in conformity with GAAFR Htatement 1, the budget will be
prepared in conformity with generally Accepted Accounting Principles
(GAAP). '

&3 an action plan, the budget represents the Public Scheol System’s (PSS)
blueprint for the coming months and years, expressed in monetary terins.
It reflects the realistic goals and objectives which resulted fromn the Eoard
of Education's {BOE) decisions concerning the directions the P55 will take in
the future. It alse serves as a tool for monitoring the financial activity
throughout the year. This will allew the BOE to compare actual finaticial
petformance with the budget, evaluate the effectiveness of the execntion
of the financial plan, and control the operation by taking corrective acticn
whenever the comparison indicates a significant deviation from the plan.

Because policies represent a definite course or method of action selected to
gnide and determine present and future decisions, the BCE adopts the
following budgetatry policies.
BUDGETARY POLICIES
1. It is the expressed intent of the Board of Education to comply with
the provisions of any and all applicable laws that relate to the

prepatration and presentation of budgets and the budgeting
process. Specifically: PL 4-32 (the 1984 Compensation Adjustment
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Act); PL 3-68 (the Planning and Budgeting Act of 1983); PL 5-31
{Operations Appropriations Act of 1987} PL 5--38 (Fiscal Year
1987 Supplemental Appropriations Act), and any and all applicable
legislation subsequent to these laws that either todifies the
existing legislation or adds new legislation to this area.

2. The Board of Education intends to comply with basic principls g,
includitg any subsequent official prononticements, as set forth in
Gowvernmental Accounting, Audiling, and Financial Reporting
(GAAFR) Statement 1. This principle states that: an annnal budget
should be adopted by every governmenital unit; the accounting
systetn should provide the basis for approtiate budgstary control;
and budgetary cotnparisons should be included in the appropriate
Iinancial statements and schedules for governmental funds for
which an annual budget has been adoptad.

It iz the responsibility of the BOE to provide direction by
establishing overall objectives, goals, and relative priorities with
input from the Commissioner of the PSS, when requited-npon
which the preparation of the annual cperating budget is based.
Therefore, the BOE resclves to form a BOE Budget Committee that
will be responsible for conveying the BOE's priorities, goals, and
objectives to the Comtmissioner; and for overseeing the preparation
of an annual operating budget that meet these criteria.  The
Lommissioner will be respotisible for the preparation of the annual
operating budget, and the completed budget will be presented to
the Budget Committee for its review and approval. Once approved
by the committes, the budget will e forwarded 1o the entite BOE
for its review, approwal and transmitted to appropriate CNMI
- agencises and the Legislature.

L)

4. To coordinate all areas that impact the tolal financial operating
plan, the budgeting process must be integraled at all levels
Without this integration thete cannot be efficient and effective
coordination between CIP projects, Federal programs, and Local
Appropriations. It is the responsibility of the Comtunissioner 1o
implement procedures that result it a coordinated effort. designed
to accomplish this integration in an efficient and effective tnanner.
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! 5. In the event that the appropriated funds are less than budgeted
amounts approved by the BOE, the Board will re-evaluate its
relative priorities, goals, and objectives based on the available
resources.  After this re-svaluation process is completed, the
Budget Committee will convey this information to the
Comtnissioner; and oversee the modification of an annuval
operating budget that meets these criteria in light of the funding
available. Once the budget has beeh modified, it will be presentsd
te the Budget Commitiee by the Commissioner for its review and
approval. After approval by the commities is obtained, the budget
will be forwarded to the entire BOE for its review and approval.

b, To add a degree of flexibility needed to accommodate changing
conditions and circumstances, the BOE will require the ability to
reprogratn funds within the limits established in PL 3-865 and other
applicable laws of the CNMI. Where PL 3-68 section 402(c) defines
the reprogramming authority for agencies and departients, the
Chairtnan of the BOE or his authorized designee will act with the
authority equivalent to these public officials listed in section 401{b)
throngh (p).

-]

To meet its future needs, the BOE will establish a Long-Range
Budget Planning Committee. This cominittee will assums the
responsiblity of preparing a five year financial master plan, and
updating the plan on an annuval tasis. The plan will be based on
the goals and objactives that all members can agree upon as being
reasonable.

Becanse this master plan focuses on geals and objectives inh an
attempt to establish a purpose and direction for the PSS, associated
costs will be considered only after a purpose and direction have
been established. At that time, the Comnissionet of the P53 along
with appropriate management petrsonnel will work with the
comtnittes to prepare realistic cost estimates for the specific goals
and objectives established by the commitiee. Then the means of
financing these goals and objectives will be analyzed.
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BUDGET PROCEDURES

These procedures will be used in the preparation of the annual operating
budget for the PSS, For the purpose of applying these procedures the
tertns program directors and principals are interchangsable; program
directors will follow these procedures to the extent that the procedures
apply to specific programs unless otherwise stated.

The timeline for the budget process is as follows:
Nov. 15th program managers and principals subtnit their budget o the
Fiscal Office for compilation and for presentation o the Managetnent

Cominitiee.

Now. 30th Fiscal Office presents cotnpiled budget to the Managsinent
Lommitiee for review and comments.

Dec. S5th Management Comimitiee presents budget through the
Comtnissioner to the Board.

Dec. 15th Beard of Education reviews and acts on the budget.

Dec. 15 to Januvary 3lst Revisions made as appropriate and as approved by
the Board.

Feb. lst Budget is presented to the Senate, House and the Office of the
QOTernor.

1. Projections for student enrollment will be incorporated in budget
preparations to assist in determining staffing requiremnsnts and
amounts to tudget for the "all others” category.

[ QW]

BOE approved student/feacher raticos will serve as the basis for
hiring teachers in each school.

CIP projects that will impact on the schools will be included.

L2

4. Teachets will submit a detailed list of supplies and instructional
materials showing the most currnet cost to the principals.
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5. Verification of all school personnel in terms of their position titles,
base salary, grades and step will be made. For all new positions,
witlen: justifications must be provided.

o

The principals will review the detailed information provided by
their teachers for the "all others” category and add additional
requests on all others with justification. Mazimum allowable
amnount in the "all others” category is $600 per student.

7. Principals are responsible for coordinating preparation of their
lecal budget in reference to federal funds allotted for any of their
programs requiring supplemental funding from the local budget.

8. A Management Committee consisting of the fellowing individnals
will coordinate the preparation and presentation of the annual
operating budget to the BOE: the Commissioner of Education (COE),
the Deputy Commissioners of Instruction and Administration; the
‘Federal Program Coordinator; the Fiscal and budget Officer; and
the Comptroller.

9. The principals will submit their complsted budgets to the
Managetnent Committee for review. After commitiee review, the
Fiscal Office will compile the annual operating budget.

10. The completed budget will be submitted by the Commissioner to
the BOE for ifs review and approval. Once approved, the budget
will be submitted te the appropriate governmental agencies for
processing through the appropriations process.

1. Should the approved budget be less than the requested budget, the
budget revision process will begin with the Commissioner onward
te the principals and the teachers. The revised budget will be
presented to the Management Committee for its review and
presentation to the Comtnissionsr before it is presented by the
Comnissiotier to the Board for its review and approval.
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GENERAL RULES ON TRAYEL

Authority: P.L. 6-10 authorizes the CNMI Board of Education to promulgate
regulations pertaining to fiscal management for the Public School System.

Applicability,  This section applies to official travel performed in the
interest of the Public School System by Public School System employees
and the Goard of Education where specified. Other individuals covered by
this section include consultants, employees eligible for repatriation and
individuals who are traveling on official business for the Public School
System.

beneral Bules: Only official travels which are considered hecessary to
accomplish a purpose in the most economical manner shall be authorized
taking into consideration other more economical means of accomplishing
the purpose.

Travel Authorizations

1. All official travel shall be authorized with an approved "Travel
Authorization” (TA). Situations requiring emergency official travel
shall be permitted upon approval of a written justification

2. Trip-by-trip authorization shall be issued to allow an individual to
perform official travel. This authorizetion shall include:

a. Specific Purpose
b. Winerary (schedule of departure, arrival and destination)
c. Estimated Cost

3. Within CNMI Travel shall be requested by the Deputy Commissioner or
the highest supervisor below the Commissioner and authorized by the
Commissioner.

4. Out of CNMI travel shall be requested by the Commissioner and
approved by the Chairman of the Board of Education. The following
information must be attached to the Ta before presented to the
Chairman of the Board and to the Commissioner as appropriate:
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a. Justification memorandum for the trip.

b. Document of invitation and/or agenda

C. Specific Purpose

d. ftinerary {schedule of departure, arrival and destinations)

Estimated Cost

w

2. Within CNMI travel reguests shall be submitted to the Commissioner
no later than 5 working days prior to the travel date. Out of CNMI
travel shall be submitted to the Commissioner and the Chairman of
the Board of Education no later than 10 working days prior to
commencement of travel.

B. instructions for Travelers shall be attached to all approved travel
authorizations notifying travelers of their responsibilities in
accounting for all procurement documents such as unused tickets,
coupons, receipts, and other documents that will be required for
completion of vouchers or for accounting Tor travel cancellations.

7. ThAs shall not be issued if there is an outstanding voucher or if an
putstanding expense by the traveler has not been paid. Exceptions to
this rule may be made at the discretion of the Comrissioner

8. TAs may be amended only upon approval by the reguesting and

appraving officials. A justification memorandum for the amendment
must be attached. Any diversion from what was specified on the
approved TA must be presented as amendment TA and shall be
approved by the appropriate requesting and approving officials.
Amendments to TAs must be in the interest of the Public School
System.

3. Travel Expenses: Expenses anticipated in the fulfillment of an
official travel may include the following:

a. Transportation. 55 will authorize mode of transportation
which will result in the greatest advantage to the PSS
considering factors such as per diem, overtime, lost worktime,
itransportation costs, distance of travel, number of travelers,
and stopovers. Travel by commaon carrier which is most
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efficient and economical to the PSS shall be selected unless
this will impose undue hardship upon the traveler or would
seriously interfere with the performance of business by the
traveler. Perszonal preferance or minor ihcohveniences to the
traveler shall not be the overiding concern and shall be at the
expense of the traveler.

b, Car rental may be suthorized if it is essential for the
performance of official business and if a PSS owned vehicle is
not available.

c.  Privately owned vehicles shall be authorized only if it is
absolutely necessary in the performance of official business
and it is more economical than other methods of transportation.
Authorization to use a privately owned vehicle shall be
included in the TA. If a traveler chooses & privately owned
vehicle as a matter of personal preference and is compatible
with the performance of official business, such use may be
authorized for reimbursement only upon the approval of the
authorizing official on the TA. Transportation by bus, train,
taxi between lodging and place of business is allowed as
transportation expense. Receipts for expenses above §5.00
must be submitted for reimbursement. Transportation to
obtain meals at the nearest suitable place will be reimbursed
only if a statement justifying this need is attached to the
voucher.

d. Termination of travel due toillness may be authorized prior to
completion of temporary duty assignment. Termination of
travel as o result of the traveler's own misconduct shall be at
the expense of the traveler.

g Travel by routes other than what was authorized shall be
sllowed if it can be established as necessary and will not incur
additional expense to the PSS not related to official business
to be performed by the traveler.
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. Insurance for collision damage shall be paid by PSS for official
travel requiring the use of a vehicle and as authorized in the
Ta. Damages to rented vehicles may be paid up to the deduct-
ible amaunt shown in the rental contract if it can be proven
that the damage occured while the vehicle was used for
official business only. Personal accident insurance is hot
reimbursable.

g.  Expenses incurred due to cancellation of flights by the airline
shall be the responsibility of the airline. &ny payment from the
girline in the form of a ticket, coupon or monetary means shatll
be reimbursed to the PSS and not the traveler. The traveler is
obligated to submit these documents to the PSS, Lodging and
meal expenses incurred as g result of flight cancelation shall
be the responsibility of the airline. 1t is the responsibility of
the traveler to ensure that the airline covers these costs.
Refunds to traveler for price differences on c-hanged flight leqgs
shall be forwarded to the PSS, All tickets issued to PSS
travelers on official business shall mdn:ﬁte that refunds must
be sent to the Public School System and not to the traveler

h.  “oluntary cancellation of reseryation on the part of the

ermployee shall be at the expense of the employgee and not the
PS5, Employees on official travel status shall not voluntarily
cancel their reservations if it will interfere with performance
of official duties. Employees who voluntarily delay their travel
while on official duty enroute to home destination shall be
charged annual leave for additional hours or days that theu
miss as a result of voluntary postponement of travel.

i. Miscellaneous expenses such as excess baggage, communication
costs, gasoline, baggage transfer and others that are incidental
to performance of official business shall be reimbursed only

- when authorized and when accompanied by explanation for each
gxpense item.
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j. Per Diem rates established by the CNMI Government shall be
followed by the PSS, Expenses covered by per diem include
charges for 1odging, meals, fees and tips, laundry, and
transportation between lodging and places where meals are
taken except as otherwise noted.

k. Actual Subsistence rates must be authorized in advance ik view
of the nature of business to be conducted. To determine the
actual subsistence rate, reasonable cost of lodging for the
humber of days authorized plus $25 a day for meals and
miscellaneous subsistence expenses shall be reimbursed to the
traveler. Cost of ground transportation related to official
business activity may be reimbursed in addition to the $25
dollars o day for meals and miscellaneous subsistence
expenses. Receipt of ground transportation expenses shall be
gttached to the voucher for reimbursement. Actual subsistence
reimbursement shall not exceed 55% of the established per
diem rate. Lodging receipts must be submitted with the travel
voucher

1 whenever a travelar interrupts his/her travel for personal
reasons or due to illness or injury not due to his/her own
misconduct, the proper leave application must be filed with the
voucher and approved by the authorized official.

m.  while on travel =tatus, if hospitalization is required, no per
diem =shall be authorized or if paid in advance, shall be
reimbursed by the traveler,

n.  ‘where meals and/or lodging are provided without cost to the
traveler while on official business, the appropriate amount
shall be deducted from the subsistence rate or from the per
diem rate. Registration fees paid to traveler or agency must be
carefully reviewed to ensure that additional subsistence
expense 15 not ihcurred by the PSS,
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TRAYEL AUTHORIZATION WITH NO EXPENSE TO PSS

Travel sponsored by agencies other than PS5 must be approved with a
Travel Authorization showing zero travel expense. All travel performed by
PSS staff at the expense of agencies other than the PSS must be in the
interest of the PS5. Proper leave must be applied if the traveler requires
gdditional days from duty station for personal reasons not related to the
purpase of the travel. The leave application must be attached to the TA

TRAVEL ADYANCE
GEMERAL RULES: A travel advance form shall be filled by the traveler to

authorize release of checks., The travel advance form shall be submitted -
with the TA.

Travel adwvance checks shall be releassed on a timely basis. It is
recommended that advance check not be issued too early prior to the travel
date. One hundred percent (100%) of the travel advance allowed shall be
issued to the traveler.

Travel advance should be considered as a loan to the traveler until proper
reconciliation of approved travel exzpenses has been authorized and no
putstanding amount is due to aither the traveler or the PSS.

TRAVEL YOUCHER

GENERAL RULE: ‘within 10 working days upon completion of travel, the
traveler must submit a travel voucher following these procedures.

a.  Front page {self explanatory).
b Reverse page: complete the form by filling in the appropriate
space the Tocal date, time of arrival and departure, and

location. Mote any departure from approved travel routes and
dalays.
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c. Itemize and justify expenses to be reimbursed to the traveler
and attach receipts as appropriate. Receipts for expenses
beyond $5.00 must be attached. Example of expenses may
inciude:

1. Taxi receipts must show the date, points of departure and
destination as well as the total amount. Taxi expenses for
business other than to conduct official business will not
be reimbursed and should be covered by the per diem
allowed.

2. Airline ticket stub and car rental receipts if authorized on
the TA.

v

Gasoline receipts, bus fares, traveler's check fees not fo
exceed $5.00., official communication expenses if
authorized, parking or toll fees related to the conduct of
official business, fees for transfer of baggage, etc.

4. Statement on mileage expenses for the use of a private
yehicle when authorized on the TA.

2. Unused ticket coupons.

Attached the original Ta&, trip report and other documents that will
support your voucher.

Lack of receipt must be fully explained.
TA's approved but at the expense of agencies other than PSS require
submission of voucher upon completion of travel. A trip report is required

plus any leave application applicable.

Fayroll deduction will be initiated within 15 working days if voucher is
not submitted by the traveler.

if the travel advance exceeds reimbursement due, the balance will be
deducted from the traveler's paycheck no later than 15 days after the
traveler has been official notified of amount due to PSS,
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If travel is cancelled for any reason, immediate refund of travel advance
shall be made. Purchased tickets or unused GTRs shall be returned to PSS.
Payroll deduction shall be initiated if the traveler fails to act within 5
working days.

Responsibility of careful examination of voucher rests with the Fiscal
staff of the PS5, Each voucher must be examined to ensure that it is
property prepared according to procedures before it is reviewed by the
appropriate program manager, the Cormmissioner and/or the Chairman of
the Board. Certification for pagment must be made after the signature of
appropriate officials are completed. Vouchers must be accurate, expenses
being claimed must be authroized and allowable expense, receipts are
attached, justifications, statements are provided to support claimed
gexpense, trip reports have been attached and the original TA, unhused
tickets if any, and other documents necessary to support the voucher have
been attached. The voucher examiner shall initiate the voucher for review
by the appropriate officials. Notes shall be made by the examiner if any
discrepancy exists and forwarded to the traveler for clarification or
correction before it is routed to the officials for signature and approval.
Upon signature by appropriate officials, any refund due to PSS or to the
traveler shall be processed by the Fiscal Section no later than S waorking
days.

Appropriate procedures including possible 1egal action may be initiated in
case of fraudulent claims. Documentation of this process must be made in
wiiting by the Fiscal Section and the appropriate official of PSS

The above reguiatinns shall not apply to travel for repatriation or other

travels for which additional regulations may be established and approved
by the Board of Education.

COMMONWEALTH REGISTER VOL. 11 NO. 02 FEBRUARY 15, 1989 5893



COMMONWEALTH OF THE NORTHERN MARIANA ISLANDS
PUBLIC SCHOOL SYSTEM PROCUREMENT REGULATIONS

Article 1. — GENERAL PROVISIONS
Part & — General

PSSPR 1-101 Purpose

(1) Interpretation. These regulations shall be construed and
applied to promote their underlying purposes and policies.

(2) Purposes and Policies. The underlying purposes and policies
of these regulations are:

{(a) to provide for public confidence in the procedures
followed in public procurement;

{(b)> to insure the fair and equitable treatment of all
persons who deal with the procurement system of the
Public School System;

{c)> to provide increased economy in Public School System
procurement activities and to maximize to the Ffullest
extent practicable the purchasing value of public fundsj

(d) to foster effective broad-based competition within the
free enterprise system; and

{e> to provide safeguards for the maintenance of a
procurement system of quality and integrity.

PSSPR 1-102 Authority

These regulations are promulated under the auvthority of PL &-10
which make the Board of Education accountable and the
Commissioner of Education responsible for procurement and supply
in the Commonwealth of the Northern Mariana Island“s Public
School System.

PSSPR_1-1083 Supplementary General Principals of Law Applicable

Unless displaced by the particular provisions of these
regulations, the principals of law and equity including, but not
1imited to, the Uniform Commmercial Code of the Commonweal th,
EDGAR, and common 1aw of fraud, conflicts of interest, waste,
false pretenses, and public purpose shall supplement these
regulations.

T

COMMONWEALTH REGISTER VOL. 11 NO. 62 FEBRUARY 15, 1989 5894

IIlIllIIIlllIIII-IlIIII-I-I-I-III--I-I-l-I-I-I-I--II-I-I-I--IIII-I-I--IIII-



P-2
PSSPR_1-104 Regquirement of Good Faith

These regulations require all parties, including Public School
System employees and contractors, invdlved in the negotiation,
bidding, performance or administration of the Public School
System contracts to act in good faith.

PSSPR 1-105 Application of Regulations

Except as otherwise specificed by law, these regulations apply to
every expenditure of Public School System funds irrespective of
source, including federal assistance monies and Covenant funds,
which are not subject to federal procurement requirements. These
regulations do not apply to contracts between the government and
its political subdivisions or other governments. Mothing in
these regulations shall be construed to prevent any governmental
body or political subdivision from complying with the terms and
conditions of any grant, cooperative agreedment or memoranda of
understanding.

PSSPR _1-106 Severability

If any provision of these regulations or any application thereof
to any person or circumstance is held invalid, such invalidity
shall not affect other provisions or application of these
regulations which can be given effect without the invalid
provision or application, and to this end, the provision of this
Code are declared to be severable.

PSSPR _1-107 Validity of Contract

Mo Public School System contract covered by these regulations
shall be valid unless it complies with these regulations.

PSSPR _1-108 Remedy Against Emploree

Any procurement action of an employee of the Public School System
in violation of these regulations is an action outside the scope
of his or her employment. The Public 5School System will seek to
have any liability asserted against it by a contractor which
directly results +from these improper acts to be determined
Judicially to be the individual liability of the employree who
committed the wrongful act.
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Part B — Definitions

PSSPR 1-201 Definitions

As wused in these regulations, unless the context otherwise
requires, the following meanings apply:

1. "Legal Counsel” means the Attorney hired by the Board of
Education.

2. "Board of Education” means the elected head body as provide
by the constitution and Public Law.

3. "Commissioner of Education" means the Chief State School
Officer appointed by the Board of Education to administer
the Public School System.

4. "Construction” means the process of building, altering,
repairing, improving or demolishing a public structure or
building or public improvements commonly Known as "capital
improvements". It does not include the routine maintenance
of existing structures, buildings, or public real property.

S. "Contract” means all types of agreements, regardless of what
they may be called for the procurement of supplies, services
or construction.

6. "Cost—Reimbursement Contract® means a contract under which a
contractor is reimbursed for cost which are allowable and
allocable in accordance with the contract terms and these
regulations, and a fee, if any.

7. "Dispute®” means a disagreement concerning the legal rights
and obligations of contracting parties, which, if not
settled by mutual agreement, must be referred to a neutral
third party for resolution.

8. "Employee® means an individual receiving a salary from the
Public School System, including appointive and elective
officials and non-salaried individuals, including those on
honorarium, performing personal services for the Public
School System. This definition extends to Board of
Education and members of their staff. Consultants, indepent
contractors and part-time workKers shall be considered
employees.

?. "Goods" means all property, including but not 1limited to
equipment, materials, supplies, food items and commodities
and other tangible personal property of any kKind or nature,
printing, insurance, leases of real and personal property,
and sale or other disposal of real and personal property.
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19. "Governor®” means the Governor of the Northern Mariana
Istands.

I1. "Invitation for Bids" means all documents, whether attached
or incorporated by reference, utilized for soliciting bids.

12. "0fficial with Expenditure Authority" means the Chief State
Officer who may extend, obligate, ear mark, encumber or
otherwise commit public funds wunder Public Law 3-48, or
under any annual appropriation act.

13. "Person” means an individual, sole proprietorship,
partnership, Joint venture, corporation, other
unincorporated association or a private legal entity.

i4. "Procurement” means buying, purchasing, renting, leasing or
acquiring construction, goods or services., It also includes
all functions that pertain to the obtaining of constrution,
goods or services, including description of requirements,
selection and solicitation of sources, preparation and award
of contract, and all phases of contract administration.

15. "Purchase Description®™ means the words used in a soliciation
to describe the goods, services or construction to be
purchased and includes specifications attached to, or made
part of, the solicitation.

154. "Responsible” in reference to a bidder means a person who
has the capability in all respects to perform Ffully the
contract requirements, and the integrity and reliability
which will assure good faith performance.

17. "Responsive" in reference to a bidder, means a person who
has submitted a bid which conforms in all materials respects
to the invitation for bids.

18, "Services" means the furnishing of time, labor or effort by
a person other than an employee, and not involving the
delivery of a specific end product other than reports, plans
and incidental documents. '

i

Part C - Public Access

PSSPR _1-301 Public Access to Procurement Information.

Procurement information shall be a matter of public record and
shall be available for public inspection. Procurement
information may be Kept confidental when necessary to insure
proper bidding procudures. This decision shall be made only by
the Board of Education.
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Article 2 - PROCUREMENT ORGAMNIZATION
PART A — Chief of Procurement and Supply

PSSPR 2-102 Creation of Procurement and Supply Division.

There is hereby created in the Public School System a Division of
Procurement and Supply under the management of the Commissioner
of Education in the execution of those duties authorized under
Public Law 3-463, or under any annual Appropriations Act.

PSSPR 2-101 Chief of Procurement and Supply

The Commissioner of Education shall appoint a Chie+f of
Procurement and Supply to administer and supervise the day—to-day
activities of the Division.

PSSPR 2-103 Duties of the Chief

The duties and responsibilities of the Chief include, but are not
limi ted to, the following:

(1) oversee that these regulations are observed in all Public
School System Procurement;

{2) hear all appeals of protests and disputes;
(3> conduct bidding, procurement, negotiation or
administration of Public 8School System contracts upon

request of the official with expediture authority;

{4) provide advanced planning for the centralized purchase of
Public School System supplies;

(D) exercise general supervision and control over all
inventories of supplies belonging to the Public School
System;

(&) establish and maintain programs for the inspection,
testing and acceptance of supplies;

(7) exercise general supervision and control over the
emplorees of this division.

PSSPR 2-104 Contract Oversight

(1> The Chief Procurement and Supply is responsible Ffor
certifyiing the correctness of all contracts according to
the Public School System Policies; '
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(2> The contract shall then be approved by the Comptroller or
his designee. for certification of funds;

(3> The contract shall be approuéd by the Commissioner of
Education for expenditure authority;

(4> The contract shall then be approved by the Chairman of the
Board of Education;

(3> Upon his own initiative or upon the request of the Public
Auditor, the Chief may refer any contract to the Public
Auditor for a recommendation before he approves or
disapproves the contract.

(48> The Public School System’s Legal Counsel shall certify the
form and 1legal capacity of every Public School System
contract, change order, or purchase order. No contract
for personal services or employment shall be approved if
it is retroactive for more than thirty (30) days.

{7) The Personnel Officer shall approve all contracts for
employment or personal Services, including excepted
services contracts and contracts for services by an
independent contractor in a nonemployment status.

(8> A contract may be referred back to the Commissioner of
Education for further review based on additional evidence
that it may not comply with these regulations. I1f the
Commissioner of Education withdraws approval or refuses to
approve a contract, he shall state in writing the basis
for his determination.

(?> It is the responsibility of the official with expenditure
authority to ensure that the contractor does not sign the
contract or incur any expenses under it until all
necessary government signatures have been obtained. The
supervision and inspection of a project is the primary
responsibility of the official with expenditure authority.

(10 Mo contract is effective against the Public School System
until all the Public School System officials whose
signatures appear on the contract form have signed the
contract. A contract shall contain a Right to Audit
Records Clause,.

PSSPR 2-1035 Split Contracts

If the Chief Procurement Officer determines that a contract has
been split into subcontracts for the purpose of avoiding bidding
or if a change order or modification is unreasonably being made
to increase the contract price where a contract has been bid and
- awarded to the lowest responsible and responsive bidder, then the
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Chief may require the contract or the modification to be
competively bid. - An unreasonable modification or change order
would be, for example, one which would have been reasonably
foreseeable at the time of the formation of the contract.

PSSPR 2-104 Acceptance of Gratuities by Chief of Procurement and
Supply Division Emplorees

(1> In addition to the restrictions found in PSSPR &-203, the
Chief and the employees of the Procurement and Supply
Division shall be subject to these additional restrictions
to avoid the appearance of impropriety.

(2> The Chief or his employees cannot accept from any person any
gift of wvalue given to them with the intent to influence
their business judgement.

Part B - Procurement Function

PSSPR 2-201 Procurement Services

Upon request of any official with expenditure authority, the
Chief shall provide assistance or conduct the bidding,
procurement, negotiation or administration of a particular
contract.

PSSPR 2-202 Centralized Procurement of Supplies.

The Chief may, with the approval of the Commissioner of Education
purchase supplies in large quantities to be relied upon by all
departments, agencies, offices and branches when in the best
interest of the Public School System. No separate contract or
purchase order for these supplies will be approved.

Article 3 — SOURCE SELECTION AND CONTRACT FORMATION

PART A - Source Selection

PSSPR_3-101 Methods of Source Selection.

Unless otherwise authorized by law or by regulation, all Public
School System contracts above #10,001.00 subject to Public School
System Procurement Regulation 3-103 shall be awarded by
competitive sealed bidding, except as provided in:

(1> PSSPR 3-103 {(Small Purchases);
(2> PSSPR 3-104 (Sole Source Procurement?
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(3
(4>
(3
&)

PSSPR 3-105 (Emergency Procurement)
PSSPR 3-1046 (Competitive Sealed Proposals);
PSSPR 3-107 (Professional Services);
PSSPR 4-102 (Architect—-Engineer Services).

PSSPR 3-102 Competitive Sealed Bidding

(1) Invitation for Bids. An invitatiton for bids shall be
issued and shall include at the minimum:

(a)
(b)
{(c)
(d)

(e)

(>
(@
Ch)

(i)
()

an invitation for bids number;

date of issuance;

name, address and location of issuing office;

specific location where bids must be submitted;

date, hour and place of bid openings;

a purchase description in sufficient detail to permit
full and open competition and allow bidders to properly
respond;

quantity to be furnished;

time, pltace and method of delivery or performance
requirements;

essential contractual terms and conditionsj; and

any bonding requirements.

(2 Public HMNotice. Adequate public notice of the Invitation
for Bids shall be given a reasonable time prior to the
date set forth for the opening of bids. Publication of
notice in a newspaper of general circulation in the
Commonwealth once in each week over a period of thirty
(30> calendar days shall be deemed to be adequate notice.

(2) Bidding Time, & bidding time of at least thirty (302
calendar days shall be provided, wunless the Chief
determines a shorter period is reasonable and necessary.

(4) Bid Receipt. All bids shall be submitted to the Office of
the Chief of the Division of Procurement and Supply. Bids
shall be received prior to the time set for opening and
shall be maintained sealed in a locked receptacle at that
office. If a bid is opened by mistake, it shall be

(352

resealed and the person who opened the bid shall write his
signature and print his title on the envelope and deliwver
it to the Chief. No information contained in the bid
shall be disclosed prior to the bid opening. The Chief
shall cause the opened bid to be placed into the sealed
receptacle.

Bid Opening. The bid opening shall be conducted by the
Chief of Procurement and Supply at the Office of the
Commissioner of Education. Bids shall be opened publicly
in the presence of one or more witnesses at the time and
place designated in the Invitation for Bids.
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The Chief shall be present at the Bid Opening. The bids
received prior to the bid closing date shall be publicly
opened. The amount of each bid, together with the name of
each bidder shall be recorded, the record and each bid
shall be open to public inspection. The Chief shall
prepare a written summary of the bid opening.

(&) Bid #Acceptance and Bid Ewvaluation. Bids shall be
unconditionally accepted without alteration or correction,
except as authorized in these regulations. Bids shall be
evaluated based on the requirements set forth in the
Invitation for Bids, which may include criteria as is
necessary to reasonably permit a determination as to the
acceptability of the bid for the particular purpose
intended.

(7)Y Bid Rejection. A bid may be rejected for any of the
following reasons:

{a) failure to conform to essential requirements of the
Invitation for Bids such as specifications or time of
delivery;

{(b)> imposition of conditions or restrictions in the bid
which modify requirements of the invitation or limit
the bidder‘s liability to the Public School System.
For example, bids shall be rejected in which the
bidder: :

(i protects against future changes in conditions,
such as increased costs;

{ii) Fails to state a price and indicates that price
shall be the price in effect at the time of
delivery;

(iii) states a price but qualifies it as subject to
price in effect at the time of the delivery; or

{iv) 1limits the rights of the Public School System.

{c) unreasonableness as to price;
{(d> a bid from a nonresponsible bidder.

{8) Correction or Withdrawal of Bids; Cancellation of Awards.
Correction or withdrawal of inadvertently erroneous bids,
before or after award, or cancellation of awards or
contracts based on bid mistakes must be approved by the
Chief in writing. After the Bid opening, no changes in
bid price or other provisions of bids prejudicial to the
interest of the Public School System or fair competition
shall be allowed. Whenever a bid mistake is suspected,
the Commissioner of Education shall request confirmation
of the bid prior to award.
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In such an instance, if the bidder alleges an error, the
Commissioner of Education shall only permit correction of
the bid or withdrawal of the bid in accordance with
subparagraph {(a) or (b,

(a) Correction of Bids. Correction of bids shall only be
permitted when:

{i> an obvious clerical mistakes is clearly ewvident
from examining the bid document. Example of such
mistakes are errors in addition or the obvious
misplacement of a decimal point; or

{ii> the otherwise low bidder alleges a mistakKe and
the intended bid is evident from the bid document
or is otherwise supported by clear and convincing
evidence as to the bid intended and the corrected
bid remains the low bid. A& low bidder may not be
permi tted to correct a bid mistakKe resulting from
an error in Jjudgement.

(b Withdrawal of Bids. Withdrawal of a bid shall only be
permitted where the otherwise low bidder alleges a
mistake and there is clear and convincing evidence as
to the existence of a mistake.

(c?> Cancellation of Awards. Cancellation of awards or
contracts shall only be permitted when:

{i> evidence as to the existence of the mistake is
not discovered until after the award;

{ii?> performance of the contract at the award price
would be unconscionable.

(?) Award.

(a) The Contract must be awarded with reasonable
promptness by written notice to the lowest responsive
bid by a responsible bidder whose bid fully meets the
requirements of the invitation for bids and these
regutations. Unsuccessful bidders shall also be
promptly notified.

(b)Y Notice of an award shall only be made by the
presentation of a contract with all of the required
signatures to the bidder. HNo other notice of an award
shall be made orally or by letter. HNo acceptance of
an offer shall occur nor shall any contract be formed
until a Public School System contract is written and
has been approved by all the officials required by law
and regultation.
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Public School System contract shall contain a clause
which states that the signature of the private
contractor shall be the last in time to be affixed to
a contract and that no contract can be formed prior to
the approval of all required Public School System
officials.

{c> In the event all bids exceed available funds and the
bid of the 1lowest responsive and responsible bhidder
does not exceed those funds by more than five per cent
(3¥%>, and time or economic considerations preclude
resoliciation of work of a reduced scope, the
Commissioner of Education may authorize the Chief to
negotiate an adjustment of the bid price, including
changes in bid requirements, with the lowest
responsive and responsible bidder in order to bring
the bid price within the amount of available +funds,
The negotiation shall be documented in writing and
attached to the bidding documents.

PSSPR 3—-103 Small Purchases

{1 Any procurement not exceeding the amounts established
herein may be made in accordance with small purchase
procedures. However, procurement requirements shall not be
artificially divided so as to constitute a small purchase.

(2> Bidding is not required for procurement under $10,001. The
official with expenditure authority may obtain price
quotations from at least three (3> vendors and base the
selection on competitive price and quality for procurement
valued up to $10,000.%9%.

{3 Purchase orders may be utilized for small purchases in
subparagraph (2> and (3> only. In no other instance may
purchase orders be utilized instead of contracts.

(4) The cost of shipping, handling and other nonmaterial items

such as taxes and insurance shall not be counted in
determing the 1imit set by this section.

PSSPR _3-104 Sole Source Procurement

(1> A contract may be awarded for a supply, service,
instructional materials or construction item without
competition when the Chief determines in writing that there
is only one source for the required supply, service or
construction item.
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The written determination shall be prepared by the official
with expenditure authority and shall contain the following
information:

(i) the unique capabilities required and why they are

required and the consideration given to alternative
sources.

3-105 Emergency Procurement

(1>

PSSPR

Notwi thstanding any other provision of these regulations,
the Commissioner of Education may make emergency
procurements when there exists a threat to the Public
School System’s health, safety or welfare under emergency
conditions. An  emergency  procurement must be as
competitive as practicable under the circumstances.

3-104 Competitive Sealed Proposals

(1)

(2

(3

4

(3>

(&)

Condition for Use. When the Commissioner of Education
determines in writing upon the advise of the Legal Counsel
that the use of a competitive sealed bidding is either not
practical or not advantageous to the Public School System,
a contract may be entered into by competitive sealed
proposals.

Request for Proposals. Proposals shall be solicited through
a request for proposals.

Public Notice. Adequate public notice of the request for
proposals shall be given in the same manner as provided for
in competitive sealed bids.

Receipt of Proposals. Proposals shall be opened so as to
avoid disclosure of the contents to competing offerors
during the process of negotitation. A register of
proposals shall be prepared and opened for public
inspection after contract award.

Evaluation Factors. The request for proposals shall state
the relative importance of price and other evaluation
factors.

Discussion with Responsible Offerors and Revisions to

Proposals. #As provided in the request for proposals,
discussions may be conducted with responsible offerors who
submit proposals determined to be reasonably susceptible of
being selected for award for the purpose of clarification
and to insure full understanding of, and responsiveness to,
solicitation requirements. Offerors shall be accorded fair
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and equal treatment with respect to any opportunity for
discussion and revision of proposals and such revisions may
be permitted after submission and prior to award for the
purpose of obtaining the best and final offers. In
conducting discussions there shall be no disclosure of any
information derived from proposals submitted by competing
offerors.

(?) Award. Award shall be made to the responsible offeror whose
proposal is determined in writing to be most advantageous
to the Public School System taking into consideration price
and the evaluation factors set forth in the request +for
proposals. Mo other factors or criteria shall be used in
the evaluation and the contract file shall contain the
basis on which the award is made.

PSSPR_3-107 Competitive Selection Procedures for Professional
Services

(1) Procurement Method. The services of accountants shall be
procured as provided in this section except when authorized
as a s=mall purchase, emergency procurement, socle—-source
procurement or non-employment services contracts such as
Special Education related services.

(2) Policy. It is the policy to publicly announce all
requirements for professional services and negotiate
contracts on the basis of demonstrated competence and

qualificiations at a fair and reasonable price. The Chief
Procurement Officer shall maintain files of current
statements of qualifications of professional firms.
Persons engaged in providing professional services may
submit statements of qualifications and expressions of
interests providing such types of services. Persons may
amend these statements at any time by filing a new
statement.

(3> Public Announcement and Form of Reguest for Proposals.
Adequate notice of the need for such services shall be
given by the official with expenditure authority through a
request for proposals. The request for proposals shall
describe the services required, list the type of
information and data required of each offeror and state the
relative importance of partiecular qualifications.

(4) Award. Award shall be made to the offeror determined in
writing by the official with expenditure authority to be
the best qualified based on the evaluation factors set
forth in the request for proposals, and negotiation of
compensation determined to be fair and reasonable. If
compensation cannot be agreed upon with the best qualified
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offeror then negotiations will be formally terminated with
the selected offeror. If proposals were submitted by -one
or more other offerors determined to be qualified,
negotiations may be conducted with such other offeror or
offerors, in the order of their respective qualification
ranking, and the contract may be awarded to the offeror
then ranked as best qualified if the amount of compensation
is determined to be fair and reasonable.

‘Part B - Cancellation of Invitation for Bids
or Request for Proposals

PSSPR_3-201 Cancellation

An invitation for bids or request for proposals may be cancelled
and any and all bids or proposals may be rejected, when such
action is determined by the Chief Procurement & Supply and
approved by the Commissioner of Education to be in the best
interests of the Public School System based on:

(1) inadequate or ambiguous specifications contained in the
solicitationg

(2) specifications which have been reviseds;

(3> goods or services being procured which are no longer
required;

(4> inadequate consideration given to all factors of cost to
the Public School System in the solicitationg

(3) bids or proposals received indicated that the needs of the
Public School System can be certified by a less expensive
good or service;j

(&) all offers with acceptable bids or proposals received are
at unreasonable prices; or

(7)) bids were collusive.

Part C - GQualifications and Duties

PSSPR _3—-301 Responsible of Bidders and Duties

(1) Awards shall be made only to responsible contractors. To
be determined responsible, a prospective contractor must:

(a) have adequate Ffinancial resources to perform the
contract, or the ability to obtain them;
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(b) be able to comply with the required delivery or
performance scheduleg

(c) have a satisfactory performance record;

(d) have a satisfactory record of integrity and business
ethicsy

(e) have the necessary organization, experience and skKills
(or the ability to obtain them), required to
successfully perform the contract;

() have the necessary production, construction and
technical equipment facilities, or the ability to
obtain them;

{g) be otherwise qualified and eligible to receive award
under applicable laws and rulesj; and

{h) submit a wvalid original business license and other
certification as may be required.

{2) Obtaining Information. Prior to award, the official with
expenditure authority shall obtain information +from the
bidder or offeror necessary to make a determination of
responsibility using the factors in paragraph 1 above. The
unreasonable failure of a bidder or offeror to promptly
supply information in connection with an inquiry with
respect to responsibility may be grounds for determination
of nonresponsibility with respect to that bidder or
offeror.

(3) Right of Nondisclosure. Information furnished by a bidder
or offeror pursuant to paragraph 2 may not be disclosed
outside of the office of the Commissioner of Education, the
Chief Procurement Officer, and Legal Counsel or any
involved Public School System employee without prior
consent by the bidder or offeror.

{(4) Nonresponsibility Determination. When a bid or proposal on
which a contract award would otherwise be made is rejected
because the prospective contractor is found to  be
nonresponsible, a written determination shall be signed by
the official with expenditure authority stating the basis
for the determination and this shall be placed in the
contract file.

PSSPR _3-302 Prequalification of Contractors

Prospective suppliers of goods or services may be prequalified
for particular types of construction, goods and services when
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determined necessary by the Chief. Opportunity for qualification
before solicitation shall be afforded to all suppliers.
Solicitation mailing 1lists of potential contractors shall
include, but shall not be limited to, prequalified suppliers. In
no event will bidders be allowed to gqualify after the bid
opening.

Part D - Types of Contracts

PSSPR_3-401 Types of Contracts

(1) Use of a cost-plus-a-percentage-of-cost and percentage of
construction cost methods of contracting are prohibited.

(2> Public School System contracts shall vutilize a firm fixed
priced wunless wuse of a cost reimbursement contract is
jJustified under paragraph 3.

(3> A cost reimbursement contract may be used when the offical
with expenditure auvthority determines in writing which is
attached to the contract that:

(a) uncertainties in the work to be performed make the cost
of performance too difficult to estimate with the
degree of accuracy required for a firm fixed price
contract;

(b) use of a firm Ffixed price contract could seriously
effect the contractor’s financial stability or result
in payment by the Public School System for
contingencies that never occured; or

{c) use of a cost reimbursement contract is likgly to be
less costly to the Public School System than any other

type due to the nature of the work to be performed
under the contract.

Part E - Inspection and Audit

PSSPR_3-501 Right to Inspect Place of Business

The Board of Education and the Commissioner, may at reasonable
times, inspect the place of business of a contractor or any
subcontractor which is related to the performance of any contract
awarded or to be awarded by the Public School System.
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PSSPR_3-502 Right to Audit Records

As required by section 404 of Public Law 3-91, the contractor and
subcontractor or grantee and subgrantee at all lewvels shall
provide the Public Auditor of the Commonwealth with access to and
the right to examine and copy any records, data or papers
relevant to a Public School System contract or grant for a period
of three (3) years after the final payment under the contract or
grant. A clause to this effect shall appear in all Public School
System contracts and obligations.

Part F - Reports and Records

PSSPR 3-401 Report of Anticompetitive or Deceptive Practices

When for any reason any person suspects the following practices
are occurring among bidders, offerors, contractors or
subcontractors, a notice of the relevant facts shall be
transmitted to the Legal Counsel without delay:

{1) unfair methods of competition;

{2) deceptive acts; or

(3> unfair business practices.

These acts are more fully defined at 4 CMC 35101 through 5204,

PSSPR _3-402 Retention of Procurement Records

{1> A1l procurement records shall be retained by the Board of
Education, the Commissioner of Education and the Chief
Procurement Officer.

(2> The Chief Procurement Officer shall maintain a record
listing of all contracts made under sole source procurement
or emergency procurement for a minimum of five (5) years.
The records shall contain:

(a) each contractor‘s name;j

(b> the amount and type of each contract; and

{(c) a listing of the supplies, services or construction
procured under each contract.

(3> All procurement records, except those designated herein as

not subject to disclosure, shall be available to public
inspection.

COMMONWEALTH REGISTER VOL. 11 NO. 02 FEBRUARY 15, 1989 5910



Article 4 — PROCUREMENT OF CONSTRUCTION aAND
ARCHITECT-ENGINEER SERVICES

Part A - Procurement of Construction

PSSPR 4-101 Construction Procurement

(1) Invitation for Bids
(a) Deposit. The official with expenditure authority shall
determine the amount of deposit required for potential
bidders to obtain the invitation for bids.

(b> Contents. The invitation for bids shall be prepared in

accordance with section 3-102(1). In addition, the
following items shall be included in the Invitation for
Bids.

il Notice to Biddeng; General information regarding

the project;

(ii) Instruction to Bidders. Information on the
preparation of bids, bid security requirements and
forms and certifications that must be submitted
with the bid;

(iii) General Conditions. $Standard contract clauses
governing the performance of work;

{iv) Special Conditions. Special contract clauses
depending on the nature and dollar amount of the
work to be performed; and

(v) Technical Specifications. Specifications governing
the technical aspects of the work to be performed.

(2) Bid Security

{a)> Requirement. Bid security shall be required for all
competitive sealed bidding on construction contracts
where the price is estimated by the Commissioner of
Education to exceed %$25,000.00 or when the Commissioner
of Education determines it is in the interest of the
Public School System. Bid security shall be on a bid
bond, in cash, by certified check, cashiers check or
other form acceptable to the Public School System. A
surety company shall hold the certificate of authority
from the U.S. Secretary of the Treasury as an
acceptable surety or other surety acceptable to the
Public School System Legal Counsel.
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(b> Amount. Bid security shall be an amount equal to at
least fifteen per cent (154> of the amount of the bid
or other amount as specified in the Invitations for
Bids depending upon the source of funding.

(c) Rejection of Bid. Failure to furnish bid security, when
required by the invitation, shall result in rejection
of the bid as nonresponsive.

(3) Contract Performance and Payment Bonds

(a) When a construction contract is awarded in excess of
$25,000.00, the following bonds or security shall be
delivered to the Public School System and shall become
binding on the parties upon the execution of the
contract: ‘

Cid performance bond satisfactory to the Commissioner
of Education, executed by a surety company
authorized to do business in the Commonweal th or
otherwise secured in a manner satisfactory to the
Commissioner of Education, in an amount equal to
one hundred per cent {100%> of the price
specified in the contract; and

(ii? a payment bond satisfactory to the Commissioner
of Education, executed by a surety company
authorized to do business in the Commonwealth or
otherwise secured in a manner satisfactory to the
Commissioner of Education, for the protection of
all persons supplying labor and materials to the
contractor or its subcontractors for the
performance of the worK provided for in the
contract. The bond shall be in an amount equal
to one hundred per cent (100X of the price
specified in the contract.

(4> Suits on Payment Bonds. Right to Institute. Every person
who has furnished labor or material to the contractor or
its subcontractors for the workK provided in the contract,
in respect of which a payment bond is furnished under this
section, and who has not been paid in full therefore before
the expiration of a period of ninety (?0) days after the
day on which the last of the labor was done or performed by
such person or material was furnished or supplied by such
person for which such claim is made, shall have the right
to sue on the payment bond for the amount, or the balance
thereof, unpaid at the time of institution of such suit and
to prosecute said action for the sum or sums justly due
such person; provided, however, that any person having a
direct contractual relationship with a subcontractor of the
contractor, but no contractual relationship express or
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implied with the contractor furnishing said payment bond,
shall have a right of action upon the parment bond upon
giving written notice to the contractor within ninety (90
days from the date on which such person did or performed
the last of the labor or furnished or supplied the last of
the materials upon which such claim is made, stating with
substantial accuracy the amount claimed and the name of the
party to whom the material was furnished or supplied or for
whom the labor was done or performed.

Such notice shall be personally served or served by mailing
the same by registered or certified mail, postage prepaid,
in an envelope addressed to the contractor at any place the
contractor maintains an office or conducts its business.

(5> Suits on Payment Bonds. Where and When Brought. Every suit
instituted upon a payment bond shall be brought in a court
of competent jurisdiction for the Commonwealth; but no such
suit shall be commenced after the expiration of one (1)
vear after the day on which the last of the labor was
performed or material was supplied by the person bringing
suit. The obligee named in the bond need not be joined as
a party in any such suit,

(&) Fiscal Responsibility. Every contract modification, change
order, or contract price adjustment under a construction
contract shall be subject to prior written certification by
the Commissioner of Education as to the effect of the

contract modification, change order or adjustment in
contract price on the total project budget or the total
contract budget. In the event that the certification

discloses a resulting increase in the total project budget
and/or the total contract budget, such contract
modification, change order or adjustment in contract price
shall not be made unless sufficient funds are available
therefore, or the scope of the project or contract is
adjusted so as to permit the degree of completion that is
feasible within the total project budget and‘or total
contract budget as it existed prior to the contract
modification, change order or adjustment in contract price
under consideration; provided, howeverm that with respect
to the validity, as to the contractor, of any executed
contract modification, <change order or adjustment in
contract price which the contractor has reasonably relied
upon, it shall be presumed that there has been compliance
with the provisions of this subsection.

PSSPR 4-102 Architect-Engineer Services

(1) Procurement Method. Architect-engineer services shall be
DL procured as provided in this section except when authorized
as a small purchase or emergency procurement.
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(2) Policy. It is the policy to publicly announce all
requirements for architect-engineer services and negotiate
contracts on the basis of demonstrated competence and
qualifications at a fair and reasonable price.

(3) Selection. The Commissioner of Education and the Public
School System’s Capital Improvement Projects office shall
Jointly maintain files of current statements of
qualifications of architect-engineer firms. After public
announcement of requirements for architect—-engineer
services, current statements shall be reviewed together
with those that may be submitted by other firms in response
to the announcement. Discussions shall be conducted with
at least three (3> of the firms regarding the contract
requirements and technical approcach and selection made
therefrom, in order of preference, of no less than three
(3> firms determined to be the most highly qualified to
perform the services required.

{4) Negotiation. The Commissioner of Education shall negotiate
a contract with the highest qualified architect-engineer
firm at a price determined to be fair and reasonable to the
Public 5School System. If a +fair and reasonable price
cananot be negotiated, negotiations shall be terminated and
negotiations shall be undertaken with the second highest
qualified firm. If a fair and reasonable price cannot be
negotiated, negotiations shall be terminated and
negotiations shall be undertaken with the third highest
qualified firm. I+ a fair and reasonable price cannot be
negotiated with any of the firms, the office with
expendi ture authority shall then select additional firms in
order of competence and qualifications and continue
negotiations until a fair and reasonable price is agreed
upon.
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Article 3 - PROTESTS AND DISPUTES
PART A — Bid Protests and Appeals

PSSPR 5-101 Protests to the Commissioner of Education

(1> General

(a) Any actual or prospective bidder, offeror, or contractor
who is aggrieved in connection with the solicitation or
award of a contract may protest to the Commissioner of
Education. The protest shall be received by the
Commissioner of Education in writing within ten (10)
dar¥s after such agrrieved person Knows or should have
Known of the facts giving rise thereto. The
Commissioner of Education shall consider all protests or
ocbjections to the award of a contract, whether submitted
before or after award. I¥f a protest is oral and the
matter cannot be resolved, written confirmation of the
protest shall be requested by the Commissioner of
Education. The written protest shall state fully the
factual and legal grounds for the protest;

(b) Other persons, including bidders, involved in or
affected by the protests shall be given notice of the
protest and its basis in appropriate cases. These

persons shall also be advised that they may submit their
views and relevant information to the Commissioner of
Education within a specified period of time. HNormally,
the time specified will be one (1) weel;

(c) The Commissioner of Education shall decide the protest
within thirty (20> calendar days after all interested
parties have submitted their wviews unless he certifies
that the complexity of the matter requires a longer
time, in which event he shall specify the appropriate
longer time;

(d) When a protest before or after award has been appealed
to the Public Auditor as provided in these procedures,
and the Commissioner of Education is requested to submit
a report, the Commissioner of Education should include
with his report a copy of;

Cid the protest;

(ii> the bid submitted by the protesting bidder and a
copy of the bid of the bidder who is being
considered +for award, or whose bid is being
protested;

(iii> the solicitation, including the specifications on
portions relevant to the protest;

- (iv) the abstract of offers or relevant portions;
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(v) any other documents .that are relevant to the
protest; and v

(vi) the Commissioner of Education signed statement
setting forth findings, actions, and
recommendations and any additional evidence or
information deemed necessary in determining the
validity of the protest. The statement shall be
fully responsive to the allegation of the protest.
I+ the award was made after receipt of the
protest, the Commissioner of Education’s report
will include the determination prescribed in
subparagraph (2>{c) below.

(e) Since timely action on protests is essential, they
should handled on a priority basis. Upon receipt of
notice that an appeal from the Commissioner of Education
decision has been taken to the Public aAuditor, the
Commissioner of Education shall immediately begin
compiling the information necessary +for a report as
provided in subsection (d) above. To further expedite
processing, the Commissioner of Education, upon request
of the protester or the Public éAuditor, should
simul taneously <furnish a complete copy (except Ffor
information privileged by law or which the Commissioner
of Education deems must be confidential in order to
benefit form competitive bidding) to the protester. In
such instances, the protester shall be requested to
furnish a copy of any comments on the administrative
report directly to the Public Auditor as well as the
Commissioner of Education. The Board of education must
be informed of all proceedings with report to any
appeal.

(2> Protest Before dward:

{a) The Commissioner of Education shall require that written
confirmation of an oral protest be submitted by the time
specified in section 35-101 (1> <(a) and may inform the
protester that the award will be withheld until the
specified time. If the written protest is not received
by the time specified, the oral protest may be
disregarded. An award may be made in the normal manner
unless the Commissioner of Education finds it necessary
in his discretion to take remedial action.

(b When a proper protest against the making of an award is
received, the award will be withheld pending disposition
of the protest. The bidders whose bids might become
eligible for award shall be informed of the protest,. In
addition, those bidders shall be requested, before
expiration of the time for acceptance of their bids, to
extend the time for acceptance to avoid the need for
readvertisement.
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In the event of failure to obtain such extensions of
bids, consideration shall be given to proceeding with an
award under subparagraph {(c) below. v :

{c) When a written protest is received, award shall not be
made until the matter is resolved, unless the
Commissioner of Education determines that:

(i the materials and services to be contracted for are
urgently required;

{ii) delivery or performance will be unduly delayed by
failure to make award promptly; or

{iii) a prompt award will otherwise be advantageous to
the Public School System.

{d> If award is made under subparagraph <{(c) above, the
Commissioner of Education shall document the +file to
explain the need for an immediate award. The
Commissioner of Education also shall give written notice
to the protester and others concerned of the decision to
proceed with the award.

{(3) Protest After Award:

Although persons involved in or affected by the filing of a
protest after award may be limited, in addition to the
Commissioner of Education, at least the contractor shall be
furnished the notice of the protest and its basis in
accordance with subparagraph (1) {(b) above. UWhen it appears
likely that an award may be invalidated and a delar in
receiving the supplies or services is not prejudicial to the
Public School System‘s interest, the Commissioner of
Education should consider seeking a mutual agreement with the
contractor to suspend performance on a no-cost basis.

{4) Computation of Time:

{a) Except as otherwise specified, all "days® referred to
in this part are deemed to be working days of the
Public School System. The term "file" or "submit”
except as otherwise provided refers to the date of
transmission.

{b> In computing any period of time prescribed or allowed
by these procedures, the day of the act or event from
which the designated period of time begins to run
shall not be included.

PSSPR S5-102 Appeals of Commissioner of Education’s Decisions to
the Public éAuditor

{1) Jurisdiction; Exhaustion of Remedies. & written appeal to
the Public Auditor from a decision by the Commissioner of
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Education may be taken provided that the party takKing the
appeal has first submitted a written protest to the
Commissioner of Education as provided in PSSPR 3-101 of
these Procedures, and the Commissioner of Education has
denied the protest or has failed to act on the protest
within the time provided for in PSSPR 3-101 (1) (c) above.

(2) Form of Appeal. No particular form of pleading is required
for filing an appeal to the Public Auditor. The appeal
shall, however:

(a) Include the name and address of the appellant; _

(b) Identify the contracting agency and the number of the
solicitation or contract;

{c) Contain a concise, 1logically arranged, and direct
statement of the grounds for appeal; and

{d) Specifically request a ruling by the Public Auditor.

(3> Time for Filing aAppeal. An appeal from the Commissioner of
Education’s decision must be received by the office of the
Public Auditor not later than ten {(10) days from the date
that he should have decided the protest pursuant to section
5101 {1)<{c)> above. Any appeal received after this time
limit shall not be considered by the Public Auditor unless
good cause is shown or unless the Public Auditor determines
that the appeal presents issues significant to procurement
practices that are not detrimental to the Public School
System should the appeal be considered.

{4) Notice of Protest, Submission of Commissioner of
Education‘s Report and Time for Filing of Comments on
Report.

(a) The Public aAuditor shall notify the Commissioner of
Education by telephone and in writing within one (1)
day of the receipt of an appeal, requesting the
Commissioner of Education to give notice of the appeal
to the contractor if award has been made or, if no
award has been made, to all bidders or proposers who
appear to have a substantial and reasonable prospect of
receiving an award if the appeal is denied. The
Commissioner of Education shall be requested to furnish
in accordance with PSSPR 9-101¢1)X<{b of these
Procedures copies of the protest and appeal documents
to such parties with instructions to communicate
further directly with the Public Auditor.

(b) Material submitted by an appellant will not be withheld
from any Commonwealth or federal agency which may be
involued in the appeal except to the extent that the
withholding of information is permitted or required by

- law or regulation. If the appellant considers that the
protest contains material which should be withheld, a
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statement advising of this fact must be affixed to the
front page of the appeal document and the allegedly
proprietary information must be so identified wherever
it appears.

{c) The Public Auditor shall request the Commissioner of
Education to submit a complete report on the appeal to
the Public Auditor as expeditiously as possible
(generally within 23 working days) in accordance with
PSSPR 501(1){(d) of these Procedures and to furnish a
copy of the report to the appellant and other
interested parties as defined in PSS5PR 4-101(4)<(c).

{d> Comments on the PSS report shall be filed with the
Public Auditor within ten (10> days after the Public
Auditor’s receipt of the report, with a copy to the
Public School System and to other interested party.
Any rebuttal an appellant or interested party may care
to make shall be filed with the Public Auditor within
five (9) days after receipt of the comments to which
the rebuttal is directed, with a copy to the Public
School System, the appellant, and interested parties,
as the case may be. Unsolicited agency rebuttals shall
be considered if filed within five (5> days after
receipt by the agency of the comments to which the
rebuttal has been filed.

{e) the failure of an appellant or any interested party to
comply with the time 1imits stated in this section may
result in resolution of the appeal without
consideration of the comments untimely filed.

(3) Withholding of Award. When an appeal has been filed before
award, the Commissioner of Education will not makKe an award
prior to resolution of the protest except as provided in
this section. In the event the Commissioner of Education
determines that award is to be made during the pendency of
an appeal, the Commissioner of Education will notify the
Public Auditor.

(6) Furnishing of Information on Protests. The Public Auditor
shall, upon request, make available to any interested party
information bearing on the substance of the appeal which
has been submitted by interested parties or agencies,
except to the extent that the withholding of information is
permitted or required by law or regulation. Any comments
thereon shall be submitted within a maximum of ten (10D
days.

(7> Time for Submission of Additional Information. Any
addi tional information requested by the Public Auditor from

the appellant or interested parties shall be submitted no
later than five (3) days after the receipt of such request.
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If it is necessary to obtain additional information from
the Commissioner of Education, the Public aAuditor will
request that such information be furnished as expeditiously
as possible.

(8 Conference.

(a> A conference on the merits of the appeal with the
Public Auditor may be held at the request of the
appellant, any other interested party, or the
Commissioner of Education. Request for conference
should be made prior to the expiration of the time
period allowed +for Ffiling comments on the agency
report. Except in unusual circumstance, requests for a
conference received after such time will not be
honored. The Public Auditor will determine whether a
conference is necessary for resolution of the appeal.

(b> Conferences normally will be held prior to expiration
of the period allowed for filing comments on the agency
reports. All interested parties shall be invited to
attend the conference. Ordinarily, only one conference
will be held on an appeal.

(c) Any written comments to be submitted and as deemed
appropriate by the Public Auditor as a result of the
conference must be received  in the Office of the Public
Audi tor within five (5) days of the date on which the
conference was held. '

(i) Time for Decision; Notice of Decision: The Public
Audi tor shall, if possible, issue a decision on the
appeal within 23 days after all information
necessary for the resolution of the appeal has been
received. @A copy of the decision shall immediately
be mailed or otherwise transmitted to the
appeltant, other participating parties, and the
Commissioner of Education.

(?) Request for Reconsideration:

{a) Reconsideration of a decision of the Public aAuditor
may be requested by the appellant, any interested
party who submitted comments during consideration of
the protest, the Commissioner of Education, and any
agency involved in the protest. The request for
reconsideration shall contain a detailed statement of
the factual and legal grounds upon which reversal or
modification is deemed warranted, specifying any
errors of law made or information not previously
considered.
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{b)> Request +for reconsideration of a decision of the
Public Auditor shall be filed not later than ten (10)
days after the basis for reconsideration is Known or
should have been Known, whichever is earlier. The
term "filed"” as used in this section means receipt in
the Office of the Public Auditor,

{c) A request for reconsideration shall be subject to
these bid protest procedures consistent with the need
for prompt resolution of the matter.

PSSRP 5-103 Remedies.

{1)> Remedies Prior to Award. I¥f prior to award the
Commissioner of Education or the Public Auditor determines
that a solicitation or proposed award of a contract is in
violation of law or regulation, then the solicijitation or
proposed award shall be:

{a) cancelled; or
{b> revised to comply with law or regulation.

(2) Remedies aAfter an #Award. I1f after an award the
Commissioner of Education or the Public Auditor determines
that solicitation or award of a contract is in violation of
law or regulation, then:

{a) if the person awarded the contract has not acted
fraudulently or in bad faith:

(i the <contract mar be ratified and affirmed,
provided it is determined that doing so is in the
best interests of the Public School System.

(ii) the contract may be terminated and the person
awarded the contract shall be compensated for the
actual expenses reasonably incurred under the
contract, plus a reasonable profit, prior ‘to
termination.

{b> i+ the person awarded  the contract has acted
fraudulently or in bad faith:

{i> the contract may be declared null and woid; or

(ii> the contract may be ratified and affirmed i+ such
action is in the best interests of the Public
School System, without prejudice to the Public
School System’s right to such damages as may be
appropriate.
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(3) Finality of Findings of Fact by the Public Auditor. A
determination of an issue of fact by the Public Auditor
under these Procedures shall be final and conclusive
unless arbitrary, capricious, fraudulent, or clearly
erronecus.

PSSRP S5-104 Effective Date.

All protests as to the manner of bidding, the failure to properly
award a bid, the failure of Commissioner of Education to contract
with a business after bidding, or the cancellation of bids which
may or may not be the subject of lawsuit but have not reached
final Jjudgement as of the effective date of these regulations
shall be heard in accordance with this Part upon the request of
the actual or prospective bidder, offeror, or contractor who is
aggrieved,

Part B — Disputes

PSSPR 5-201 Disputes.

(1) Any dispute between the Public School System and a
contractor relating to the performance, interpretation of
or compensation due under a contract, which is the subject
to these regulations, must be filed in writing with the
Commissioner of Education within ten (10) calendar days
after acknowledge of the facts surrounding the dispute.

£2) When a claim by or against a contract cannot be satisfied
or settled by mutual agreement and a decision on the
dispute is necessary, the Commissioner of Education shall
review the facts pertinent to the dispute, secure necessary
legal assistance and prepare a written description that
shall include:

{a) description of the dispute;

{b) reference to pertinent contract terms;

{c) statement of the decision as to the factual areas of
disagreement and conclusion of the dispute with any
supporting rationale.

(3) Appeals. The Commissioner of Education shall review and
~render a decision on an appeal from an adverse decision

timely taken by a contractor. The Commissioner of
Education may require a hearing or that information be
submitted on the record, at his discretion. The

Commissioner of Education may affirm, reverse or modify the
decision or remand it for further consideration.
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{4 Duty to Continue Performance. A contractor that has a
dispute pending before the Commissioner of Education or an
appeal before the Commissioner of Education must continue
to perform according to the terms of the contract and
failure to continue shall be deemed to be a material
breach of the contract unless he obtains a waiver of this
provision by the Commissioner of Education.

Article & — ETHICS IN PUBLIC CONTRACTING

Part A -~ Definitions

PSSPR 4—-101 Definitions of Terms.

1. "Confidential information" means any information, which is
available to an emploree only because of the emploree’s status
as an employee of this Public School Srstem and is not a
matter of public KkKnowledge or available to the public on
request.

2. "Direct or indirect participation” means involvement through
decision, approval, disapproval, recommendation, preparation
of any part of a purchase request, influencing the content of
any specification or procurement standard, rendering of
advice, investigation, auditing or in any other advisory
capacity. '

3. "Financial interest” means:

a. ownership of any interest or involvement in any
relationship from which or as a result of which, a person
within the past year has received or is presesntly or in

~ the future entitled to receive compensation; or

b. holding a position in a business such as an officer,
director, trustee, partner, emploree or the 1like or
haolding any position of management.

4. "Gratuity" means a payment, 1loan, subscription, advance,
deposit of money, services or anything of more than nominal
value, present or promised, unless consideration of
substantially equal or greater value is received.

5. "Immediate family¥"” means spouse, children, parents, brothers
and sisters, step parents, step brother and sister and
grandparents.
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Part B - Standards of Conduct

PSSPR_&—201 Policy.

Public employment is a public trust. In Public School System
contracting, public emplorees shall discharge their duties
impartially so as to:

(1> insure fair competitive access to Public School System
procurement by reasonable contractors; and

{2 conduct themselves in a manner as to +foster public
confidence in the integrity of the Public School System.

PSSSPR &4-202 General Standards.

{1 Employrees. Any attempt to realize personal gain through
public employment by conduct inconsistent with the proper
discharge of the employee’s duties is a breach of a public
trust. In order to fulfill this ethical standard, employee
must meet the requirements of these regulations.

(2> Contractors. Any effort to influence any public employee

to breach the standards of ethical conduct set forth in
these regulations is also a breach of ethical standards.

PSSPR &6-203 Emploree Disclosure Requirements.

(1) Disclosure of benefit received from contract. Any employee
who has, or obtains any benefit from any Public School
System contract with a business in which the employee has
financial interest, shall report such benefit to the
Commmissioner of Education.

(2) Failure to disclose benefit received. Any employee who
Knows or should have Known of such benefit and fails to
report such benefit is in breach of these ethical

standards.

PSSPR_ &—-204 Employee Conflict of Interest.

(1> Conflict of interest. It is a breach of ethical standards
for any employee to participate directly or indirectly in a
procurement when the employee Knows that:

{a) the employee or any member of the employee’s immediate
family has a Ffinancial interest pertaining to the
procurement;
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{(b> a business or organization in which the emploree, or
any member of the emploree’s immediate family, has a
financial interest pertaining to the procurement; or

{c)> any other person, business or organization with whom
the employee or any member of the employee’s immediate
family is negotiating or has an arrangement concerning
prospective employment is involved in the procurement.

(2> Discovery of actual or potential conflict of interest,
disqualification and waiver. Upon discovery of an actual
or potential conflict of interest, an employee shall
promptly file with the Commissioner of Education a written
statement of disqualifiction and shall withdraw from
further participation in the transaction involved. The
employee may, at the same time, apply to the Public Auditor
for an advisory opinion as to what further participation,
if any, the employee may have in the transaction.

PSSPR _4~205 Gratuities and Kickbacks.

{1 Gratuities, It shall be a breach of ethical standards for
any person to offer, give or agree to give any employee or
former employee, or for any employee or former employee to
solicit, demand, accept or agree to accept +From another
person, a gratuity or an offer of employment in connection
with any decision, approval, disapproval, recommendation,
preparation of any part of a program requirement or a
purchase request, influencing the content of any
specification or procurement standard, rendering of advice,
investigation, auditing or in any other advisory capacity
in any proceeding or application, request +for ruling,
determination, claim or controversy, or other particular
matter, pertaining to any program requirement or a contract
or subcontract or to any solicitation or proposal
therefore,

(2> Kickbacks. It shall be a breach of ethical standards for
any payment, gratuity or offer of employment to be made by
or on behalf of a subcontractor under a contract to the
prime contractor or higher than subcontractor or any person
associated therewith as an inducement for the award of a
subcontract or order.

PSSPR 4-204 Prohibition Against Contingent Fees.

1> Contingent fees. It shall be a breach of ethical standards
for a person to be retained, or to retain a person, to
solicit or secure Public School System contracts upon an
agreement or understanding for a commission,
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percentage, brokKerage or contingent fee, except for
retention of bonfide employees or bona fide established
commercial selling agencies for the purpose of securing
business.

{2) Representation of contractor. Every person, before being
awarded a Public School System contract, shall represent in
writing that such person has not retained anyone in
violation of this section. Failure to do so constitutes a
breach of ethical standards.

PSSPR &-207 Contract Clauses.,

The prohibitions against gratuities, Kickbacks, and contingent
fees shall be conspicuously set forth in every contract and
solicitation.

PSSPR _&4-208 Restrictions on Employment of Present and Former
Employees,

{1) Present employree. It shall be a breach of ethical
standards for any employee who is participating directly or
indirectly in the procurement process to become or be while
such an employee, the employee of any person contracting
with the Public School System for whom the employee is
employed.

{2) Restrictions on former emploree in matters connected with
their former duties.

{a) Permanent disqualification of +former employee
personally involved in a particular matter, It shall
be a breach of ethical standards +for any former
employee Knowingly to act as a principal or as an agent
for anyone other than the Public School System, in
connection with any: '

Cid Judicial or other proceeding, application request
for a ruling or other determination;

{ii} contract;

Ciii?» claim; or

{iv) charge or controversy in which the employee
participated personally and substantially through
decision, approval, disapproval, recommendation,
rendering of advice, investigation or otherwise
while an employee, where the Public School System
is a party or has a direct or substantial
interest.
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PSSPR _&6-209¢ Use of Confidential Information.

It shall be a breach of ethical standards for any employee or
former employree to Knowingly use confidential information +for
actual or anticipated personal gain, or the actual or anticipated
personal gain of any other person.

PSSPR_&-210 Collusion by Bidders

Collusion or secret agreements between bidders for the purpose of
securing an advantage to the bidders against the authorizing
agent in the awarding of contracts 1is prohibited. The
Commissioner of Education may declare the contract void if he
finds sufficient evidence after a contract has been let that the
contract was obtained by a bidder or bidders by reason of
collusive or secret agreement among the bidders to the
disadvantage of the Public School System.

PSSPR &-211 Penalties.

(1> Public School System emplorees. A Public School System
employee is any person whether appointed, elected, excepted

service or civil service. An employee who violates the
provisions of these rules and regulations is subject to
adverse action as may be appropriate in his or her

particutar circumstances. This action includes but is not
limited to reprimand, suspension without pay, termination
of employment, civil injunction, civil suit for damages or
return of Public School System money, or criminal
prosecution.

(2) Contractors. A contractor who violates a provision of
these rules and regulations shall be subject to a written
warning of reprimand, the terminaation of the contract or
suspension from being a contract or subcontractor under a
Public School System contract in addition to other
penalties prescribed by law.

(3 All proceedings under this section must be in accordance
with due process requirements.

PSSPR &-212 Awuthority to Debar of Suspend

{1 Authority., After reasonable notice to the person involved
and reasonable opportunity for the person to be heard under
the Administrative Procedures #Act, the Commissioner of
Education after consultation with the Public School System
Legal Counsel, shall have authority to debar a person for
cause from consideration for award of contracts.
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The debarment shall not be for a period of more than three
{(3) years. The Commissioner of Education, after
consultation with Public School System Legal Counsel, shall
have authority to suspend a person from consideration for
award of contracts if there is probable cause for
debarment. The suspension shall not be for a period
exceeding three (3> months.

(2> Causes for_ _debarment or suspension. The causes for
debarment or suspension include the following:

(a) conviction for commission of a criminal offense is an
incident of obtaining or attempting to obtain a public
or private contract or subcontract, or in the
performance of such contract or subcontract;

(b conviction under Commonwealth or federal statutes of
embezzlement, theft, forgery, bribery, falsification or
destructon of records, receiving stolen property,
violation of the Consumer Protection Act (4CMC 5101 et,.
seg.), violation of any unfair business practices as
prescribed by 4 O©CMC 35202, or any other offense
indicating a lack of business integrity or business
honesty which currently, seriously and directiy affects
its responsibility as a Public School System
contractor;

(c) conviction under Commonwealth or federal antitrust
statues arising out of the submission of bids or
proposals such as in Chapter 2 of Division 5 of Title 4
of the Commonwealth Code;

(d) violation of contract provisions, as set forth below,
of a character which is regarded by the Commissioner of
Education to be so serious as to justify debarment
action:

(i> deliberate failure without good cause to perform
in accordance with the specifications within the
time Timits provided in the contract; or

(ii> a recent record of failure to perform or of
unsatisfactory performance in accordance with the
terms of one or more contracts; provided that
failure to perform or unsatisfactory performance
caused by acts beyond the control of the
contractor shall not be considered a basis for
debarment;

{e) any other cause that the Commissioner of Education
determines to be so serious and compelling as to effect
responsibility as a Public School System contractor,
including debarment by another Public School System
entity; and
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{f) for violation of any of the ethical standards set forth
in Article 4.

(3) Decision. The Commissioner of Education shall issue a
written decision to debar or suspend. The decision shall
state the reasons for the action taken.

(4) Motice of decision. A copy of the decision shall be mailed
or otherwise +furnished immediately to the debarred or
suspended person.

Article 7 - MISCELLANEOQUS

PSSPR 7-101 Severability.

I+ any provision of these regulations or the application thereof
to any person or circumstance is held invalid, the invalidity
does not affect other provisions or applications of the Act which '
can be given effect without the invalid provision or application,
and to this end, the provisions of thése regulations are
severable.
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FPUBLIC S5CHODOL PERSOMMEL SYSTEM REGULATIONS
1oan

FURPOSE &MD SCOFE

1001 PURPOSE.

These Fegulations implement the provisions of article 13 of the
Conpstitution of the MNorthern Mariana Islands which extends the
authority of the Board of Education to all staff of the Pubklic
School System.

1002 POLICY Z01 EMPLOYMENT PRaACTICES.

The policies set forth in this Fegulations are intended to
establish oguidelines +or wuse by the Public School System in

implementing such laws and regulations

1002 COVERAGE

These Regulations apply to all emplorees in the Fublic School
S¥stem and 811 special personnel services performed +for the
Swstem in the CHMI.

1004 PHILOSOPHY.

The Board of Education recognizes that implementation of its
responsikility to prowvide an effective educational program
depends on  the full and effective wtilization of gqualified
emplarees regardless of race, aqe, sex, color, religion, national
origin, creed;, or ancestry & Board directs that its

. Th
emplovment and perscnnel Dnlnc ies guarsntes equal opportunity for
BB FOnE ., Therefore, =11 matters relating to recruitment,

selection, placemenrnt compensation, benefits, educatiaonal
opportunities, promoction, termination, and working conditions
shall be free from discriminatory practices.

1005  SCOPE.

The CHMI Public School FPersonnel Swstem recognizes two classes of
emploxment: Certified positions as defined by the Board shall
require pra+e=si3;11 certification, kigh standards of
qualification and ntinging education. Cﬁrflflcat ion shall ks
for a periocd of ¥|'e wears subliect to rewvocation onlyw Ulth cause.
Mon—Certified positions zhall be for a2 two rears contract subject

Job performance in the case of

3
to renewal bkased on satiszsfactory
i the case of consultant serwvices.

support staff, or nee

COMMONWEALTH REGISTER VOL. 11 NO. 02 FEBRUARY 15, 1989 5936

I----I----------------------------------



PUBLIC SCHOOL SYSTEM
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Do)
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ORGAMIZATION FOR PERSONMEL MAMAGEMERMT

2001 PERSOMNMEL MAMNASGEMEMT .

T

Personnel management is the responsibility of 211 executives,
managers and supervisors who direct the work of others. It is
the policy of the Board of Edoucation to continuously promote
labor relations, human relations, communicaticns, and improved
warking conditions  in order  to provide &11 employees the
opportunity to satiefy their needs for recognition, a sense of
personal worth and personal achievement.

2002 BOARD OF EDUCATION

The Bosrd of Education represents the public interest in assuring
compliance with the basic policy concerning personnel
administration and in ensuring that the integrity of the system
is preserwved. To this end, the Board has the following powers
and dutiss:

&. To prepare and promulgate personnel policies of  the
Public School System in the Commonwealth of the Morthern
Marianag

8. To hear and decide appeals of emploress for disciplinary
actions, +for suspensions of more  thanm three working
daye, demotions and disesmissals from the Poublic School
Syetem, The Board may vtilize the services of qualified

hearing officers if the services are deemed sssential by
the Board.

C. To administer ocaths to witnesses in any matter pending
before the board, andj

L. To perform any other lawful =cts reguired by law or
deemed bv it to bhe necessary to carryr out its duties.

2003 OFFICE OF THE COMMISSIOMER OF EDRUCATION

There is in the Public School Syrstem an Office of the
Commissianer of Education headed by the Commissioner ot
Education. The Commizsioner implements the personnel plans and
palicies of the Board of Education and conducts dary—to-day
personnel management Ffunctions, including classification and

recruitment, appointments, promoticns and discipline, public
personnel labor relations, and related functions.
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PUBLIC SCHOOL SYSTEM PERSONMMEL REGULATION

3000

STeFFIMG
This part covers all the elements appropriate to hiring,
maintzining, reassigning, promoting, and relessing emploreses of
the Public School System. Merit principles, open competition,

and, in where appropriate emplores seniority, shall be underlring
considerations in for the Fublic School ZSvstem Perzonnel Srstem.

nlations to hbe

Several sub-parts of this Part freat detzail the regu

fulfilled in the ezecutltion of the respectiuve functions.
Procedures to guide personnel specialists  and technicians,
management officials and =mplorees in determining the intent,

meaning and pracpsees for implementation of these regulations
are published a5 procedural manuals hereto

it
mn

PUBLIC SCHODL PERSOMMEL SYSTEM REGULATIONS Ps
3100 :
HAMIRSTIONS

This =sub-part prescribes the examination system to be used in the
Puklic Zchoocl Personnel Srstem, It describes the sewveral types
af examinaticons, the assembly of eligible lizts, and the referral
of eligibles from those lists to selecting officials.

e

1
t

3101 COMPETITIVE EX&MINATIONS.

11 examinations shall be competitiwe and open fto the public

except where specifically exzempted.  &11 examinaticons shall ke
either:

A. Azcsembled, wherein the applicants  assemble in a
designated place at 2 specified time to take written or
performance tests germanse to the positionis) sought.
fizsembled examinations will be conducted under conditions
affording maximum security at a1l times to protect the
contidential nature of examination guestions and related
documents.

B. Unassembled, wherein the candidates, responding o an
examination announcement, =ubmit, to designated places
and by designated fimes, their reccocrdsz of education,
training experience, and such other informstion  as
reque d in the announcement, to be svaluated and rated

galified analrst. The exzamination €hall stipulate
gz of opening and closing of the examination, the
o be used for Filting, and the places to which the
torms and related information s=hall be sent,
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2102 MNON-COMPETITIVE EXAMIMNATIONG.

Mon—-competitive examinations, either assembled or unassembled,
max be used when, in the Judgment of the Commissioner of
=

Education, one of the Ffollowing conditions or circumstances

OCCuUrs:

. The

position to be filled requires rare or special
qualificati

NSy oOr

B. There are Ffewer qualified applicants than there are
positione to be filleds or

C. To determine the qualtitications of an smploree to be
placed as a redress for error of omission in procesce
under the merit promotion program; or

D. To determine qua]i%ications as part of the in-serwvice
placement process, or for placement of persons with rein-
statement elig lhl]lt?.

2103  EFAMIMATION abNOUNCEMERNTS.

Examination announcements shall comtain, && = minimum, the
following information:

=
3

fa

Claszs titl

in

s par and pay lewvel of the positiong

E. EBrief description of the duties and responsibilities;

C. Geographical and crganizational location of the positiong

. Minimum gualifications +or the position to include

general experience, specialized experience, and such

qualitative evaluation elements B mar be deemed
appropriate and necessary;

E. Inmstructions on  how to apply forr  the examination,

g to oapply, Fform of application required,

including pltac

documentary support required when asppropriate; and

F. Period of the anncouncement. In no instance shall this he
lesz than Ffifteen {15 calendar dare. Thiszs period may he
extended by the Commissionser of Education if the response
has been inadequate to the nued_ provided that the

extensicon s=hall be announced in the =same manner s the
ariginal announcement.
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2104 PUBLICITY.

Optimum publicity =hall be given to examination announcemsnts
through posting in the Fublic School Swstem office and at such
cther places as may be designated by the Commissioner of
Education fe.g., official bulletin boards in school offices or
Fublic School Swstem work placesy, In addition, public
announcements through the news mediaz may be used,. Management
officials shall make every effort to bring announcemesnts to the
attention of all personnel under their jurisdiction.

3105 CONTEMT OF EXaMINSTIONS.

Examinations shall ke practical and r anable, and shall examine
for qualifications, capacity, and re fue fitness necessary to
perform the duties of the positions to be filled. Any acceptable
method of examination mar ke wsed, including wverification and
evaluation of education, training , experience, aptitude and
character of the applicante, and any other accepted examination
method deemed appropriate by the Commissioner of Education.

3105  COMTINUOUS EXAMIMNAGTIONS.

When difficulty is experienced in atiracting sufficisnt numbers

of qualified applicants Ffor wvacancies in the Public School
Fer=zonnel System, the Commissioner of Education may issue a
continuous examinatiaon. Motice of olosing of & continuous

examination =hall be posted at least fifteen {153 calesndar dars
prior to the fimal closing date for such gxamination .

2107 ADMISSIONS TO EXAMIMaTIONE.

[N}

“spplications for examination shall be made on forms prescribed by
the Pommiisiuner of Education. Froper completion of applications

and submission of supplemental information shall be accomplished
in accordance with the examination announcement sand established
procedures, Bpplications shall be signed and such signature
shxll certify to the truth of 211 statements contained therein.
An intenticonal false answesr or statement shall be groundse For
denring admisszion to the gxamination, remoyal From the

from the Pubkltic School

eligibkitity list, or For dismissal
Fersannel Srstem x+ the perzon is emplored prior to the discowvers

of a false answer or statement. The Commissicner of Education
shall designate persons authorized to  accept applications.
pr]ica+lan5 for specific positions shall be accepted only during
the period specifie on the ewamination announcemsent.
Applications submitted by mail shall be postmarked no later than
the announced  closing date. Late applications will not  be

accepted unless zpproved by the Commissioner of Education dus to
unusual circumstances. Such determinatiaon shall be made a2 matter
of record and similar circumstances 1nm other ezaminations shall
be treated sgually. '
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108  DISQUALIFICATION OF APPLICAMTS.

The Commi=zsiconer of Education may refuse to examine an applicant
for- failure to meet the minimum requirements for admissicon to the
gxamination. Applicants wh o di noet meet the mirimum
qualifications =hall be notified as socon as practical. I+ an
applicant is di=squalified Following. placement on an eligible
lTi=zt, his rame shall be remowved from the eiigih]e Tist,

Sigy MNOTIFICATION OF ACCEPTAMCE FOR ASSEMBLED EXaMIMATION.

plicant who haz been acecepted shall be given sufficient

Each ap

advance notice of the date, time, and place of zan aszsembled
examination; inclusion of the reguisite information on the
gzamination announcement meets this notification requirement. Mo
applicant shall be entitled to take an assembled examination at =
date, time, or place other than that stated in the notification
urnless specifically authorized by the Commissioner of Education.

The Commissioner of Education shall not be responsible iF &
notice is 1-5. in the mails or sent to an applicant's former
address through Failure of an applicant to report 2 change of
address. bihere mail service iz not adeguate to mest these
natification appointments,. oral notificaticon in perzon, b
telephone, or by radio mar be given i+ the foregoing time and
content provisions are met, and i+ such oral notification is

properly documented.

3110 ONDUCT OF ASSEMBLED ExXaMINSTIONS.

The Commissiconer of Education shall appoint a2 representative to
adminizter the gzaminations at the time and place designated in
the notification of acceptance of examination or the examination
announcement.

3111 CeaNCELLATION QF ExAMInNaTIONE.

Examinztions may be cancelled at an» time by the Commissiconer of
Educzation i+¥ there iz no longer need for eligibles cowversed by the
examination, or if the examination no longer mests the expressed
reguirements of the Public Schoo]l Srstem,

il

23112 RATIMNG OF EXaMIMATION.

#. Examinaticns shzall be rate b a qualitied rating
gxaminer from the Fuklic School Srstem.

B. aAppropriate statistical ftechnigues and procedurss shall
be wused in = ing and rating exzaminations, and in

determining the relative ranking of candidates on
competitive examinations, The final rating required to
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pass an examination shall be set by the Commissicner of
Education, who may also set minimum ratings for each part
of the examination whern the exzaminaticons are arranged in
readily identifiable parts. The final earned ratings of
each candidate <shall be determined by combining the
earned ratings of 2ach part of the examination in
cordance with the weights established for each part.

2112 REVIEW OF EXaMIMaTION RESULTS

Any applicant mary request a rewview of his rating within ten <103
calendar daye following the notification of examination results.
Zuch request for review =hall be addressed to the Commissiconer of
Educaticn, who shall comply with the request and make whatewver
changes, if any¥, the facts warrant,

3114 CHAMGES IM RATING.

Changes in rating may be made as & reszult of correction of errors
in the scoring or rating process, or as a result of a request for
review wherein the facts warrant a change. Correction of errors

zhall be applisd equally to &ll participants. @&n amended notice
of rating shall be reported to all applicants  aftected by such
change in rating.

3115 ESTABLISHHMEMNT OF ELIGIBLE LISTS.

A. Following the completian of an open competitive
examination and rating process, the Personnel Management
Officer shall establish "Eligibility Lists" in which all
candidates who received an elingible or passing rating on

the examination shall be listed. The "Eligibility Lists"

shall list the candidates in the order of their
respective rating first. kWhen the Personnel Management
OFfficer provides a list of eligibles to a2 management

« the names of those candidates with the highest
hatl be certitied First. An Eligibkility Lists

rating =
zhall be considered "established" when approved by the
Commissioner of Education.

B. In the ewvent a 1list of eligibles for any position

caontzins less than Ffiwve (5 npnames, zand the appointing
avthority deems the range of choice to be inadeguate, the
Commissioner of Education may announce a new examination.

_l'

event two or more applicants have identical
., their names shall be placed according to their
o the most heawily weighted portion of  the
afiana. I+ 211 portions are equal, the receipt
¥ their applications will determine priaority. An

[y}
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Gpen competitive Tist shall be certified by the
Commissiconer of Education only after it has " been
determined that a qualified candidate iz not available
through the reemployment priority list o promotional
efaminations.

211s CERTIFICATION FROM ELIGIBLE LISTS.

#A. fAppointments and promotions in the Fublic Zchool
Perzonnel Swyestem shall be made +from certified sligible
lietse resulting from examinations, except a5 otherwise
provided by these requlaticons. The proceaa of prowviding
a2 list of eligible candidates to a selecting official is

Known as "Certification of Eligibles.” & Certificate of
Eligibles =hall ke drawn Ffrom among the highest rated
candidates in precise numerical order, highest rate
first., Where a list of eligibles exceeds five {3 names,
anly  the ftop fiwve names <chall be certified,. The
appointing authorities shall be entitled to the
certification of not less than five iq. eligibles for
gach wacancy, however whern less +ran five persons

comprise 2 list of eligibkles, the appointing authority
may accept s=uch lesser number or re tJFF the tist until

ient

S

ames are available. I selecting offticial

‘ intends to fil1l1 more than one pu:ltiG from the same

examination &t the same time, the number of names

certiftied Ehall be increased by one eligible for each
additional position to be filled, where possible,

B. FRequests for =ligibles shall be made on forms prescribed
by the Commissioner of Education, and shall clearly
identify the position to he filled, incltuding its

posi ticon number .,

2117 PROCEDURE WHEM ELIGIBLES &RE REQUIRED.

bihenever =ligibles are required, the Commissioner of Education
shall:

A. Frepare the Examination announcement;

B. Administer the examination; and

[

E=ztablizh an eligible li=st, as determined b the
examinatiaon results,

2118 REMOMSL OF NaMES FROM ELIGIBLE LISTS.

The Commissioner of Education may remowve the name of any person
who has besn disqualified under the following sub-part. The name
of any person may also be removed i+:

n'l
)
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#. The eligible candidate +ails to respond within fifteen
{15y calendar days From the date of dispatch of an
inquiry as to availability for emplorment, prowvided that
the name may be restored for reasons deemed sutficient by
the Personnel Managemenit Officer.

E. Th
po

|'[|

person iz appointed Ffrom that list to 2 permanent
ttion in the Fublic School.
C. The eligible applicant woluntarily withdraws.,

D. There iz ewidence of physica] or mental wunfitness
perform these duties of the F:E!tlnn, as indicated by
appropriate medical examination

E. The eligible applicant fails to report for duty within
the time prescribed by the zelecting aofficial.

F. The eligible is Found to be no longer gualified fo
= fr

perform the duties required of the class of position.

G. Intentional Ffalze =tatements, deception or Fraud iz
included in the application or in the examination
process or appointment.

311% SELECTIVE CERTIFICATION.

Where the ECNmIEEIHﬁeF of Education determines that =z position
has a3 spe 1 requirement which is not a general gualification
f for that class of positicon, he may certifx from the

z a ltist of eligible applicants who meet that
+

l"l
!1(

r~qunrwwe-
appropriate
specific req

S120 USE OF ELIGIBLE LISTS.

i

Whenever & wvacancy =arises in  the Public School Srstem,
ocfficial responsible for initiating the process fto Fi11  th
position has the following options:

-

“.  bhen the position to bBe filled

does not have promotional
potential, the zelecting ofticer may regquest
certification from the appropriate reemplorment priority
list or =ligible list or choose to redefine the position
at & lTouwer lewel and Fi11 it through the Merit Promotion
Froogram. I¥f the position is in an sstabliszshed career
1adder, it must be Filled at the entry leuwel unless there
are overriding reasons not to do so. The Commissioner of
Educatian iz authorized to grant exceptions to this
procedure upon proper justification. Appropriate records
nf  such  approvals and  associated material  shall  be

maintained by the Commissioner of Education.
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B. When the position has promoticonal potential, the Ffirst
aption shall bBe to fill the position under the provisions
of the Merit Promotion FProagram. I+ the internal search
for qualified applicants iz unsuccessful, the recourse is
to the eligible lists produced by the exzamination
process.

2121 BURATION OF ELIGIEBLE LISTS.

The 1ife of anm eligikle 1list, other fthan the reemplorment
priaority 1ist, shall be For & pericd of one L1 wyear, unless
extended by the Commisszicner of Education. &an eligible list may
be extended up to ocne rear beyond its criginal expiration date.
Mo person shall be retained on an eligible tist beyond the pericd
of extension of the original lists. PRemaining eligibles shall be
combined with those on the new list for the remainder of the term
of the original list. & open examination eligible list and a
noncompetitive examination eligible list shall be combined only
32 & noncompetitive eligikle list.

I+ an  eligikle candidate syccessfully participates in a
subsequent competitive examination and the resulting eligible
list iz combined with that of a prewiocus competitive ezaminaticn
zligible tist bearing his name, that eligible candidate mayr elect
to have his name retained aon a combined list, either &t the
pasition and for the remainder of the term of the original list
af the subsequent list, but not at both positions.

3122 bHDER OF USE OF ELIGIBLE LISTS.

The Following order chall be Ffollowed in the use of eligible

lists:

. FReemploryment Priority List
Fromotional List
- Open Competitive List

T m I

3123 REEMPLOYMERT PRIGEITY LIST.

#“ary person who has held 2 position in the Public School Sycstem
and has been demoted or terminated through reduction—-in—+force,
gshall be permitted *to hawe hiz name placed on a reemplorment
priority list f(provided he =2 reguests in writing to  the
Fersonnel Management OFfficerd. The name of such person shall he
placed on the reemplorment pricrity 1ist for the same or related
class of position as he tast held under = permanent appointment.
Hames =hall ke arranged on the reemploryment pricrits list in the
chronelogical order of their separaticon from their respective
competitive legwels. Mames chall be remowed from the reemplorment
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priority list at the expiration of three (3} »earz from the date
of <separation or demotion, or socner i+t the indiwvidual i

reemployed in 2 posgition at the same or higher pay lewel 35 that
ke formerly held in the Public School Swystem., The individuzl may
be removed From the list i+ he refuses a ressonable offer of
emplarment. A reasconable offer is of the zame position or ons
equivalent to that last in the Public School Sw

N

CPUBLIC sSCHOOL PERSOMMNEL SYSTEM - FUBLIC SCHOOL SYSTEM
3200
POSITIOMS AMD APPOINTMENTS

3201 TYPES OF PDSITIONS.

&411 certified and non-certifisd positions in the Public School
Svetem shall ke identified in the records of the 0Office of the
Commissioner of Education ase authorized by 1z,

202  PERMAMNEMT POSITION.

IJ_'I

& permanent position iz a full-time position which is esztablished
based wupon the continuing need of the Pubklic School System and
which iz authorized to continue lTonger than one wear.

2202 TYPES OF &FPPDIMTMENTS.

Appointments in the Commonwesszxlth of the Horthern Mariana Islands
Public School System are placed in the classes defined in ¢
follouings

#. Probationary &ppointment. An appointment in which the
appointee js selected +rom an e1|ulb]e list resulting

from an open examinaticn to +i11 any position,

The appointee shall =erve & probaticonary pericd of &
{=i=y months from the beginning of his probationars

appointment  and  shall demonstrate hiszs capacity  for
csatisfactaory performance before being converted to &
permanent appointment. Separaticons during probation are
not processed under adwerse action or reduction—-in-torce

{RIFY procedures.

B. Certified @Appointment. fan emploree who has  been
appointed to a certiftisd appointment for a periocd not fo

excead (3) wears and is entitled to the full bhenefitzs of

these regulaticons. Certiftied appointment may bese made tao

less than full-time positions with 2 regularly schedulsd

} tour of dutwx. Thess positions require issuvance of

certification.
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C. Hon-Certitied fppointment. & non—certitied appointment
i one in which the appointee is appeointed for a period
of not to excesed anse (1) wear. An o employes serving &
non—certified mary serwve in either a Full-tims or
part—time position. Any person given a non—certitied

appointment muszt meset the minimum gqualifications for th
clase of position to which appointed. '

e

D. Frovisicnal Sppointment. & provisional appointment shall
e 1imited to ninety (70) calendar dars, and is wused to
i1l permanent position in the absence of an appropriate
eligible 1list. The Commissioner of Education may
anthorize extension of provisiconal | appointment bewvond
ninety (203 dars for a  maximum of one hundred eighty
(1320% dars wmhen the examination fzile to make available
an adequate number of gqualified candidates. &Ny person
given & provisional appointment must mest the minimum
gqualifications +for the class of position to  which
appointed. ‘

m

E. "Acting" Appointment. an "acting" appointment is  the
desigrnation, in writing, that an emploree will act for =
pericd of up  to  thirty (302 dars in place of =
supervisaor. hen the supervisor’s absence exceeds the
initisxl thirty <20 day pericd, a new designation shall
ke made for an additional thirty o ¥ dars. This thirty
{30y day renewal of the "acting" assignment is repeated
until the supervisor returns to his position. bhenswver
the &actimg assignment exceeds ninety (70) consecutiwve
calendar days, the emploree shall be temporarily promotsd
if he meets the qualifications standards of the positicon.

3209  FRE-EMPLOYMEWT COMDITION STabkbarRb.

#A11 perscns selected for positions in the Public Schoocl Srstem
must ke physically andsor mentally capable of performing the
duties of the position, They must ke Ffree +from communicable
dizeases and any present or potential medical condition which
would be detrimental to successful performance of duty or to the
health of other emplorees.

e

3208 ADMINISTRATION OF PHYSICAL &L MEDICAL EXaMIMNATIORNS.

Ph¥sical and medical examinaticons shall be administered by
medical perscnnel authorized by the Commonwezlth to conduci such
examinations for employment purposes, and shall be recorded on
forms prescribed by the Commissiconer of Education.
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3208 BEIMSTATEMEMT.

A employes may be reappointed to his Fformer position in the
Public School Srstem at the same par lewsl and step that he held
upan his separation. I+ re-—-appuointed to a higher or 2 lower
class, he may be allowed to retain his former rate of pay. The
possessian of reirn statement eligibility does not thereby provide
the person with ny mandatory reemplorment rights. This means

that the indiwvi dudl may be conzidered for empliorment only after
persons with higher rating on the resmplarment priority list have
been considered. I+ it is in the public interest, such person
may  be reemplored, prowided he meets the noncompetitive
gqualifications for the position to be Filled.

PUBLIC SCHOOL PERSOWMEL SvSTEM

3300
MERIT PROMOTION PROGREAM
3301 POLICY.

Tev the maximum extent possible, the Commonwssalth Publiic School
Sry=tem Merit Fromotion Program provides for Filling vacancies
abiove the entry level by promotion of highly qualified emplorvees.
Thiz policy does not restrict the right of selecting officials to
i1l vacancies by transfer or other means when to do so is in the
best intersst of the Public Schocl System. .

The Merit Promotion Program (MPF) is an integral part of the
Commonweal th Public Schoal System employees development plan and
other programs in the arez of statfing, training, and manpowsr
utiltization.

2302 DEFIMITION.

promotion, ‘transfer or  demotion
continuous service.

& . Fosition change:
during an emplores:

ltl
IJ I
—

E. Fromotion: The change of an emplovee ta a2 higher
position class and pay level.

C. Career—Ladder Position: One of a group of positions in
which an emploree may be given successive promotions
until S he reaches the Full performance lewsl. &l
emplovees in career ladder positicons must be given

grade-building sxzperience and training and are promoted
to the next higher lewsl as ther demonstrate ability to
perform in a wholly adeguate manner at the next higher
tewel, Minimum time—in- grade requirements, where
established, must be observed in making career adder
promoticns.
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Cr. Current Competifion: The selection proceszs in which
candidates compete with each other for a  specific
promoticonal vacancy.

E. Highly» Gualified Candidates: Those eligible candidat
whose experience, training, and potential substantial
exceed the gualification standard for the positi
degree that they zare likely to perform in a3 superior
Mmannar . '

F. Best Gualified Candidates: Those eligible candidates
wha rank at the top when compared with the other
eligible candidates for a promoticn within a2 general
group, i.&., gqualified or highly gualified.

Position with known Promotion Potential: &8 position

G.
which is to be +illed below the specified perftarmance
lewel +or the position. These may be trainee and
understudy positions, career ladder positions, and
positions filled o o mor-e Tewesls below the
esztablished leuel.,
33032 SCOPE AMD COVERASGE

Competitive promotion procedures apply to:

= “A11 competitive positions in the Commorwexlth Public
School System when filled by promotion.

E. &any positicon which is Filled by a candidate at a basic
pay lewel higher than his last position and

£1» the position is filled by transfer;
{2% the position is +illed by selection of a

non—temporary Commonwealth FPublic School  System
emplorese from an eligible list following an open
competitive examination: or

L2 the position is +illed by detail +for more than
ninets 170 davs duration, (HOTE: &A1Y periocds of
detail of =n emploree to the position during the
preceding twelwe 12} months, including promation,
are counted against the ?O0-day limitation.?

cC. Ay position with Known promotion potential which is
f+illed by transfer, or selecticon from the reemplorment
pricrity list,
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3304 ~REAS OF COMSIDERATION.

As A minimum, arezxs of consideration should be broad enough to
provide & reasonable number of highly aualified candidates, and
£ adeguate opportunity For consideration for

to give emploree
promotion.

1. Mormal é&rea of Conszideration. There arese two different
normal areas of considerstion:

{13 Commonwesalth of the RMNorthe Marianz Islands wide

for positions at pay lewvel and abowe; and _
{2y Far leue] 22 and below compete within their
islands.

rr
23

E. Er:adened Aares of Consideration. #t the discreticn of
tre Commissicner of Education, the areas of
cansideration may be broadensed to the extend necesssary
to pFG“Ide & reasonable number of *highly qualified"

candidatesz,

. Fegstricted Area of Consideration, In exzceptional
circumstances, the area of consideration may  be
restricted wupon prior approval by the Commissioner of
Education. For ezample, during a formal reorganization
of one entity, the area of consideratio may  be
PEEtrlCted tog the affected urudnt*atian, pFDUided nG
vyacancies result from the reorganization,

232305  MMETHODS OF LOCATING CAMDIDGTES.

When the Office of the Commissioner of Educatian initiates =&

promotion process, it zelects the appropriate method o

combination of methods for locating “ndldmted which issare

entered in the Frnmotlon processes record,. The following methods

are generallys uaej. singly or in combination, depending upon the
nature of the position and availabkility of candidates,

a Fromotional Opportunitys Announcement, & published
snnouncement for posting and distribution and otherwise
giwven Mmax i mum publicity within the area of
c:rslderaflon. The promotional opportunity announcement
specifies: -

P13y Title, par level and location of positiondie);
123 opening and closing dates dnot less than fifte
1132 calendar darsl;
{3y area of concideratiang
£dr duties of the position, briefed;
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£33 conditions of emplorment, =R = night work,
hazards, standby, =tc.; '

{43 gualification reguirements, including selective
placement factors, i¥ any;

{73 how and where to dpply;
{2 non-discrimination statement; and
¢?2  kKnown promotional potential, i+ anx.

B. Festricted Aresa n{ Considera tlnn. When position are
being Ffilled { within 2 "restricted area of
consideration,” a]l eligible persons within that area

must be conszidered.

2208  TRANSFER.

An emploree mar be transferred, without change in pay leuwsl,
egither wvoluntarily or involuntarily, in order to meet Lhdngtng
pragram needs, to promote carger deuelupment, o proow i de

diversity of sxperience, or for other reasons. Transfers, under
this regulation, are not subject to the promction proqram unless
the position to which trana%erred has known promotion potential.
Transfers are made, wherever posszible, from among emplu;eea b o
have reguested such +rdn sfers. Howewer, management may direct
tateral transfers from among all qualifisd Commonweal th Public
School  System emplorees, when regquired by the needs of the
service and in accordance with applicable personnel regulations.

2307 GUALIFICATION STAMNDARDS.

The minimum qualification standards prescribed bty the
Commissioner of Education are used Ffor promotion purposes,
Selective placement factors alsoc may be uzed, but only when theyw
are essential to successful performance in the position to be
filled, Whern selective placement factors are used, they become
part of the minimuom gqualifications for the position.
) Buzalification standards Cincluding any selectiue plazcement
actors usedd must ke =stablished and made a matter of record
prior to the start of the promotion process for any specific
position, A1l emplovsees who meet the minimum gualification
ztandards (including selective placement Ffactors? hauwve basic
eligibility for promoticon. The standards must be applisd fairly
and consistently to z11 emplaorees being considered.
Written performance or competency tests shail be used if ther are
prescribed by the Commissiconer of Educaticon.
Far IUperyisary positions, supervisory qualificaticons are
prescribed by the Commissioner of Education. They may be
o csupplemented by specific subject matter Cnon—sUpseryiscrsD

qualification standards for the claszsitfication szeries of the
position.
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3308 COMNDITIONS OF EMPLOYMENT.

There ars conditions of emploryment which are considered implicit
to succeseful performance in certain positions. These conditions
may relate to hours of work, phyrsical or medical standards,
maintenance of =z license, maintenance of & health standard,

availability during off hourse, frequent need to travel, police
clearance and o on. Such conditions should be made part of the
promotion record, the promotion opportunity announcement, and the
classification standard or, at a minimum, the position
description. Candidates selected for the position must be aduicsed
of the conditiocns and zgree, in writing, to those conditions.

2207  EVsLUSTION METHODS.

Since the Merit Promotion Folicy requires that the =sslecticon be
made From among the best gqualifised candidates, the ewaluation
pnnceas must go berond basic eligibility to rank the candidates
in meaningful arrar. bhen properly used, the ewvaluation process
shiould

. Prowide a2 scund basis Ffor comparing  and Judging
candidates i relation to  the krnowledge, skills,
abilities, and personal characteristics that contribute
to success=ful performance of the position,

B. Identify those qualities which demonstrate a candidate’s
potential for  futurs promotion, when the JGh being
filited leads to further advancement.

. Distinguish between the knowledge and skills that an
employres must have at the time of promotion, and those
he can acquire gquickly after promotion, through
experience and training.

In selecting the proper method Ffor  evaluation candidates,
recognition should be given to  the future nesds nf the
organization as well as the requirements of the posit te be

io
filled, The Commissioner of Education shall issus, =as p t
the procedurss manual fto this part, guidance in euvaluation
me thods used in this program.

w
=

3210 CERTIFICATION.

Inm selecting the proper method +for evaluating candidates,
recngnitiun should be given to the future nesds  of the
aorganization as well zas the reguirements of the position to be
fil1led. The variocus measures for evaluating candidates are:
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. Written Testsg. Written testz may be used in the
gvaluation prﬁce: bBut may not be wuwsed as the zole
means of evaluatio ritten tests must be approved by

the Commicssioner + Education or meet =uch =tzandards as
he sstablishes.

E. pppraisal of Ferformance. @& supervisory appraisal must
be obtained for everw employes who is qualified.

Aappraisals may be obtained from supervisors other than
the employes’s immediate supsrwisor, :

C. Experience. In evaluating experience the obiective is
to determine how well the eszperience relates to the new
position or level or work, Length of service iz a
factor only when there is =3 clear and positive
relzticnship with quality of performance.

b Bwards. In considering awards received by those
candidates, the weight assigned must be based an the
position to be filled.

E. ITraining. An appropriate weight is given for pertinent
training, self-development, and cutside activities which
would increase the employee's potential aor effective
performance in the position to be +illed,.

F. Education. Education shall be considered only i it is
cleariy job-related or i+ it provides a measure of the
learning ability essential for genuine trainee
positions.

5. Qualifications Investigation. % gualification
investigation may be wsed to aszsist in determining
experience, training, degree of responsibility
exercised, and effectiveness. Inquiries mar be made to
assist in Jjudging how well a candidate iz likelwy to
pertorm at & higher lewel or in a different kKind of
wor .,

H. Oral Interwiew, Individual aor group intervisws mar be
held. Oral questions mar  relate either to subject
matter Knowledge or to other guestions pertinent to the

ions are in the
nature of & test, the came guestions must be asked
of each candidate and 2 record of their answers made
part af the promocticon recard.

L
o
i
in
~

position or the candidate. I¥ oral

3311 SELECTION PROCEDURES.

. For the schools, the principals are the selecting office
and in the Central OFffice, the immediate supervisor.
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B. Setection iz based on the selecting individuzal s
Judgement of how well the candidate will perform in the
position to be filled and his potential for advancement.
blhern there are less than five {3 names awailable, the
selecting individual is not reguired to select someone
from the merit promotion certificate, Howewer, i+ he
returns the certificate, he must state hoa he plans to
fil1l the positicon.

c I+ the =electing officizal disagrees with merit promotion
certificate, he =states his obiections in writing and
requests the Commissioner of Education to rewview the
rankings.

L. The =electing official notes the name of the person
zelected on the merit promotion certificate. He daes
nct nesd to cite reasons for hiz selection. The
Commissioner of Education notifies a1 elicible
candidates of the selection, including the person
selected,. ;

E. When & First-line s=supervisory position is Filled, =a

determination is made a5 the amount of supervisory
training nesded to meet the <standard. The Staftf
Development Coordinator . and the Commizsioner of
Educaticon determine and schedute the training needed to
meet the standard.

3212 IMFORMATION TO EMPLOYEES.

£, Emploress’ acceptance and support of the Commonweslth
Fublic %School System promotion program depends fo s
Targe extend on how well thewr u”der=tand its purpose and
aperation and are sware oF its effect (ady} them
indjiwviduallx. The prograsm j:es not  guarantee E
promotion to ewvery emplaree, ut it doss giwve esuvery

emplores an opportunity for %alr consideration,

E. fdew emplorees will receive promotion program information
as part of their orientation. Fill pmp?o'EEE will
receive this information from time to time,

2213  EMPLOYEE GQUESTIONS AMD COMPLAINTS.

Fi Employes Cuestions. Any  employes who has Ffiled in

response to a promotional opportunity announcement or

whe has  been considered for promoticon may present
gquesticons fto the Fersonnel OFfFfice which handled the

wacancy, within seven 7 calendar days after receipt of
notification of selection. GQuestions mar be submitted in
person, in weriting, or through & representative. il

emploree ie entitlied to Knows
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£1y  i$ he was considered for =pecific promotion and, if
o, whether he was found =ligibley

{2y I+ he was in the group from which final selection
waes made; and
132  who was selected for the promotion.,

Emplores complaints, I+ the emploree 1
dissatisfied and the matter cannot bBe resclued on 2

informal basis, the emplores may have recourse to see
3700, Grievance Procedure. Mere failure to bhe selected
for  promoticon when  proper promotion  and  selection
procedures were used is not a basise for a  formal
complaint.,
2314 REVIEL OF FPROMOTION PROGRAM.
The Fummiiaianer of Educaticn appraises the operation of the
Merit Promotion ogram at pericdically as part of the perzonnel
managemesnt EU41U4t!Dﬁ process to assure:
. Fromotion guidelines and plans are as effective as
possibley
BE. The promotion program is useful to management;
. Fromotion actions are taken promptly and in conformance
wiith the plang
L. Emploree complaints are handled promptly and properlsg
E. FPromotion actions are used effectivelr to encourage
competent employees, to open careers to them, nd to
make the best use of their skillsy and
F. Emploress, superuvisors, ard manageri have a2 full
under:ta ding of the promotion program.
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PUBLILC SCHOOL PERZOMMEL SYSTEM

2400
SUSPEMSIOMS, SEPARATICNS AND DEMOTIONS
GEMERAL .

Thiz sub-part appliss to suspensions, furloughs,

separations

demotions not resulting from reduction—in—force (RIF).

3401 SEPARATIONS MOT IMVOLVIMG FERSOMSL CAUSE.

A Hesignation. Resignat

k:ﬂ) daxs.

The Fublic School FPersonnel OFfficer shall
af the written resignation, together with

terminating documentes, to the Commissioner of

- for consummation of the acticn. Wi thdrawal
resignation may be permitted provided:
t1 The emplorese makes his wishes KEnown, in

pricor to the effectiwe dates and
{2 The manager concerned agress to the
withdrawal .

B. Fetirement. An employee may be separated,
prejudice, for the purpose of retirement
meets the eligibility standards for = and

&m

g
serpice under the Social Security Srst
Commonwezal th of the Rorthern Mariana Islands

Frogram.

c. Termination for Medical Feasons. Whern an
contacts  an infecticuse or contagious disease
endangers the health of othszrs, or becomes
incapacitated, or is otherwizes permanentlys

dicabkled +for the satisfactorx performance
the position to which assigned. The ©
Education may terminate his emplorment prowvided:

£1% Mo suitable reassignment can be made
department or location to which he iz

{2y Medical ezamination procedures, as out
herecf, have been rompllnd with,
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L.

an employee whose services are terminated under  the
provision of this paragraph may be eligible for
dicability retirement under the Social Security laws
andsor the CHMI Retiremesnt Program. The eapun=iuilitr
for apply¥ing for disability retirement stz with the
emploves  although it is  the re cpun-ab ility of the
Fersonnel Management OFfficer to assure that the emploree
iz aware of such an opportunity.

Uogluntarily Demotion. an emplaoree may volunteer for
demotion without prejudice to & lower laea of position
a2t a lower pay level,., The approval of such a regquest by
the Commicssioner of Education must bhe contingent upon
the following factors:

1) @& wacant position in the class and par lewvel must
be available within Jurisdiction o F the
Commizsioner of Education.

{2y MNo additional cost shall accrue to the government
as & result of or incident to the demotion action.

=S ry of the demoted employee in the 1abor
eitian shall bhe set at the same numerical
step in the lower lewel position as the emplores
received in the highsr position.

Error in classification shall not  be o idered
demaoted or promoted and  shall be  pl d on
appropriate place with no prejudice to the emplores.

IR

=

i
i)
m
Py
(1)}

e
m
pu}

2402 COWMSTEUCTIVE RESIGHMATION.

“an emploress absent from his position without approved leave for
c12l

a tota)
shall be

of Fiwve {5y working dars in any twelue

month period
terminated from employment.

3403 FURLOUGHS, SUSPEMSIONES, SERSEATIONS FOR PERSOMaL CalUsSE, &ARD

DEMOTIONS FOR DISCIPLIMSRY REASOME (ADVERSE ACTION? .

COMMONWEALTH

fdthority to take Adverse dction. The authority to
effect adverse actionms iz limited to the Commissioner of
Education or his designee. The =zauthority to effect
aduerse actions may» not be further delegated or
redelegated, Throughout this part the term "managemsnt
official” will refer only to an indiwidusal who s
thLifnca -t

¥ granted suthority by this part to effe:
i

Emplores Coverans. This part zpplies unless specitied
ctherwies to all emplorees of the Fublic School Srstem,
Commornwe 21 th of the Morthern Mariana Islands.
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. Merit of Sdverse éction Aan oacticon against an emplorees
may not be taken under these paragraphe except for “such
cause a5 will promote the efficiency of the service.®

b agadmonishment. A admonishment is an informal
disciplinary measure. A manager o SUpervisor may

B
discues at any time minor deficiencies in performance or
conduct with the objective of improving an employe e’g
etfectiveness., Admonishments shall not be made a matte
of record.

E. Feprimand. @A reprimand is a formal means of calling to

an emploryee’ & attention minar deficiencies in
performance or conduct which, ¥ continued, may result
in further disciplinary measures It is the first

formal etep in the disciplinary prane =, Reprimande are
slwaxs in writing and should contain specific references
to performance deficiencies, citation of instances of
misconduct, and a warning that more stern disciplinary
measures may be tallen i+ the emploree’s performance or
conduct is not improved. There is no recourse to formal
appesl processes 38 & result of & reprimand; haowswver,
an emploree wheo feels a reprimand is not justified may
resort to the Grievance procedure.

F. Furlough. & furltough i=
in a non—duty
or funds. 1
aof thirty £

an action placing an employves
and nonh-pay status because of lack of work
t iz an adverse action I+ it is for a2 period
2y caltendar days or less. Furloughs of more

tham thirty (230 calendar darys are reduction—in—force
actions and shall ke sccomplished using
reduction—in-force procedures. ©S5ee 35007

G. Suszspencion Mot to Exceed five (53 workKing Dars. 4
Suspension  is  an actlan placing an employee in &
non—duty and non-pay status for disciplinary reasone for
a periocd not to exceed five 3 working dars.

There is no formal appeal from such a =suspension, although the
employes may resort to the grievance procedure i+ he feels the

suspension is improper or not justified.

H. Suspenszion +for More than Ffiwe (5 bWorking Dars. #
suspension is an action placing an  employee  in &
non—duty and non-par status for disciplinary reasons.
Management officiale authorized to talkle zduverse actions
max suspend an emplores for such cause as will promote
the efficiencr of the government serwvice, provided aill
adverse action procedures are followed.
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1. Eemcoual . Emplovees who are removed with cause mar not
be rehired by fre F=25. Within & one Fear period
following the date of separation.

J. Reduction in Rank or Pay., Management ofticials may take
action to reduce an emplowvee in rank or pay for cause.
Reduction in rank means something more thanm a numerical,
grade or pay teuvel under classification oguidelines.
RBasically, it means an employee’s relative standing in
the organizational structure as determined by his
official position description, Aan employese’s position
assignment may be changed only by an official perscnnel
action. When an em plu,en is made the subjisct of an
cofficial personnel acti which resu]ts in Towering his
relative standing in the organizational siructure, a
reduction in rank has occurred even though there has not
been =2 reduction in class or par lewel. Such =actians
may be taken only under adverse action procedures.

{23 Reduction in pay» wunder this sub-part means
reduction in basic class and par lewsl of an emploaree.
The base par is fixzed br law or administrative action.
Baszse par does not ordinarily encompass  exitra or
additional pavment Ffor special conditions or duties
which ars generally regarded as premium  pay ar
allowances, To reduce class  and pay Tewvel for
disciplinary reasons, managsment officials avthorized to
takse =uch actions must follow adverse action procedures,
K. Separation During Probation.
{13 I+, during the probsticnary pericd which =ach new
appointee must serwe, it becomes swident that the
emplaree Yacks the ability, attitude or desire to become
an =fficient and productive emploree in the position to
which appointed, or there i= a lack of funde or work to
be done, that smplaores shal be separated from the
service.
2D Mansgement officials who +ind it necessary to
separate an employee during probation shall provide the
emplaores with not less than fourteen ¢14) calendar davs’
notice, in writing, specifring the reascons For  the
separation. The emploree shall be afforded the right
to discuss his situation with the Commissionsr  of
Education.
geh Griewvance, aduvsrse action or reduction-in-force
procedures do not apply to separation during probation.
L. Procedurs +for  taking fAdverse fActions. Management
[ cfficials must observe certain pruredura] reguirements
when processing adverse actions coversed in this
COMMONWEALTH REGISTER VOL. 11 NO. 02 FEBRUARY 15, 1989 5959
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sub-part. These procedural requirements are shown in
abb FEUIded form in this paragraph. Frocedures +or
removal, spension for more than five (3 working dars,
furlough withaut pay, and reduction in rank or pay are

as follows:

{1 The management must give the emploree at least
thirty {30 davs’ advance written notice of the
proposed  action. However, in the ewent that
criminal charges are filed against an emplores of
the Pubklic School Srystem, tre emploree shall be
suspended WIthDUt pay, reassigned, or subject to
such other action a= the Commisszioner of Education
may deem nRecessary. In the event the charges are
diemissed or the smploree is found not guilty, the
employee shall be reinstated with benefits and payr
retroactive to the dats of suspension.

£3» The management must allow the emploree a2 reasonab
amount of official time in which to Zecure
affidavits and prepare an answer. He has the right
to answer personzally  and in writing,

£33 I¥ the emploree answers, the management most
consider his answer.

{3y I+ a2t all practicable, the emplores must be Kept on
actiwve duty in his regular position during the
notice period. Howewser, in an emergency, the

emploree mar be suspended during the aduance notice
pericd and placed on leave without pay (LWOPY ar,
with the emploree’s consent, he may be carried on
annual leaue.

B

{42 The management

muUs give the emploree & written
decision before the aduverse action is effected.
The decision must zstate which of the rezsons in the
advance notice have been found sustzined and which
have been found nmot sustained

£2)  Advance written notice and opportunity to answer
are not necessary if the emplores = Ffurlough due
to unforeseable  circumstances, =ich AE sudden
e breakdowns in  eguipment, acts of God, or
emergencies requiring curtailment of actiwvities.
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PUBLIC SCHOOL SYSTEM
3500
REDUCTIOMN~THFORZE (RIF

3501  GEMERAL

Thie sub-part estzblishes the generzl regulations under which
reduction—in—-force shall ke accomplished. These regulations
concern the remowal or reduction in class or pay lewvel of
emplovees because of ltack or work or funds, or other management

requirements, but not for disciplinary rEeAEONE. Management
officials should exhaust 311 azdministration alternatives to place
the emplores in another equivalent position before
reduction~in—farce procedures are initiated. It is the policy

af the Fublic School System to provide every emplorese within its
available resources, when it becomes necessary to reduce the work
force. Ewery effort will be make to insure that the reduction is
accomplished with a minimum disruption in operations and =2
minimum impact on each emplovee aftected,.

I'_,LI

3002 COVERSGE.

Thi=s part applies tao a1l certified and non certifisd Public
School System, Commonwealth of the Morthern Hdr|qna Islands, as
provided under Articlte 15 of the Constitution, except:

#. The Commissioner of Education, and the Associates;

BE. Emplovees, temporarily promoted, to be returned to their
former positions from which temporarily promoted;

contracts for a specitied

C. Employees hired under sp
€13 “Ear; and

term not to excesd aone

~—t 1'[|
—

D. Temporary or emploryees under probationary status.

3503 REDUCTIOMN-TMFORCE PLAMNIMG

lhern it becomss evident that reduction—-in—-force must be made, the
Commissioner of Education or his designee shall provide the Board
of Education notice of intention to initiate FIF action at least
sixty LD day Ty aduance. He z=hall then institute
administrative procedures to assure that all Tegitimate
possibilities for reassignment have been sxuplored.

[}

=g COMPETITIWE FFDLEEEES

Detailed competitive processes shall be established by the
Commiesioner of Education to assure  eqguitable compstition,
recognition of seniority and tenure, and the public intersszt,

w

w
7>
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competition shall be limited b¥ the

For administrative purposes,
itive areas recognition of competitive

establishment of competi
tevels.,

A. Competitive freas. For all positicns:

Area 1. Saipan
Ares 2. Rota
Aares 3. Tinian
Arex 4. MNorthern Isltands
B. Competitive Levels. Competitive leve are comprised of

|'[| —_—
o 1}

all positionse within a3 competitive ar which consist of
the same or closely related duties, have essentially the
came qualifications and are in the same class and pay

petitive Tevel shall be terminated betore RIF
petition is instituted,

Teuwel.

C. Com petittun Within & Competitive Level. When 2 position
i= abolished within a competitive lewvel, the incumbent
shall displace the emploree with the lowest retention

tanding in that competitive Tewel. Persons occupving
vwasi tions under Timited term appointments in the
oI
om

|| H’H "

I+ an employee whose positicon is abolished doss not have
sufficient retention standing to displace another
emplorvee, he shall be releazed from the competitive lewel

to exercise his retreat right or assignment rights or he
separated from the service,

B. EHeireat Rights. When an emploree has |n=u¥+l ient
retention standing to compete within hise competitive
tevel, he shall compete down the line of his promotion.
This is Known as the exercicse of Retreat Rights. A
emp]o,eH released from his competitive lewvel may displace
the emplovee with the lowest retention standing below
that of the released emploree in the highest competitive
tewvel From which he was promoted, The emplores shall
continue to compete a2t successively lower levels =zalong
the line of promotion until he is placed or, if placement
cannoat be made, separated by reduction—in-force,

E. Creditable Service for Reduction-In—-Force.

1 Trust Territor Fublic Bervice experience since

Urited States adnlnlctra+|-m took ower fincliuding
WAE until June 30, 17723,
far Imncludes trainees, ncludes employment under

e &1 TTC, Paragraph $0dy, {F2>, Chy, <12, tmd, (n
and (o),
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tk By Director o Fer=sonnel memorandum  dated
January 24, 1972, to a1l Trust Territory of the
Pacific Islands departments and districte, LSE
appotntments were to be terminated or conwverted
toe appoirntments per &Administrative Directive

72-1 dated January 26, 1972, '

WeE appointments until June 30, 1972 are to be
conszsidered az full—-time smployvment and service
credited accordingly. after June 230, 1972,

WAE or intermittent emplorment, time act
worked will be wused to compute creditable
zervice,

administration under U.5. MNawy and HHTTU.
52, TTPI Headguarters moved to Saipzxn, the
as 1Zaipan and Tinian) were under the HNaval
straticn. Fota was salready included in TTRI
stration prior to 1942,

Maria
Urntil

Marix
Admini
Edmini

-~
2
—

el
l:r “

{2 Personnel under municipal gowvernmentsg
{4y A1l employment within TTRI including:
Micronesian Claimsz Commizsion, MMation
Serwvice, and U.5, Coast Guard;
¢35y WS, military and ciwilian service in the Trust
Territory. Active tnilitary service in the United
States Armed Forces
{4y Emplorseeses  of ludlCi"” and legislative branches
(Congress of Micronesia, municipal councils, and
disgtrict 1#qn:laturpa . Judiciary, including
district court Jjudges who may have been or are
presently on WSE appointments;
» Serwvice in the Commonwealth of the Morthern Mariana
Ietande Govermnment =ince dSpril 1, 17749
(3 Trust Territory Government employment under the
Seaman s &acty and
{7y Emplorees o government agencies and
instrumental izs within the Go nment of the
Commoneal th of the Morthern Narlanﬂ I_ldndb.

"

tention Standing. Retention =standing is derived by
foting one (1) point Ffor esach wear of creditable
service, In competing with other emplorees tor retention
in = rompet:tlne tewvel, the individual with Jowest
r ntion standing shall be released First.

m
-+
byl

employment Fricoritx lLists. Emplorees under permansnt
waintments who  are  separated by reduction—-in-+force
'ull be placed on an sppropriate reemployment pricrity
t for a2 pericd of three (32) years or until returned to

COMMONWEALTH REGISTER VOL. 11 NO. 02 FEBRUARY 15, 1989 5963

[



P
£

duty in & permanent position in the Personnel Service
Syetem. An appropriate reemplorment priority tizst is the
ane established for the class and pay lewel +orm which
the employvee was finally separated.

=

2505 LIMITATIONS ON COMPETITION.

#. An obligated position i= & position from which  the
incumbent is temporarily absent because of:

{1y approved educaticnal leaved
(2 temporary promctiony or
(2) detail to another actiwvity.

B. Emplorees who are incumbents of cbligsted positions shall
not bn F]dCEd in RIF competition until they have been
returmned to dutr in the obligated position. Simitarly,
obligated positions shall not bBe abolished until  the

emploree returns to duty in  that position. The
Commissioner of Education or hisz designee, hawving
Jurisdiction over an obligated poasition, assuUre

recognition and protection of the obligated position and
its incumbent.

s2a0s  TEMUERE GROUFS.

For the purposes of eduction~in-force, PFPublic School System
emploreses shall be classed in tenure groups as follow:

TEMURE GROUPE 1

TENUPE GROWPS 11
Emplorees serving in probaticonary appointments

TEMURE GROUP ITI1
Emplaovees zerving in limited fterm or provizional appointments

2007 FURLOUGH ARD SEPSRATION.

F. The Commissicner of Education may use furloughs +for more
than thirty (30 daws i+ there s reaszsonable assurance
that the emplorees Furlough will bBe returned to duty
within the next twelue 127 months, I+ there is

reasonable doubt regarding the return to dutx of Furlough
employees, then the management officials concerned must
separate  the employeses Ffound to ke in excess  of
management’ s needs and proceed according to

reduction-in~-force procedures,
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E. Transfer of Emplovees, Before a reductiocn—in—-force is
made in connection with the transfer of any or all of the
functions of an entity to another continuing entity,

each competing emplores in a position identiftied with the
fupction or functions shall be transferred to the
continuing entity without change in the tenure of his
emplorment, &n emploree whose position is transterred
solely For liguidation, and who is not identificed with an
cperating function specifically authorized at the time of
tranzfer to continue in operation more than sixty (207
days, is not a competing emploree for other positicons in
the receiving entity.

C. LChange of Location., @A change of location of a2 function
does not automatically qualifty as a transfer of function.
The Function must move From its commuting zrea at  the
time of the transfer to & new commuting area.

Consolidation of activities, reorganizationz or other
changes not involwing & move to another commuting ares do
not qualify» 23 a transfer of function for the purpose of
these regulations. # Function transferred for the
purpose of liguidation is not a function {for the purpose
af this regulationy and therefore should not be treated
as & tramnsfesr of function.

L

ure to fAccompahy & Function. “éan emplores in a3
jorn in & funmcticon which is to be transferred, who
not intend to accompany the Ffurnction to the new
ation and so indicates in writing to management, shall
separated Ffrom the Public School Personnel System
.ing the adverese action procedures.

-
T e
~+

[}

r — ™
Tt
L

B

[IE:

3211 REBUCTIONM-IM-FORCE FROCEDURES.

Frocedures which must bhe used in implementing these RIF
regulations are published in the procedures manual hereto.
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PUBLIC SCHOOL SYS5TEM

EMFLOYEE APPEALS

This sub-part establishes the Public School Persoannel Appeals
Syztem. “ny smploryee of the Public School System mar appeal,
perscnally andsor in writing, a decision to take adverse action
against him +or  cause, sn  adverse action resulting From
reduction—-in—-force procedures, or & "less than satisfactory" or

"gatisfactory" performance rating.

3402  RIGHTS OF THE PARTIES.

In an appeal Ffor any reason the appellant smploree ang  the
management hawve certain rights which shall not be denied. These
are:

A. Right to s Hezaring. Upon the filing of =an appeal by an
emplores, both the responsible management official and
the employes entitled to a full and fair hearing before
the Fublic Zchool Personnel Appeals Sretem Committes , to
presen ewvidence, and to be represented by counsel. &t
the hearing, technical rules of ewvidenmce shall not apply

rl'

k ard the testimony <shall be recorded. The FPublic School
Personnel Appeales Sretem Committes shall  render its
findings of fact and Ffinal decision in writing with the
service on all parties.

Only one (1) hearing is held, unless the Public School
Personnel fBappeals  System  Committee determines that
unusuaxl circumstances reguire & gscond hearing or the
Public School  Personnesl  Appeals Syestem Committee mayr
retain & professional hearing officer serwvices.
it should be noted that the hearing provided by this
sub-part is separate and distinct from the emplores’s
answer and presentation of evidence in response to &
tetter of proposed adverse actian., Any evidence may be
presented at the hearing which the Fublic School
Fersonnel &ppeals System Committes allows, that bears on
the issue of whether the adverse action taken was
Justitied and proper.
B. Denizl of & Hearing.
£1» The Public School Fersonnel Appeaxls Svstem Committee
may take the determination to deny a hearing on the
N appeal when a hearing is impracticsl by reason of
unusual location or other sxtracrdinary
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(5



0
03

circumstances. - In this event the Commission mus
natify both parties in writing of the rezsonsis) for
denying a hearing.

£2y 1+ the Public School  Personnel  fAppealse System
Committee determines that no hearing i€ ressonably
possible, the management official and the employree

will ke otified to =submit, in writing, ' any¥
additionxl euidence ther desire to present on the
issues =0 that a decision can be made on the record
without 2 hearing.

om_ from Reprisal or Interference.
¥ee feels Ffree to use the appeal system, the
will not serwe the intended purpose of giving him 2 means
for review of his dissatisfactions. @an emplovee and his
representative, therefore, must be free to use the swvstem
without restraint, interference, CoOBrcion,
discrimination, or reprisal.

“an emplores, whether acting in an official capacity for
the Public School Srstem or on any other basizs, must not
interfere with, or attempt to interfere with, ancther
employee’s exercise of his rights under this sub-part.
To be +ully effective, the spirit as well z= the Tetter
af the reguirement, must be enforced. It is nmnot ernough
for  an  official te abstain from owvert threats or
interference. He must alsc refrain from making anx

statement or taking anmy action that has the appearance of
& threat, interference, or intimidation.

. Emploree FHepresentation.  An emploree has the right to
present an appe without reprezentation. He also hs

al
the right to be =
]

ccompanied, represented and a 4
representative i+ hie choice at any state of the
proceeding. “n emploares may change his representation,
but to do so, he must notity the Fublic School Personneld
“appeals System Committes of the change, in writing. The
emploves may select another Public School System empiorees

as hi=z representative, prowvided that such emploree s

willing to represent him. In addition, the
representative must be Ffree to do so, e.g., not  be
dizqualifie hecause of conflict of position ar
unavailabkility to serve in that capacity because of
priority needs of the serwice or reasonable caost to the

government as determined by management.

The emplores is Free to
an»one ocutside the
s his clan EXpense,
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E. Bovernment Fepresentation. The management official =
represenative at hearing must be the Public School Srstem
Legal Counsel.

F. Emploree Entitled to Official Time to Prepare an Appeal.
A emploree i3 entitled to 2 reasonable  amount of
cfficial time to prepare his appeal if he is otherwise in
an asctive duty status. 1¥ the emploree’s representative
is an emploree of the governmsnt, he iz also entitled to

reasonable amount of official time to prepare the

appeal if he i otherwicse in an actiwve duty status. Both
the emploree who appeals and the emploree who acts as
representative shall make arrangements with the Fersonnel

P

ce of official time. The
B shall determine the
time that is to be granted
s of the emploree and of

The time to be allowed

Manage ment Officer for the u
Personnel Manzagement Offic
reasanable amount of official
and will inform the superwvisc
the emploree’s representative.

must necessarily depend wly} the the facts and
circumstances of each case e.qg., the number and nature of
the reasons stated in the letter of decision, the
specifics, the vwolume of the supporting evidence compiled
b the management aofficial, the availability of
documents, witnesses, a:SlbtdﬁCE at the emplovese’s place
ot emplorment, and similar consideraticns, I+
preparation requires more afficial time than Ma s

griginally considered reasonable, the employes or his
representative may reguest the Commissioner of Education
for more time., The reguest should explain fully why more

time s needed. The Commissicner of Education will
determine if the request is reasconabkle and should ke
granted, I+ granted, he will make fthe necessary

arrangements,

34603 EMPLOYEE APPEAL.

fn o emplovee must Fill an appeal within fifteen €15 calendar dars
after delivery of the letter of decision. The appeal must be in
writing and delivery personallsx o istered mzil to the
Commiszioner of Education, The appeal must gis

t =
reasons for contesting the adwerse action, together with any
oftfer of procf and pertinent documents he desires to submit. It
should als=c include his regquest for hearing i+ he so desires.
Emploveses located awar from Saipan must also meet the Fifteen
(152 calendar dars periocd for fFiling an appeal o the
Commissioner of Education. I+ registered mail iz utilized, the
appeal must be postmarked no Yater thanm the fiftesnth calendar
day .
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3404 PREPFARATION FOR HESRIMG.

%, ldhen the Board of Education ogrants & hearing, and
establizshes E) hearing date, it Wil rotifyx the
Commissioner of Education of the employee concerned, by
rname, title, grade and organizational unit,

B. The Commiesiocner of Education must either simultanecusly
or- at different timee meet with the emploree and his
representative, and the management official and his
representative, within =sewven (72 calendar dars, if
pozsible, after receiving naotice that 3 hearing has been
oranted. I+ it iz not possible to hold the meeting or
meetings within the sewen (7) calendar dar period, the
meeting or meetings will be held as socon thereatfter as
possible, &t this time, the Commissicner of Education
will inform the Board of Education of the deltar and
request & new hearing date i+ necessary At this
meeting, the emploree and the management u%f ial will ke
required to furnish the Commissiconer of EjJ:a ion and the
other party with the follaowing information
{1y Emploree’s list of witnesses containing:

tar Mams, lecation, and occcupation of each witness;

by & summary of each witness anticipated
testimony: and; _

(i) the availability of each witness in the area of
emploves’ s duty station during the next thirty
daws (30 davs.

P2 Management official’s witnesses conts inge

{ad nams, locaticon, and occupation of each witness;

Tk 3 summary of each witness”’ anticipated

testimonyg ’
and;

{3y the availability of each witness in the aresa of
the emplores’=s duty =station during the next
thirty (2032 dars.

C. The Commissioner of Education must direct the management
ofticial tn make awvailable to him zand the esmplores
management official s entire adverse action Ffilse For
review and reproduaction.

0. The emploree may inspect and copy any part of the zappeal
file upon regquest.

E. The emplaree mar request that the Public School Srstem,
-3 ite owan expense, produce at the hearing those
witnesses who are emplored by the Commonwealth Government

f
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and whose testimony the emploree alleges, in writing , to
be pertinent to the issues and necessary to his defense.

The employee may include in his list of witnesses
non—-government individuals, bot 2 emernts for their
presence  at  the hearing are t ligation of the
emploves and will be st the e ze of the emplores
unless atherwise ordered by the Bo of Education.

2505 AFPPEAL FILE.

When an emplores Ffiles an appeal from adverse action with the
Board of Educaticon, the Commissiconer of Education must establish
and maintain an appeal +ile containing capies of a11 availabkle
pertinent documentsy in addition, that office must immediately
forward originals of &1l pertinent documents to the Board of
Education. The emplovee appeal file i= independent, separate and
distinct from the OFficial Personnel Record {OFR), The smployves
appeal +ile, both with the Commissicner of Education and the
Board of Educstion, must contain 311 the documents pertinent to
the appeal, such as:

A. @A copy of the delegation of authority of the management
official taking the actiong

B. A copy of the letter of proposed adverse action;g
C. The material relisd on by the management officizal to

support the reasonsfs) tisted in the letter of proposed
aduverse actiong

D. The emploree’s written answer if any;

E. @& franscript or summary of the smploree’s presentation of
oral svidence and copies of documents presented;

F. & capy of the letter of decisiong

5. The emplores’s written notice of appeal;

H. aAny pertinent svidence dewveloped after iszsuance of the
& cti

I. The lists of witnesses submitted by both parties;

d. The reascontsd Ffor not granting 2 hearing when one i:=
requested but not granted;

K. The reasonisr for not producing witnesses at the hearingg

A L. Thes transcript of the Public School Personnel &ppeal
Svetem Committee hearing when & hearing is helds
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M. The recommendation of the Fublic School Pers
Srstem Committee hearing officer, i+ anyy and

M. A copr of the notice of decision of the Fublic School
Fersonnel Appeals Syetem Committes.

3408 PROCEDURsL DEFECTS.

I+ at any time after the appeal has reached the Public School
Fersonnel Appeals Bystem Commitites, the Board of Education finds
a regulatary or procedural defect which would warrant reversal of
the action taken  b» the management official, the Board of
Education will prepare a report of its findings on the issue and
order that the acticon be dismissed without prejudice Copies of
the findings and the order will be served on all pdrt BS,

2807 STATUS OF EMPLOYEE DURING APPEAL.

I+ an employee appeals 3 management official = decision given in
accordance with aduverse action procedures, that decision shall
remain in effect umless and until the EBoard of Education has
entered its findings and decision on the zppeal. The Board of
Education may enter zuch finding=s and decn—znn on appeals decided
by it 22 it findse the circumstances of the case require, and that
it deems just and proper.,

3408 FPERFORMANMEE BRATING APPEAL.

. AN emploves mar appeal & "less than zatisfactory” or
F FF
"zatisfactory" performance rating to the Commissioner of
Education.

B. Aan emplores has 2 right to reprezentation of his choice
as provided in Section 3&02.

C. The appeal to the Public School Personnel Appexls Syvstem

X tee must be in writing, stating the rezsons for the
appeal, and must be Ffiled with the Commissicner of
Education within thirty L300 calendar d after
receiving the notice of rating.

Ly
]

’r

. Upon receipt of the notice of dpp gal, the Commissioner of
Education will appoint an ad hoc committee of three (30
to review the rating and eualuate the objection by the
emploves.  The ad hoco committes shall be sslected among
emploveses 13 who are of egual rank as the appellanty (23
wheo 1= not in the superwisory line abowe the zppellant;
£33 at least one of the perspective school of whom must
hawe an understanding aof the work the emplorse is
performing. The Commi Es'nner of Education or his
representative shall sepy as Executive Secretarr and
aduvisor to the committees,
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The ad hoc committee shall review the content of the
appeal, make the nesded inguiries of the rating
supervisor and emploree and, in closed session, arrive at
& Jdudgment. The committes then may (1) refer the rating
and the appeal to the rating supervisor and the reviewing
official for resvaluation, or (2) determine that the
perfarmance rating should stand.

In the svent the committee determines that the appeal is
Justified and re-rating is required, it zhall direct the
rating supervisor to correct the rating. The committee =
orders shall be in writing and state szpecifically where
the original rating was deficient. @&11 documentation in
suppart of this conclusion must accompany the rating when
referred back to the rating supervisor.,

I+ the employee is not satisfied with the decision of the
ad wance committese, he mar appeal to the Board of
Education, using the procedure defined in this sub-part
for appeals from adverse action decisions.
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PUBLIC SCHOOL SCHOOL SYSTEM

Q
|
[one)
L

GRIEVAMCE PROCEDURE

3701  GEMERAL.

The Public School Syrstem recognizes the importance
disagreements and misunderstandings promptly, Ffairly an
orderly manner  that will maintain the self-respect of

employee and the supervisor and be consistent with
of good management., To sccomplish this, every
made to settle grievances expediticusly and
possible level of supervision.

2702  EMPLOYEE COMERAGE.

of =settiing

d in an

the

the principles
effort will he
the lowest

The Public School Personnel Coverage System cowers all Public

School Srstem emplorees,

3703 GRIEVAMCE COVERAGE.

The griewvance system will cover a1l matters
dissatisfaction to an elig lhle emixloves  unles:
Zection 3704 below.

2704 MATTERS MOT COVERED.

The grievance system will not cover the Ffollosing:

A.  An aduerse action sppealed under section 3

C. The content of published Public School Srs

CcohCern (=] ¢

excepted by

tem policys

or  transfer

D. MMon-selection +for appointment, promotion,
from a group of properly ranked and certified candidates;

E. Mon-adoption of 2 suggestion or disapproval of a2 merit
i ar

y performance awa
fonary asard:

Fo dan emploree who is serving on probationary

2705 FREEDOM FROM RESTRAINT.

Emplorees will e unimpeded and f
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Free from
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3708 EMPLOYEE'S RIGHT TO REEPRESEMTATION.

The Public ZSchool Srstem recognizes that grigvances are personal
in nmnature and that aggrieved emplorees or groups of employees
mist hawe the right in presenting their griesvances to  be
accompanied, represented, and adeised by representatives of their
own choosing. Thus, in the formal griewvance process, as
hereinafter defined, the emploves or group of emplorees have the
right to be represented by counsel or other representative of
their chogsing at their own discretion. I+ the employee or group
of emplovess choose to serve as their ocwn representative or to
dezignate a member of the aggrisved group as spokesman, they may
do =0,

2707 FHOLE OF THE PUBLIC SCHOOL PERSOMMEL GRIEVSHMCE SYETEM.

The Board of Education serwves as the ultimate appellate lewel for
grievances of emplorees or groups of emplorees., It shall take
under cognizance only those formal grievanpces which cannot be
zettled to the satisfaction of all concerned in accordance with

the formal grievance procedures defined in Section 2709 of this
sub-part,

2708 EMPLOYEE'S RIGHT TO SEERE &DUVICE.

Sometimes an employee has a2 walid reason for not taking a

grievance to his immediate superviszor. The Public School Srstem
grievance sv¥stem, therefore, provides opportunity for an employee
to communicate, informally, with and seek aduice from:
#, The Public 3chool Personnel Griewvance Swxstem, andsSor
B. & supervisory or management official of higher rank than
the emplores s immediate supervizor.

., The griewvance action <hall Ffirst e initiated by the
emplaree wh o Wil discuss

agqgrieuved his problem
informally with his supervisor, or if he +feelz his
relationshio with his immediate superwisor iz such that
he cannot rezsonably discuss the matter with bhim, he mar
diecuss it with the next lewel of superwvision. &
grievance concerning 2 particular act or cccurrence must
be presented within ten {10 calendars dars of the date
of  the act or occurrence or the date the aggriewved
emplores became aware of the act or occurrence.

B. If the grievance is not setiled within five (5: calendar
dars, or if the emplores is not sxtisfied with the
decision of the immediate supervisor, he or his

1t
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reprecsentative mar, within the next ten {103 cal

dave put his grievance in writing and submit it to the
Public School Personnel Grievance System as a2 F
grievance. The written representation must contain the
following information:

(1> the identity of the aggrieved emplores and the
corganization in which he worksy

(2 the details of the grisvance;
3y the corrective action desired; and
{(3) the name of his personal reprecentative, if any.

3710  FORMAL GRIEVSHCE PROCEDURE.

. The Public School Personnel dppeals System Committee will
examine the grievance, discuss it with the grfPUAnf o
his representative, and render its decision, in writing,
within fourteen (14 calendar davs after receiving the
grievance., The Public School. Personnel Griewvance System
may» have present the emploree’s immediate supervisor, if
he deems it appropriate  to the resolution of the
grievance.

Il

lic School Syst
==ful in =ptt 5
‘& satisfaction within Ffourteen
it is presented to hi
—h«l] within fitteen {13y calendar daye af
iving nArxtten notification of the decision, submi
ievance to the Commissioner of Education.

=211 fi(p |:|
ling

3
A a)
[n]
o
by

] (:L m
[ s BT
mom T
T o~ —
]
i
i

A
i
=

he Commiesioner of Education shall set a time far its
e of the cass within reaaanab]e time after
g & grisvance, I+ the Commissionsr of Educati
to have the grievance heard by a hearing offi
4|.
t

L]
inform the aggriewed emploree and his

ative as soon as possible.

D. In hearings before the Public Schocol Persannsl &
Srstem Committese or & hearing officer, the aggris
emplores and’ocr his representative shall be allowed

=
M|
i

o

oL om

o
X1}
i
3
D —
—+

v T
0+
g

;o

appear and present his case. AN appropriatse ma
reprezenfatlnw Ehd]] a
Board of Edu
call witness
Education or 3
of the hearing. I+ both parties desir
record prepared by 2 reporter,
zhall be szhared equally. I+ only one =
R tormal written record of the proceedings, that side zhal
' bear the cost.

shall hawve the

rm
~+

R e R B
L

i
Y]
n

3
i
5
- 3
~ 3
P
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E. The Public School Personnel #Appeals System Commities
gzhall reach =a decision and present it formally fto the

Commissioner of Education within ten {10 working dars of
the close of the formal hearing. Decision by the Public
School Personnel Appeals Srstem Committeese shal e made

by & two-thirds (2530 wote of the entire members, as
reqguired by 1 CMC 58113, and shall be final.

F. I+ the =aggrieved employese iz dissatisfied with the
ecision having exhsusted all administrative zappeal

i
fevwels, he has recourss to the courts.

ut

G. The Commiscioner of Education shall ke Wept informed a
to the progres=z of a2 formal grievance and is responsible
for assuring that the time limits established in this
procedure are met. He i also responsible to assure that
the formal record of the grievance iz assembled into ons
place, stored and safeguarded.

H. The Commissiconer of Education shall be the final
custodian  of  all recards  of & grievance and is
responsible for their proper storage and =
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PUBLIC SCHOOL S¥STEM
4100
POSITION CLASSIFICATION

4101 GEMERAL .

A1l positions subject to the provizion of the Commonwesal th of the
Maorthern Mariana Islands Fublic Schoaol Personnel System shall
classified in accordance with the approved Fosition
Classification Flan.

xi}
wi

410 DEFIRITIONS.

A. Fosition Classification. Position classification means
the process by which positions are identified zccording
to their duties and responsibilities, like pasitlmn—
segregated into groups called classes, and a syrstematic
record made of the classes found and of the particular

positions found to be of each class.

m
1
1]

ass. Class means one positicon or & group of positicons
sufficiently similar i respect to their duties,
responsibilities, and zauthority that the same titie may
be vzed with clarity to designate each position allocated
ta the ciass, the same standard gqualifications mar be
required of 211 incumbents, the =same tezt of Fitness may
e uyzed to choose qualified emplovses, and the same

schedule of compensation may be applied with equity under
the same or substantizally the same emplovment conditionsg
and sufficiently dissimilar From any position or any
other group of positions to warrant exclusion from those
groups of positions. '

The < titie aaaigned to & position in 3::wrdan:e Wi th
the PFosition Clas jcation Planm shall be the official
title and will be used for 211 personnel, budgetary and
financial purposes In addition, the officia title
should be used +for all position organization char

o ”
.
11

1

te.

£. Position. The work, coneisting of duties and
responsibilities assigned by competent suthority  for

i
perftormance by an emplores.

0. Fosition Classification P

= 1an. Position classidication

plan means ciasses of positiohs arranged in 2 logical and

z¥ztematic arder to reflec 1 of the kinds and leuels
i i r

1
of work utili connel Service,

E. Management Officizl. MManagement official means a2 persan
R having power to make appointments or changes in status of
an emploree in the Fersornel Serwvice, or a delegate of

COMMONWEALTH REGISTER VOL. 11 NO. 02 FEBRUARY 15, 1989 5978

[



44

F. d@llocation Allocation means the assignmen
to its app opriate class on fhe e E'E of  ana
duties and responsibilities of the position.

pa—

G. BReallocstion. Feallocation of a positicon is= & position
change resulting from a2 gradual change of dutiss and
responsibilities ocver an extended pericd of time, not =z
resuli of planned management action.

|]

H. FEeclaszsification. Reclassification means changse of =
position or group of positions to a different class as a
result of & change in duties and rezponsibilities,
classification standards, or as a result of correcting
classification srror.

I. C£lass Specification. Class  specification means an
official position classitfication plan document describing
the general characteristicse of the class, inciuding the
official class title, a description of the scope of
dutiez znd responsibilities of the class, examples of
work or trpical duties performed, and 5 statement of the
qualifications required to perform the work of the class.

J. Series of LClasses. Seriges of classes means classes
closely related as to cccupational special bty but
differing in lewel of ditficulty, responsibilities, and
qual ifications regquired (For example the fiwve classes of
teachers I, II, II1I, IYW and Y make up the series.?

e Position Descriotion. Fosition description means &
formal, official written statement b management
documenting the assignment arrangement of the duties
and responsibilities of a position.

L. Lertified. Fositions as detined by fthe EBoard shall
require professional certification, high standards of
gqualifica finn and continuoing educaticon. Certification
zhall ke for 5 period of fiue »ears subject to revocation
orly with cause. Certified positions are as fol lows.

#. ClassroomsTeacher aides
B. Counselors

C. Principalsstdice Principal
D. Likrarians

E. Education Specialists

M. Mon-Certified. FPositions =services with 2 two years
contract subiject to renswal based on satisfactory job
performance in the case of support staff, or need in the

S— cazse of consultant seruvices.
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#1., Bus Drivers

B. Custodians/Building Maintenance

C. Clerk TypistssAdministrative Assistant/Administrative
Specialiste Administrative Officer

B. TradesmansClerks

E. #ccounting Clerks, Sccounting Technician, Accountants

F. &l11 Others

4103 PRIMCIFLES abD POLICIES.

ic principles underlying the position classification

&. Egual pay for equal work; and

B. WYarijiatione in par in p-uporfiﬁn to =subs

differences in difficult responsibility and
qualification requirements uf the wor i,

The Feresonnel Serwvice Srstem’s position classification program
applies these principles in responss  to manngemenf’s expressed

neede and in support of mission accomplishments Changes in
ctassification shall r:t ke made for the purpose of raising or
reducing pay, but only to reflect clezar and significant chamges
in duties and res pun=ib11it ies Superuvisors and managers arse
expected to organize the wurk of  their organizations and
structure the positions =2 that wacancies can be Filled at the

lowwest lewvel at which gualified applicants can be ohtainsd,

4104 ERESPOMSIBILITIES.

4. Commicssioner of Education.

1) Administers a «
management s ob, b .
requirements, and promotes

am which supports
gal =and regulatory

= participation b
gperating officials in the classification process.

{2y Provides zadvice and assistance to management on the
classification sspects of position structure needed
to carry out the government’'s mission,

{2y Conduycts periodic reuigus to evaluate the
effectiveness of the classification program  and
directs corrective action where appropriate.

i1y Develops I classification standards, revises
existing standards a5 needed; seeks ddUlCE and
counsel of oaperating officials with the approval of
the Board of Education.

£5)  Groups positions into classes on the bxsiz of their
5imi15ritie¢ in duties, responsibilitises, and other

e significant factors,
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et
"

Assigns  a title to each class which shall apply to
all positions in the cla -; prescribes the
characteristicse of sach class, and the standarde +or
employment of any position in the class, and the
standards for emplorment of any position in the
class subsequent to consultation with the EBoard of
Education and the sppropriate management officials.
(7% Changes a position from one class to another where
substantial changes have occured in the duties and
responsibilities.

Determines the status of occupants of positi
which have been changed from one class to another
clazs,

0

The Commissioner of Educaticon is authorized to delegate authority
to the degree which he deems appropriate, to other gualified
perscnnel in the Pubklic School System to identify positions at
certain levelsz with established classes of positions which hawve
keern approved and allocated within the Classification Plan.

B. Management Perconnel Officials and Supervisors.

12 The planning, organizing, dewveloping and assigoning
of duties and responsibilities to positions, whether
ococupied or uacant.

L2 bWhen making assignments, giving consideration to the
mission of the aorganization and structuring
positions foar acc”mp1i=hmen+ aof requirem e«th in the
most effective and sconomicsl manner possihkl

{33 mAssuring that azsngned dufle: and responsi DI]! =
do not duplicate or  overlap those of other
[l (=32 1 1’ i o=

= ssurlng that current duties and responsibiltities
a=signed to position are completely and accurately
described in position descriptions in full  and
sufficient detail Ffor position classification and
al} retated purposes.

¢33 Assuring the dewelopment, preparation, maintenance,
and submission of +actual and up—-to-date functional
statements and organizational position charts which
clearly depict zich information =R azssigned
organizationsl andsor superwisory responsibility,
arganizationsal Eegment jdentification, emplorees
names with official class titles and pay tewsels for
the positions fto which assigned, the title and pay
levels of wacant positions which are fupded and
appPEJEd and other similar essential details.

(&) Assistin their emploavees to whatewer gxtent
necesss rv to accomplish the foregoing amnd to obtain

S information from authoritative sources, a s
necessary, to answer specific guestions «as may be
raiszed by their emplorvees.
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4105 POSITIONM PLAMNMIMNG.

The supsrwisor is re

responsible for position planning. He analrzes
the work to be scoco

coomplighed, decides on work or production
me thods, and determines the requirements for superwvision, special
technical =support, gqualitative and gquantitative and controls, and
rewvisw and evaluation. A well defined position has clearly
defined operation, task, duties, authorities, responsibilitiss,
and supervisory relaticonships  and iz communicated to the
emplaoree,
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PUELIC SCHOOL SYSTEM

4200
COMPEMSATION

4201 GEMERASL

#1111 persons emploxed by the PFublic Z2chocol System  =hall  be
compensated in sccordance with applicable law and provisions of
this part. Mo person shall report to work nor receive a2 salary
unless an appropriate personnel actiaon has been approwved by the
Commissioner of Education or hie autharized representative.

4202 COMPENSATION PLAN

jon classsification plan, when assigned to
. the

Tasce AR
appropriate = levels o h Baze Salary Scheduls as
established, shall constitute the basic compensation plan.
The Commissioner of Education shall assign all classes in the
position classificatian Dl:n to appropriate pay lewels in the

Basze Zalary Schedule in accordsnce with following:

Kind and leuel of wori;
Degres of diftficulty and resp
Kind, quality and lewvel of gus
Eelatignahip ta other :135295
and of itts occupationzal  group
Qroups.

ilites

ation requirements;

s occupational groups.
o other gocupaticonal

0y m I

1
a

4202 PERIOLRIC REVIEW OF COMPENSATION PLAMN.

._|
or
1]
D

mmissioner oof Educati

ati pericdically condue t
and appropriate stoudi

11
ratez of compensation and

Nnecessarsy ies of

compensation practices in  all geographic areas  from  which
emploreses  are normally  recrgited, z2nd  shall recommend and
tranemit the =ame to the Board of Education for its rewview.
Follomwing such rewiew, the Board of Educaticon shall submit the
game, together with its comments and recommendations, to the
Legistlature for review and approval.

£
P
s

ESTaBLISHIMG SabaRy UPOH APFOIMTHENT .

&, Zalary  shall be fixed at the +First step of th
appropriate pay lewel wpon initial appointment. Should
Bigher rate be jeemud necessary to recruit, and i
prruprna g to the gualificationsz of the applicant, h
salary mar be figzed at any succeeding step but noet berond
the fi4th step. Parment of salary sbove Step 1 of a pay
P tewel must e approved by Commissiconer of Education.

DI ]

(e
) ] |‘|
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B. When a2 person mary be reemplorsd after a bresk in zervice
of one {13 or more days into a position in a3 class and
pay lewel lowser than the highest ciass and pay level he
had previously held, the Hdlsrx ma» b2 set at the highest
previcus rate held, provided the rate does not excesd the
salary ranges of the lower pay lewsl,

4205 FPROMOTION.

Ar oemploves who is promoted from a position in one clas
existing position in a higher class shall ke compensated at the
towest step in the new pay lewel which at least eguals the amount
of two (2 step increases in the old par level. The
compensation cannot exceed the rate of the maximum step in the
highest pay lewsel. The effective date of the promoticon shall be
the new service anniversary date for the promoted emplaree,
Retroactive promotions hrall not be make except when directed by
a2 decision of the Commissioner of Education pursuant to an
emplores’s appeal.

4204 TEMPORARY FROMOTION.

# temporary promoftion ie utitized when it is anticipated tha

- t at an
emploree will temporarily occupy a2 position for & period in
excess of three ¢32) months. #n emplores can be temporarily
promoted only i+ he mests the gualifications standards of the new
position. The emploree temporarily promoted shall be compencsated
at the =step in the npew pay level which iz at least =gual to an
imcrease n% two steps 2t his current pay tewel, The emploree
must be informed in adwvance and agree, in writing, that at the

faa
oy
[11]

expiratl on of the temporary promotion, he will bBe returned to
former sslary {grade and stepd that he would be receiving had he

remajined in the Fformer position. Mo temporary promotion shall
excesed a period of onse (13 w¥ear excepit when the femparary
promotion iz to replace an smplores on educationzal leave outside
the Commonwealth of the MNorthern Mariana Istands. - In this
instance the temporary promotion shall be in effect no more than
(2} wears.

acting” assignment is the designaticon, in writing, that arn

emploves will act for & pericod of up to thirte (303 dars in place

of & superwisor, Whern the superwisor’s absence excesds fhe

initial thirfv v30 day periocd, & new designation =hall be mad
- 0

€
1 thirty $30) dars, This thirty {2 daxy renswal
atting assignment is repeated until the supervisor returns

i the ulh

to hi position., Whenewer t acting assignment exceeds ninefv

03 ars, the emploree =hzll be temporarily promoted iF h_

- meets the qualifications standards of the position. I+ T
acting assignment gxcesds ninety (R0 dsvs and the emplores daes

COMMONWEALTH REGISTER VOL. 11 NO. 02 FEBRUARY 15, 1989 5984

B



Sn
not meet the gualificstions standardse of the position the
emploree may be temporarily promoted standards of the posi tiun,
the emploree may be temporarily promoted to an intermediate grade
i+ one exists and he meets the qualificxtions requiremesnts, or if
the emplovee doss not meet the qualifications standards of either
the target ograde or the intermediate grade, he shall be
compensated with two (2 steps in his current par lewel, but may
not excesd the maximum step.

4208 DEMOTION.

An smplaoree demoted because of abolishment of positiaon or

reallocation of position to a lowsr pay Teuwel, except at his own

request shall be compensated at the rate which does not exceed

his current pay rate. bihere his existing rate of the maximum

=tep of the lower pay Tewel, the emploree shall be compensated

at such maximum step. Aan emploree demoted as a disciplinary

measure shall have his compensation reduced to the correspanding

step of the ltower pay lewel, and mar, with the azapproval of the

Commissioner of Education be ccmpensated at 3 Towsr step.

An employee demoted at his own reguest shall have his pay set at

the numerical step in the lTower pay lewel which corres puTjE to

the L1a55|+ cation guidelines,

4207  TRAREF

#an emploree who s transferred to a diffzrent position at the

zame pay lewvel shall receive no change in compensation. S

minimum of two weeks” notice must be given to the affected

supervisors prior to effecting a transfer.

=210 EFFECT OM SERVICE ANNIVERSAREY DRTE.

An employee’s service anniversary date will not be affected by a

detzil, "acting"assignment, or te mporary promoticon.,

4211 REALLOCATIONSRECLASSIFICATION OF POSITION TD HIGHER Py,

1y wmﬁli ‘ee  whose position is reallocatedSreclazssified to

higher class =shall be compensated at the Jtowest =tep in  the

higher pay lewel, The rate of compensation cannot exceed the

rate of the maximum step in  the. higher par lewel. The

annivercary date of the new reallocations reclassification shall

be recycled.

4-12 EFFECTIVE DATE OF POSITION CHANGES.

The effective date of all position changes shall be the beginning
S of the first par period imm&dldtelg following the approval of the

action by the Commissicner of Education. Exceptions to this ruls
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may be made by the Commissicner of Education only» +for  such
zons as will sxpedite public business snd not result in an
quitable situaticon.

4212 WITHIM-GR&DE IMCREAMSES.

#A. With—-in—-grade increases may
fiftr—twao (522 calendar weeks
pwrfnrman_-.

"BE. Emploress included under the Publi
and ass'g nd to work part—time will bs eli
within-gra ze only at such time as t cumulative
+0+H1 3% 1 hours worked equates to a standard work rear
o+ L0380 hours and such work has been sati
ee
ig

]
_l'l

chool Svetem
itkle For a

a

Empln> =z who are emplored on an intermittent basis are
ot el ible to receive within-orade increases.

fective date of a within—grade step increase shall

e Ffirst day of the +irst pay pericod follaowing

tion of the regquired waiting period,.

. For all positione, approuved WEaue in & non-pay sStatus
(LWOPy  andsor unapproved leave (ARIGLY not o exceed
eighty ©80) hours, in credit:ble towar the waiting
periacd for a within-grade incresse, Unapproved leave

Caldl Yy and leawe without pay CLWDIPY of more than forty
(40 hours will sxtend the waiting pericd by» at least cne
.l.

pay period or b the amount of time such AWOL or LLWOP
excesds the eighty (80 hours, whicheuer iz greater.

E. Time served in a LWOF status for purposes of Jjob- rwlated
education or training is credited toward within—-grade
increases, the same =zas i+ the employes had bBeen in 2 pay
status for that periocd of time while on LKWOP, provided

F=

that the emploree iz a registered or enroclled student,
To be creditable toward the waiting period, the seducation
program in which the emplorvee is snrolled mu‘t be clearly
and directly applicable to  the emploayree” present
position or one to which he may reasconably aspire, and
for which he is released form full-tims atatua and placed

in an approwsd  leave without pa CLBGRY  status,
Finally, the emploree must perfo his edoucaticnal

nrogram satisfactorily 2z determi rej by managemsnt  and
the Fersonnel Officer.

F. ©w former emploves reemplored with a break in serw
begins & new waiting pericd for a within-grade incre
Mo credit will ke given toward the completion of this new
viaiting period for any time szeruved under a2 former waitin
period prior to the bresy in serwvice,
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G. For every two (2% year period an emplores who has
placed on the maximum step and has received consecutive
satisfactory performance rating or better shall be given
an additional S pary differential,

214 WORKSHOPS

An employes who successfully completes a total of 120 hours

of

work  shops, or multiple wunits therecf that are supervisor

sponsored andsSor sanctioned by the Commissioner of Education

in

accordance with the Board of Education Policy mar be given a
hal+

zach

aa]ary increase eguivalent to one 13 step or two and =
£2-1-2) pay difference for those emplorees or step 10 for
120 hour unit,

T'-.

-
=)

emploree may receive more than cne (1) =step incr
under this Sub-part in any one calendar year regard
of the emploves number of workshops that he successf
completed., Emplorvees who are smplored on an intermit
basis are not eligibkle to receive this increase.

e effective date of the incre
211 be on the first day of thi
ter the approwal of the Commissioner of Education.

t

i

. This increase zhall not aftfect the anniversar» d
t mployes,

e
m
Tt

4215 OUVERTIME COMPEMESATION, COMPEMESSTORY TIME AMD CONTROL .

o

+ o o=

T o~ T
—
m

o
-+ N

ase under this Sub-part
iz following pay period
i a

T

in

#.  FAny employee who is directed to work and does work
excess of forty (402 hours 2 weelk shall be paid overtims

at the rate of one and one-half 1-12 timee his basic

pay; or in  the absence of any Ffunds for ouvertime
compensation, compensatory time-off =hall be granted
within four {4 pay pericds +from the date in which it

was earned, and any compensatory time not used within a

four pay  pericd interval shall ke converted to ouertime

pay the following pay period.

11y Buch owertimes work is directed to &  specific
obiective or goal of accomplishment, and it cannot
be accamplished during the regular workdar, nor
postponed to the following day or davs., An employree
who e required fto work overtime of less than tuco
22 hours is credited with a minimuom of fwo (2%

hours quertime worlk, ’
E. ercmi"ing and Control of Oueritime, Inte]1igen and
- responsible control  of overtime For all Fublic ol

Svsetem ie & continuing management function and, to tr
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end,
afficials
ouertime.,

19

Faa
[
~

PR
)

annual

uts)

ouwertime

L.

management
SUpervisory

COMMONWEALTH REGISTER

. Approvsl
who has

Superwision
emplorees
must
corertime

3 are to hke
arnd  subordinate  sup
These =teps include:

certain =step By all

isars to

marnagement

taken
e minimizing

to improue
e during the 40
gnessential or (=21
certain that cnable
with respect hours of

industry, and individual

Erzsure that ewvery effort ie  made
management of the man-hours swailabl
hour  work  weels eliminate
priority wior K 3 make
discipline is maintained
viorkK, leawve, punctuality,
proguctivity,
Examine the purpose
the work to be

reas

to

of ouwertime to
accomplished

whether
immediate

determine
raquires

completion. Mo ouwertime should be approved to
complete any work thst could be delared without
undue hardship.

Where recurring overtime appears Nneccessary,
consider the relative cost of additiconz)l personnel
wersus  the current cost of  ouertime, Where
additional personnel gsult in lessz cost to
the government, they should be prowided by
reassigning emplorees in less essentizal positions,
wherever possible.

Consider pooling clerical personnel and  freesly
loaning emplorees from one activity to another as
the neseds of the moment require. Mo szituation
should be allowed to exist wherein emplorees are not
fully occupied in necessary work eight hours a dav.
tse availskle recognition dewices, merit increase,

pertormance auardz, and priority
promotion

consideration for
to rewsard emplovees who make extra

an behalf of their organizations. Thi=s will
encourage other emplorees to raise their sights.

af Owvertime. At a general policy, an emploree

talken annual or sick leave or who plans to take

or sick leawe within the =ame work week will not

scheduled to work DUEFtImE, and will be adwvised that

voluntarily performed i not compensable.
Superwvisors borking Quertims. A5 oa general polic

zshould
wior K

afficials
persoannel to

refrain from directing

oertime,

of Ouwertime llork., In the event three or more
are directed to work overtime., a supervisor

ke present to ensure proper utilization of  the
R~

per
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STAMDSRD WORE WEEK.

The <standard

oMe

viork week iz secheduled

4217 USE_0OF MON-STSMDARD LIORK LEEK.

Mon~standard uzed

service

work weeks mary be
to Ful+ill other needs
Schedules For non—standard work
advance by the managemsnt official
Commissiconer of Education. When

arn emplaovee from a standard work week
shall be given notice, in writing,
aduance of the date of the

effective
not the regquired notice of

ar

given

and to end on the following Friday

mesks
concerned
it becomes

change

o on Monday  at

Ip.m., of =zach

commence
at 4:

to provide continuity of
aof the public interest.
2hall be dewised, in
and approved by the
necessary to change

to & non-standard work, he
ten €10 working davs in

change. I+ an emploree iz
in schedule of wark, he

shail be compensated at the overtime rate for those dars worked
within the first ten (10 working dars which do not fa11. within
the standard work wesl,
4213  HOLIDSYS

. Emplorsses  shall be paid holiday pay or bBe given

compensatory tims—-off for work

of the MNorthern Mariana

I=1ands

performed on Commorweal th

Gowernment holidarys, in

accordance with the regulation set forth herein.
B. Payment for work on holidars:

(1 &ny emploree required to work on 2 iega] Rl iday
which falls within his regularly scheduled work week
shall be compensated dt o £23 tlme= hizs base
talary rate or his adiusted base salary rate; or in
the sbsence of any Ffunde for holidary compensation,
compensatory time—~off shkall be granted,.
Compensatory time—-off for the first eight (2 hours
worked, or pay part thereof, =hall ke granted in an
ﬁqual number of hours. I+ the work starts st

idnight andsor exceeds more thanm eight (8% hours,
the emploves shall be compensated or ke given
compensatory time-off for any hours owver eight (23
at the rate of one and ocne—half (1-1-2% times the
baze salary or the adiusted base salary, or the
hours  worked. Compensatory time—off zhall ke
granted within four (4Y pay pericds from the date in
which it was earned, and any compensatory time not
used within 2 +our par period interval shall be
converted to holidar pay Ffor the Ffollowing paw

- period.
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4217

PREMIUM PAY

Hazardous bork, A11 emplovees meeting the qualificatiaon
criteria below, whose occupation involwes unusual  and
extreme hazards to their health and safetr, shsall ke paid
a differential of twenty—-five percent (25 their base
salary rate.

foaliftication Criteria, To qualify For

parment of 2
hazardous work differential, the following conditions of

work must be met:

{13 The conditions of unusual and extreme haz:

emplorese’s health and safety must be clearly sw
and fully defined;

£2) The hazard, on which a regquest for parment of such
differential might be based, has not previously been
recognized in the E:tﬂb]l“hmHn+ ot the par leuwel for
the classz which cowvers the osition{s? and work
involved; and

2y Exposure  to the particular unusual and extreme
hazard must constitute a reasonable amount of time

as to ke clearly recognizable. For example,

veral repeated exposures to such a2 hazard mayr

for x brisef period of time, but collect

o
o
¥

ooCyr
measured over a pericd of time, e.g., one day, may
possibly prowide & walid hasis for recoonition of
the hazard. Conversel¥, clear and sustained
gxposure to an unusual and extrems hazard is readily
more recognizable and measurable.
Hardship Post Differsntizxl, To provide sadditiocnal
compensation, the hardship post differential of twenty

percent (20X} of base salary rate or adiusted base salary
rate is paid emploreses meeting the gualification criteria
of duix stations which inuvolue Cund!tiune of  unusoal
hardship.

fuzlification Criteria. T qgualify For parment of =z
hardship post diftferential, emploreeses must be regularly
assigned to a location or doty =station which has hesn
certitied b the Commissioner of Education 2E
constituting a hardship sittuation.
Factore of Unusual Hardship. & post location or duty
Etai|un wii 11 b individually assessed fo determine
whethe it involwes conditions of unusual hardship as
Cumdeed with aother locations throughout the
Commonweal th, Factors collectively considersd to
constitute unusuzal hardship include, but are not 1imited

to:
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(13 Geographic Isclation. A site sufficiently remote
and removed from population centers, isclated +from
ather activities or facilitie=, inacceseible except

.
by means of special aor infrequent transportation
andsor  communicatons, a phrsical location well
remowved and functicning with 1ittle recourse and
contsct with other locations or activities.

{2y Lack o pmenities. Broadly enCMpassSes 211
considerations relating o characteristice or
canditicons of pleazantrness, attractiveness, ar
desirable features af & place; includes
consideration  far the <istence and tyvpes of
facilities such as EhGpplng, recreation, housing,
transportation, communications, relaticonships, and
presence of other people.

£33 Lack of Availability of Shipping. Broadly includes
locations where commerce asand transport of goods and
materials wia sea, air, or ground is sporadic, may
or may not be regularly scheduled, goods are subject
to loss, damage or excessiwve delars, transport
facilities are of limited capacity, and other
similar features which increase the difficulty of
cbhtaining goode and services,

{4} Lack of Transportation. Ganerally indentifieszs and
refers to accepted means of ftransportation such as
lack of suitable roadwarys for automotive or other
vehicular traffic to move abont from place to place
on the ialand; includes all forms n¥ = OITHTI S
transgportation, such as= automobiles, mo rblked.
boxts and the absence or presence a% ocal
facilities to support both their use and
maintenance.

{5y Other Conditions. Qther conditions or  specixl
features characteristic of the locaticon or post of
duty assignment which contribute to or result in &
situation of wnusual hardship to the emploress
azsigned to that duty staticn.

The authorization and zpproval to par a2 hardship pos

diftferential is not automatic and once authorized, iz not
a oguarantees fthat it will continpue lndefxnlte]y. &0
emplares on annual or home leawve will not ke paid the

hardship post differential i+ =she iz away from the
hardshi o] pcng.t . :

T. MNight Work. sdditional compensation in the form oFf a
night work differential of +ifteen percent {154 of base
satltary rate or zadjusted base salary rate iz paid for all
hours worked between 4:230 pom. and 7130 a.m., when such

fm - hours are included within a2 regular sc hedulnd tour of
duty.
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a7

{1 Control Criteria. To be eligible to receive parment

of 2 night work differentizl, the following criteria

must be met:

{ar Payment will ke made only +for actual hours
worked which fal1 between the periocd of $4:20

p.m. and Y30 x.m.

{kh» The abowe iz restricted to include only thos
regularly scheduled worl hours within th
specified time period which constitute 211 or
part of the emploree’s regular hours of duty.

[§ (O

Y

$2) MWan-parment of Might llork Differential. Farment of
night work differential will not be made for the
¥ulluwlng zituations: '

{z2) @an emploree whose FE4U]dF hours of duty include

cheduled hours during the pericd of 4:30 p.m.
tD F:30 a.m., is absent and does not actuslly
perform work for the hours involued:

(b an emplaree required to perform work during the
hourse of 4:30 p.m. to 7:30 a.m. which is not a
part of his regularly scheduled hours of night

ork duty; or

(o) an emplares who iz paid a standby differential
for remaining on call to duty at any time
during the regularly scheduled standby pericd
in excess of the normal forty (40 hour work
week shall pot be eligible for parment of night
work differential far any work performed while
on scheduled stand by.

. Typhoon Emergency Differsntial, Emploree  who  are
reguired by ths Commomaezalth of the PMorthern Mariana
Ielands Government to work in & location and during a

pericod of time in which a ftwvphoon or tropical storm
emergency has  been declared, and in which other
government emploress are relsased from work 25 =2 result
of such condition, shall be compensated as follows:  For
the hours such emp orees are required to work while such
declaration of mergencs shall remain i force,
Compens ation Eh&]] be at the rate of tws and Oﬁ:—half
{2-1-2Y times the base salary rate or adjusted base

zalary rate. hern prowided for in this Eub—par. p
this =hall not 1imit the right of the emplores to any
ather differentizal to which he may otherwise be entitled
by law or applicable regulation.

4224 AEFPROLASL  OF FROPOSALE  TO FROVIDE  PREMIUM  PaY  OF
DIFFEREMTIALS.

b s &1 proposals for pay differentials as defined herein zshall ke
submi tted by the Commissioner of Education on a3 Reguest for
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Fersonnel #&ction (Form C5C P 1) to the Personnel Management
fficer for review and approval . The Request must be accompanied
b» a lYetter of Jjustification addressing each of the criteria
required to support the particular differential. Simitarily, =
request to remove differentials shall be accomplished by an
approved persoannel action, Femoval of differentizals does not
constitute s "reducticn in par" and thuse does not require a
formal adverse action under section 3500 of theze Fegulations.

4221 BAaR TO DUASL COMPEMSATION OR BLAL EMPLOYMENT.

Moo emploree szhall receive compensaticon for btwo positions or two
appointments in the Perszonnel Service. When an emplores is
engaged in government work other than in his regular position
under provision of the Commonwealth of the RMorthern Mariana

Islands, he =hall be (1) placed in LWOP Ffrom his ecular
position, or ¢2) continue his government salary and rsdect the

zalary $or the second position, whichswer e of his personal
duantage

il

4222  SEVERAMNCE Pay.

Employrees who are separated from the Personnel Ssrwice Sysiem by
reduction-in—force and are, not eligible to receive immediate
retirement par under the Sccial Sec ur|+» Syetem, are entitled to
severance pay computed as follows:
#A. For each Full wear of creditable serwvice with  the
commoneal th of the Morthern Mariana Is ”Hrnmenf,
the employvee is entitled to une~na1+ af R
bi-weekly par rate in effect upon separation by RIF.

J
N W .
e Wy

[V ]
UIJ

|,|'x

BE. For each full three (3} months of serwice bexond the
total full wears of service, the emploves iz entitled to
tuentyfive percent (232 of the pay for 3 bi-weskly
period at the seventr—Five percent (73> of the pay for
one bi-weskly period shall be paid under this part-rear
provisian.,

SewErance pary is paid at the regular bi-weekly segquences until
the entitlement iz exhausted. I+ an emplores separated by RIF iz
reemploved by the Government in any capacity before the allowable
severance pay liability iz satisfied, he sacrifices the unpaid
balamce upcon return to dutr. I+ the emp?ayee’a total creditable
seryvice is lesz that one 1) Full w¥ear, he iz not entitled o
SEUErARCEY DAaX.

Ia
[
rJ
(K]

TIMEKEEFERS.

em to hawve available

. It i escential Far the Fublic Zohie t
3 an idance of emplovess.

ata concerning the time
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This information assists forecasting of Ffuture personnel needs
and analysis of current practices. To provide the needed infor-
maticn, it iz necessary that competent timekeepers be appointed

and certified.

A. Appointment and  Certification of Timekeepers. The
Commissioner of Education shall appoint timekeepers as
required by the Board of Education, Each timekeeper
appointed shall be assigned designated emplorees for whom
the timeknnper will be responsible. Euvery nmp Owes
tclassified serwvice and excepted seruviced shall be
requtred to bhe assigrned a3  timekeesper Upon the

appointment, each timekeeper will undertaFe & course of
instruction in timekeeping procedures as specified by the

Commissioner of Education and the comptroller Lpon
satisfactory completian of zuch |n +ch.iﬁn, the
FPersonnel Management Officer shal certify 2=
timekeepers. fficial timekeepers shall be certified by
the Ferzonnel Management O+ficial. Acting timekKepper

will be certified a3z neseded for emploress who have ret to
complete the required training.

B, Duty of the Timekeesper. Each timekesper will he
responsible  for  recording  and  certifying  time  and
attendance records of the assigned emplovees. The
timekeeper will alzo record and certify leave time taken
bx any assighned smplores. The method of recording and
certifxing time, attendance and leave shall be prescribed
by the Personnel Management QFfficer and the Commissicner
ot Education.

. Protection of Timekeeper . It is essential that
timekeepers be able to fulfill their dutiss without
harrassment., Mo person may attempt to CORPCE, threzten,
or otherwise attempt to hinder the timekeeper. A
person wioclating this provision shall ke reported
promptly by the timekKesper to the Fersonnel Management
Officer., #Any person wiclating this provision may be
subiect to disciplinary andsor criminal szanctions.

L. Empluv:eaﬁ Fights to Challenge TimekKesper Records. A e
emplores who wishes to challienge the accuracy of any
tnmekeeperis records may institute an emplores appeal
under the Grievance Procedure, 2000 of these regulations,

COMMONWEALTH REGISTER VOL. 11 NO. 02 FEBRUARY 15, 1989 5994

I---------------------------------------



PUBLIC SCHOOL SYSTEM
s100

COMMUMI CaTIONS

=101 GEMERAL.

The Public School Srstem i= committed ta  the policy af
participative management. Thiz means that emploree views and
opinions shall he actively souaht. Managerse and szupervisors

shall not take any steps, either covertls or avertly, which
dimimish participation by emplovees in the management process
through communication of ideas, comments and suggestions to theip
supervisors and superiors. To this end, supervisorse zand Managers
shall make positive and continuing efforts to communicate with
the empioress in the Ffollowing wars:

#. Formally, through:

1y  the annuxl emploves performance ewaluation process
2% detined in section 2000 of thess regulations;
staff meetings or other assemblies called +For the

rpose of informing employess erning the status

of work and programs  and  di zion of current

matters of mutual interest;

(2

(23 contributions to official publications of the
government prepgared Ffor information to emplarvees;

and
L) such other methods 2
r

may e initiated br» managers
and supervisors to e O

rdnce mmunications.,

E. Informally, through:

1) frequent contact with emplovees at their work =ite
to euchange comments concerning progress of work;

(23 maintaining an "open door' policy which ENCCUrAgeEs
emploxess to breing to the attenticon of supervisors

o+
o g
T
It
T

and managers =22 problems of mutual concerng

{2y adopting & helpful and supportive attitude toward
the Incentive Fwards Froogram, especially the
Beneficial Suggestion Frogram;

{4 passing  alang, promptls, to  higher Teuwels  of
management, complainte and cancerns of mployees

e
which canmot be resolued or corrected at the 1ower
tevels of superwvision;g

(3 resolwing promptly those matters which Fal1 within
the authority of the supervisor;
&) encouraging the emploves’s good morale and esprit de

corps through:
ta) woccasional brief ogroup mestings to rec
events and communicate planz of mutual i
s to the emplorees in that office: and
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(b occasional social gatherings of emplorees and
their families For picnics  or holidayr
celebrations to promote better understanding
and cooperation,

2102 ROLE OF THE COMMISSIOMER OF EDH’“TIDN

The Commissiconer of Education shall designate one or more of hi
subordinates to monitor emploree relations through:

i

A. o Aduising superyvisors and managers concerning the
importanc af regulations concerning empiorees” rights
and pr |u11 gges, management’ = rlghta, emploree conduct and
pertormance appeals, grievances, and communications;

B. aAdvising and counseling emplayeea'tanrerninq benefits to

include the Social Security System, Group Life Insurance,
the Health Benefits Frogram, and blorkmen s Compensation.

C. advising all emploreses on the impact o
regulaticons concerning the personnel manag
and

+ the law and
ement functiong

L. Advizing all emplorees -t

)
10
m

concerning conflict of intere

E. mAdvising all  supesrvicord and managere concerning  the
effect of nepotisms
{13 HNo husband, wife or immedizate Ffamily members he
hired or allowed tg work in one section when one is
in the decision making position,
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PUBLILC SCHOOL SYS5TEM

EMPLOYEE COMDUCT &ML PERFORMSMCE

5201 GEMERAL .

Thie =sub~part deals with emploree conduct and performances when
outside influences aduersely affect an emplovee’s effectiveness.

Ezrly recagnition of deteriorating performance or conduct iz a
wital +1rut =tep in the Public Zchocol Swystem program to help the
troubled emploree retain- or resume his place 3 3 productive

member of ths work force. Early recoghnition ie also an integral
part of =supervision. Because the 1mmedi«te superwizor must

0
assume such a Key role in helping the troubled emploree, this
sub-part is prepared to help the superwisor:

. recognize early signs indicative of personal problemsg

B 1 in an appropriate manner with the emploves whose

work is suffering because of personal problems; and

C. make the emplorese awaare of sources of help within the
organization,

!'[l

i SZ0z  POLICY O EMOTIOMSL AND MEMTAL HESLTH.

“s emplover, the Public School System is concernmed with  any
person orr social situation which interferes with the indiwidoal
emploves’'s mentsl and physical well-bheing, or interferes with the
efficient and s=afe perfarmarce of =assigned duties, resduces
dependakility, or reflects discredit on the Personnel Seruice
Swstem.

It is the Public School Svstem policy to offer assistance through
confidentizxl counseling and referral guidance when needed. This
assistance includes but s not  timited fo  =such  arezs  as
alcoholism, emotional problems, Ffamily and marital problems,
indebtednecss, interpersannel cantlicts Cemploree—superuisor,
emplorvese—emploresl and crisie situations, where 1t s determine:s
By  the Hmplgyee or management that these problems  adwersely
affect emploree health and performanc e, Sick leave, annuzl
tgeave, or leave without pay may be granted for approved programs
of treatment, counseling or rehabki 1ita o The contfidential
nature of records in these cases will be maintained in the same
manner as medical records. The Public Schocsl System assumes no
liability For the cost of treatment o rehabilitation cost
azsaciated with alcohalism.
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S203 POLICY OW ALCOHOLISHM &MD PROBLEM DRIMEING

s an emplorver, the Pubklic School Swystem s not concerned with
the private decision of an emplores fto use or not to use
alcoholic beverages Mhnagemwnt i concerned with an emplorvee s
use of alcoholic beverages when it interferes with the efficient
and safe performance qf a==igned duties, reduces dependability,
ar reflecte discredit on the Personnel Service.

The Public Zchool System haz an intergset in any health problem

that reduces  emplores productivity. It recognizes that
alcoholism ie a treatable illiness and ghould ke given the sams
careful consideration as other health problems. The goal is
improved job performance and pot discipline. #Accordingly, it is
the Public Schonl System policy to offer assistance toward
treatment ﬂnd rehab;]rtatnun. Sick leave, annuzal leawve or leave
without pay may be granted for approved programs of treatment and
rehabilitation. The Public School System assumes no liabkility
for the cost of treatment or rehabiiitation cost associated with

alecohalism.

=209 ACTION BY SUFPERWVISORE ahD MaMNAGERS.

B, Supesrvizors and managers must ke alert to indications of
deteriorating performance on the part of emploress under
their supervisicn. Scome of the indications which may
QUCUr are:

£1» @A marked change in behavior. Thia max shos up as
emotional out rsts, chronic irritability,

exzcessive fatigue, or rule 11D!atimn5;

» Fregquent short term zbzences, notably the afternoan

of par day or the Following Monday:

[y
[

"

P

>~

o e 0
v

Freguent complaints related to health;

Chronic inability to get along  with felloa
emploressy or
{48y Excessive problem drinking.

BE. Upon identitication of presumed problems, the superwvisor
concerned should approasch the smplorves to determine the
cause of performance change. Should such zn approach be
rebuf+ed, the supervisor should continue observation of
the emploree’s performance, recording occurrences which
tend too support  the supervisor’s  feeling  that  the
emplares is troubkled, I+ the conduct continuss for &
lengthly period, the supervisor must counsel with the
empln,ee and, i+ the emploree is unresponsive, reter thes
matter to the Perzonnel Management Officer

YUY
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2205 weTIoW BY PERSOMMEL OFFICER.

Upon referral of a
superyizsor, the PH EAaly
Department of Health
Once arrangments ¥GF E]

case to the Public School System by &
el Management OFficer should contact the
and Environmentaxl Services +for assi -
ssistance have been made, the FPubli

Swvetem must and counsel him to seek medicx]l help. I+ the
emploves s agreeable, the Commissioner of Education should

noatify the superwisor concerned so that arrangments can be made
for the emploree to seek help.

I+ the emplores is not ag
should aduvise the emplares
continues, disciplinary ac

eable, the Commissiconer of Education
hat i+ his unsatisfactory performance
on will result.

22048 ACTIOM RELATED TO ALCOHOLISHM OR DRUG ABUSE.

When an employes’s unsatisfactory performance appears clearly to
e related to excea_iue use of alcchoel or drug abuse, the Board
of Education, with advice and assistance from the Commissioner of
Educaticns, should advise the employee that his removal will hbe
scught. The Commissicner of Education and the EBoard of
Education, Jointl», =shall prepars a let+er af proposed adver
action against the emploves according to instructions in Pa
111, Subk-part D. As a part of the letter of decision, the
following paragraph should be included:

N
]

"1+, however, »aou agree to seel medir:] help to correct

and improwve  wour ndition of  hexlth, which is

responsible for »our un=.ti5¥actarw performance, ¥our
.

removal will be held in abe;ance, provided wou, with
the help of wour doctor, establizh a2 program  of
rehabilitation which is eafis¥actury te me. = The

program of rehabilitaticon must continue succeszs
for a2 minimam af fwo vears, Should you Faxil to

aut the pragram »ou hawve agreed to and rewert to your
former unsatisfactory performance, I will consider that
to be a3 determination on »our part that »ou do not wish

to be retained 2= an Hmplﬁvne in the Fubklic Zchool
Syetem. I shall then proceed with wour removal, for
cause, which will mdfﬁtdln the efficiency of the
zervice in the Public School Srztem.”

o0  SACTION RELATED TO OTHER CaAUSEZS.

Zhould an  emploree’s conduct and performance  continue to
detericorate and the superwisor is -mnninred that the cause s
other thanm alcohol abuse or drug dependence, he szhould consult
wWith the Commiszsiconer of Education uhnuld then approach  the

var tment oof Hezlth and Environmental Services, seeking

o
it

w3
o
i T

n

istance from the appropriate practiticoner.
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Once the availability of professional help hazs been arranged, the
Commissioner of Education should meeset with the emplares and,
candidly, discuss his problem and offer to assist him in seekKing
professional help from the Department of Health zand Envirconmental
Services.

The course of action to be taken after referral to profession
attention depends on the professional recommendation civen.

1
i

e

COMMONWEALTH REGISTER VOL. 11 NO. 02 FEBRUARY 15, 1989 6000



PURBLIC SCHOOL

3
)

TEM

RESFPONSIBILITIES OF EMPLOYVEES &MND MaRSGEMEMT

o320l CODE OF ETHICS FOR PUBLIC SCHOOL SYSTEM FERSOMMEL SERVICE.

#11 persons in the Pubklic School Svstem should:

&,

n

COMMONWEALTH

Put Jloralty to the highest moral gprinciples and to
country above lovalty to persons, party, or government
organization.

Uphaold the Taws a
Moarthern Mariana I
and never bDe r

in the Commonwesalth of the
d in a1l subdiwvisions thereot
ir evaston.

w
T_'l
u

i

Give a full dar's labor for 3 +ull dav’s par; giving in
the performance of hi= duties his earnest effort and
es=t thouoht.

mploy more efficient and economic wars
cocomplicshed,

M

Sesl to Find
.I.

and
of getting =

ks

2

u,u

Mever discriminate unfairty by the dispensing of special
favars or privileges to anrone, whether for remuneration
or notey and never accept, for himszseld or his familyx,
favors that influence the performance of his official
duties,

Make no private commitment of any Kind which is bkinding
upon the duties of office.

Engage in no business with the Public School
either directiy or indirectliy, which i35 inc 3
with the conscientious performance of his Fublic School
Srystem duties,.

Mewer use any information coming to him confidentially
in the performance of Pubklic School Srstem duties as
means for making private profit.

Expose corrupticn wherever discovered.

Hphaold these principles, ewver conscicous  that public
office is & public trust. In addition, grantees and
custodiane of federal Ffunds shall maintain a2 written
code or standards of conduct which shall govern the
performance of  their officers, emploaress or  agents
gngaged in  the award and administration of contracts
supported by federal funds. Mo emplowes, officer or
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Lk

agent of the grantee shall pdr+| ipate in selection, or
in the award or administration of & contract supported
by federal Ffunds iF & conflict of intersest, real or

Suchk a conflict would

apparent, waould bDe invo .
cer or agent, any member of

1
arise when the emploree, off

his immediate family, his or her partner, ar an
oroganization which emplors, or is about to emplor any of
the abowve, has & financizal or other interest in the firm
selected for award.

The grantes’s and contractor’s officers, emploress or
agents shall neither solicit nor accept gratuities,
favors or an¥thing of monetar» walue from contractors,
potential contractors, or parties to subagreements.

permitted by Federal or local lTaws or
b standards o conduoct shall provide for
sciplinary for- wiolations of such
he grante ficers emplayvees, oar
ntractors orr their e

.F
i

-+
3

[ (T

-

LA
s

!

e 1

[1}]
L]

—+

The MNeorthern Mariana Islands Commormwealth Public Zchool 3
expects its emplovees to be representatives of itz legal
Like any other emplorer, it has the right fo expect the emplor
to foster its busineszs and well-being. This government’s i
business iz the maintenance of Taw and aorder at all times (e
td r
e

S O T I

after ok ing  hours) because without taw  and  orde
government = xk}
committed?) cannot
an agent or empilo
legzen itz e%feLt'
in the commun it
administrative a

i

and  obhiesctives ita which emplores
r . #An illegal or dizhonorakle act of
L grade and embarrass the government and
ness. To protect its credibkility and rapport
’ government has  the right to o take
tion as necessary  and  justifiable ORI TS
Tate itse laws or detract From its policies.
= i= aszide From any court action which
k al act or omission. I+ emploress in the
Ferconnel Service Swvstem take pride in their serwvice, it will
reduce  the number of forma disciplinary actions necessary.
Disciplinary actions are wasteful of the time of many emploreses,
who must =it on hearing committees and serwve as investigators or
i =, and such actions leawe 2 residue of bad fesling which
the entire crganization.

1
il

'
i1}
1

1

L

fa

iz a mistake For anwvone to beligve that good dizcipline
imply a matter of enforcement b those =zt the head of
ministration. Good discipling reqgquires teadership,
orcement procedures. Mozt of ail, it invclue Tisting
we support of the smploress. The emploress, as '
eater stake in improving the guality of government seru
iy other interested party. An organization which trea
emplorees fairly and with caonsistency, is one in which

~+
o R

[l
L) O (R R (T 1)

[x] "[1

— wy o~ +|
W+ 3
Calion o

group, h

_.,...
lll —_
-+ 1
[(/ I ]

Pl U Ty I CR T I ]

1
I

.
o

-+
-
IT
%

i
—

COMMONWEALTH REGISTER VOL. 11 NO. 02 FEBRUARY 15, 1989 6002

e



nuyine pride and it
outlet For
with their

emploreses will

ot

i 11
them,

211 emplorees
expected of
and emplorees

that thex must not only

official duty, but
wrongdoing. Aacts whic
hune-t cbserver ars
wirongdoing., The citizen

Syetem serwvice Ffrom what

minutely into the circums

deceptive, ’

Officials

ot

must,
ch have

are

5202

POLICY

il

abilities,
contribution.
have no

top

understand the stan

these

with
the
prohibited
forms
he
tance

o EMPLOYEE COMDUCT.

o+ the hi
and

assure

The maintenance
mpartiality,
sential to
sfem busin =

ir Fublic Schoal S¥

the

2
fh ztem.
aof the Public
and regulations.

mith
in the course of or
Public Schonl Swstem empla
in such = manner that
effectively accomplished
courtesy, consideration
the public or its clientele,
emploree (as opposed to
upon the dignity and prestige
a matter of
cuttiw
jwil =

Emplorses
211 Taws
concerned
emplores

ate those perzanal
ervant——lovalty to
pon=sibility  For the

department whic

é
11

F

ﬁ
[
w]
pal

1

=t

ghest
conduct b
proper
nd maintenance

School
official [l )
the

and
and promptne

Fer
official

o

i1l

+Cl

[} -i:

to

the Public
avoid wrongdo
care,
appearance
Hqu
his
abserves,
determine

standards
Fublic
performance
of

relation
e required to conduct
Fubklic 5c
requirements

ot

Can

the Fublic
concern to management.
qualities
Fublic

public

ke

SUBORDIMNGTION TO AUTHORITY.

mplores
rams of
-uurk ur
h»- opinion
rendered b
to the

is required to
the Fublic Sc

der consideratio

z and points

I_L_I

oF
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effectuate except +or any unlawful act, I+ he +Fzils o carry oot
any ]RJ+U] requlation, order or policy, or deliberately refuses
to oabe the proper requestz of his supsriors having
reapunzlbllity for his performance he is subject to appropriate
disciplinary acticn.

5204 MANAGEMEMT RESFOMSIEILITY.

Marnagement =shall establish and maintain internal procedures by
meanz of which 211 emplorees are adequately and systematically
informed of the conternt, meaning and importance of the
regulations in this Sub-Fart. Eapiee of the regulations in this
Sub~-Part shall be given to each emplores within ninety (207 days
from the effective date of the regulations and to new emplorees
ypon entrance to duty. Management shall remind its emplorvees of
the regulations in this Sub-Part periodically, at least once
annually, through a publication or memorandum IS 1
emploress,

S20%  EMPLOYEE RESFOMSIBILITY

It iz the responsibility of emplovees to familisrize themselwves,
and to comply with the regulations in this Sub-Part. Emplorees
are expected to consult with their supervisors and on general
gquestions ther may have regarding tre applicability of the
regulations, On specific matters and for guidance on guestions

of conflict of interest they mar receive uthor'+d+xun aduice and
guidsnce from the Commissioner of Education and the Board of

Education Legal Counsel.

2304 INTERPRETATION ANMD ARJISORY SERVICE

#. Channels for counseling. It is= the Public School Srstem
policy to encourage responsible disposition of
counseling requests by the Personnel Management OFfficer.
Counseling provided by the Perscnnel Manzagememt OF+Ficer
involwing any question of conflict of interest shall be
in cooperation with the Board of Edoucation Legal
Counzel.

E. In order that the Board of Education Legal Counsel may
ke informed to the content and scope of counseling a2t

211 lewels, the Fersconnel Management OFfficer will be
responsibie for commUunicating & summary  of each
counseling action to the Fers -nnel Management Officer on
a concurrent basis, provided, however, that suich

reporting is regquired only 2= to counseling in regard to
conflict of interest guestions

COMMONWEALTH REGISTER VOL. 11 NO. 02 FEBRUARY 15, 1989 6004

llllllll-lIlIlIl-lIlIl-IlIl-lI-IlIl-Il-IlII-Il-IIII-II-IlIl-II-IIIIIIIIIIIIIIIIIIII



-
]

o
il
)

7 DISCIPLINAEY ARND OTHER REMEDRIAL ACTION.

F. Wiolation of the regulations in this Fart by an emplores
may be cause for appropriate disciplinary action which
may be in addition to any penalty precscribed by law,

After consideration of the statements of employment and
financial interests cubmitted by the emplores and the
gxplanation of such emplores as reguired in these
regultations in this Part, if the Board of Education or
it s designee decides that remedial action is regquired,
he shall take immedizate zction shall be taken to end the
conflict or appearance of conflict of interest,

B. Eemedial action mar» include, but is not Timited to:

e

changes in assigned duties;

divestment by emploree of his conflicting interecsty
disciplinary actiony and

disgualification for a particular sssignment.

Lu DY Qe

e,
ra

C Femedial action, whether disciplinary or otherwise,
shall be affected in accordance with any applicable 1aws
or regulations.

ETHICAL &MD OTHER COMCUCT akb RESPDHSIBILITIES OF EMFPLOYEES

(]
03
[na]

B, Gitts, entertainment and favaors. Exzcept as provided in
Faragraphs B and O of this Eection. an emplovee shall
not salicit or accept, directly or indirectly, any gift,
gratuity, favor, entertd!nment, loan, or any other thing
of monetar walue, from a person whog

¢l has, or i= seeking to obtain, contractuzl or other
business o i 1 relations with this Public
School 3 '

L2 conducts operations ar activities that are
regulated by Fubklic School System; or

£2y  has interests that may be substamtially affected by
the performance of non-performance of his official
dute.

Except as specifically authorized by law, emplovess are
not authorized to accept on behald of the Fublic School
Swstem woluntary donations or cash contributions from
private scurces +for travel ewpenses, DF +he furnishing

of  ssrwices in kKind, =such as hote acCommods t!nhh.
meals, and travel accommodation

A B. The prohibitions of the above paragraph do not applyx in

the context of chwious family or p reonal relationships,
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such as those between the parente, children, or =spouse

of the employer and the emplares, when circumstances
make 1t clear that it is fthose relationships, rather

than the business of the persons concerned, which are
the motivating factors,

An emploree may ac
valuse on infreguen
a luncheon ore di r mesting or other meeting or on an
inspection taur where an emplores mary pron er1> be in
attendance.,

ept food and refreshments of nominal
cccasione in the ordinary course of

om banke or other
~»  terms to finance

Aan emplores may, accept  loans
financial institutions on customa
propsr and uwsual  actiwities, such 2 home  mortgage
loans. An emplorFes may ac solicited aduertizing
or promational material s pens, pencils, note
pads, calendare and other iftems of nominal intrinsic
vwalue, & employee =hall avoid any =xction, whether or
not specifically prohibited by this Sub-Part, which
might result in, or create the appearance of

P13y wusing public office for private gaing
(23 giving preferential freatment to any persong
3 impeding Public SZohool Swegtem efficisncy ar

eConoms g

losing complete independence or impartiality;

13 making & F i Zchool  System decision outside

official chamnnels; and

tay  ffecting adversely the confidence of the public in
the integrity of the Public School Srstem.

-,
L

e

o

M

it

Ticit & contribution +rom

ift to an official superior,
to an official superior, or
3 &

Aan emploves =hall not =0
another emplorvee for i
make & donation = =
accept & gift from an em
himself. Howeuver, this

r iving les=s pay than
paragraph does not prohibit o a

vwoluntary gift of nominal walue or donation in a2 nominal
amount made on 2 special occasion such as marriage or

retirement.,

. Section does not prohibit receipt of bona +Fide
reimbursement, unless prohibited by law, +For actuazal
expenzes for trawvel and such other necessary subsistence
as iz compatible with this Fart Ffor which no Public
Schoot Swztem parment or reimbursement i= mzxde .
Howewer, an emplores mar not e reimbursed, a2nd parment
may not be made on hig behalsd, +for enceszive personal
living esxpenses, ogiftts, or entertainment, nor does it

allomy an emplovee to be reimbursed by 2 person for
travel on official business under Fublic School Srst
ar-ders when reimbursement 2 prescribed by Taw,
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=30% OUTSIDE WOREK &MD INTERESTES.

. clicy. Cwtzide work is permitted to the

does not prevent an emplores from devoti

interest=z, talents and energies to the zccomplishment

extent that

it

ng his primary

it -I:

create

emplores

e emploree’s
the

his work for the Public Schoonl System aor tend to
2 conflict betwesn the pri“9+p interests of an
and his official responsibilities. Tt
outside Hmp]nvn nt Erail not reflect discredit

FPublic School EtE’

B. Definitions.

{1 The term "outside wor k! means

employment outside normal workKing hours

the performance of official duties.

but iz not limited to self-emplorment,
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gaintul

aother
b inciudes,
working for
of

than

ancother emplorer, the management or operation EY
private businesz for profit Jincluding personalls
owned businesses, partnerships, corporations and
other business entitiess.
£2) The term "active proprietary manzgement” as us in
relation to ocutside work refers to 3 business
atfitiation in  which substantial oanership i=
coupled with responsibility For dar—-to-dar
management effort in making decisions, supervising
cperations, dealing with the public and ctherwise
discharging essential tasks in the direction of the
buziness. _
£2r & situation which may  inwolive a "conflict  of
interest" = one in which & Personnel Serwvice
Svstem emploree’s private interest, usually of an
economic nature, conflicts or raises & reasconabie
quest'sm of contlict with hi= public duties and
responsibilities. The potential conflict is of
concern whether 1t iz real or onily apparent,

. HRestrictions. #n emploves shall not engage in cutside
activities not compatible with the {full and proper
discharge of the duties and responsibilities of his
FPublic Zchool Srstem emplovment. “@ny activity involuing
an incompatsbkility of interest is prohibited. Any work
assignment o emploryment affiliation pihich might
encourage on the part of members of the general public a
reasonable presumption of 2 conflict of interezt +alls
in this category. Incompatible activities include but
are not Timited tos
t1) Acecepltance of a fee, compensation, gift, parment of

- gzpenses, or any other thing of monetary walue in
circumstances in which acc Eﬁfinle masy result in, or
create the appezrance of, conflict of interest,

K
I
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(2 Dutside emplovment which tends to
emplores’s mental or phrsical capacity
his Public Schaol Srestem duties
responsibilities in an  acceptable

emploree shall not receive any =alsa
of monetary  wvalue Ffrom =2 pri
compensation for his serwvice

of the MMorthern Mariana Isiands
System.

L. fmong other things, abuse of leave priwvile

in outeside work shall be treated as am int
officials performance. active propristary
any business questionable because of the
that such maragement responsibilitises may

the emploree’s cbligations to-his primary
Fubl ic School Svetem. Emplorees ar

E. #an emploree shall pot perform cutside work:

il which is of such a nmature that it mar

comstrued by the public fto be the officia

the Public School Syvstem.

manner .

or

impair

to perform

an

and
#in

anxthing
SoUrCe

25

Cammonweal th

Fublic

~+

School

o engage
with
anagement of

probability

interfere
emplarer,

re cially
zeek the adwice of their Fersonnel Management
before committing themselwes to such activities,

with
the

urged to
Officer

£2y which involwes the wuse of Public Schoo =tem
facilities, equipment, or supplies of guer
kind.
{3%7 which involwes the use of aofficial information nat
available tao the public.
F. While an emplores is not prohibited +From performing
cutside work solely because the work is D¥ S ame

gerneral mature as the work he performs for

School Srstem, no emplores may perform ocutside

,.
e
+
—+
oy
bt

worlk iz such that he would be

i
it 8= a part of his regular duties.

C22 it the work involuwes active propriet:
of & business closely relsted to the
of the emplorves.

D it the work for a2 private smplorer i
trpe or closely in to that involweed
responcsibilities of the office in
emplored.

{4 if the work would tend to influence th

impartizal judgment on oany matters comi
emploree in the course of his official
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5. This Section doss not preclude an emploree from:

{1y participation in the activitiess ot political
partiss not prescribed by applicabkle 1w,

{2» participation in the atfairs of, or acceptance of
an award for, moritorious public contribution or
achievement given by =& proftitable, religious,
professional , social, Fraternal, nan—prof
educational  and recreaticnal, public =ervice or
ciwic organization.

ool FIM@MCIAL INTERESTS.

. fAan emplores shall not:

{1 hauve a direct or indirect finamcial interest that
conflicts with his Public School System duties and
responsibilities,

{2y engage directly or indirectly, in & Financial
transaction, as =z result of, or primarily relring
on, information oktained through his Public School
Svetem emplorment.

B. This Section does not preclude an emplores from having &
financial interest or engaging in financial transactions
to the same extent as a private citizen not emplored by
the Public Scheool Svetem, =oc long as i i= not

prohibited by law, the Comstitution, or regulaticons in
this Part.

2211 PUBLIC SCHOOL SYSTEM PROFPERTY.

General Responsibilities. Emplovees shall be held accountable
for Public School System pP-:xpE'rtl':': their

and monies entrusted to
individual use in connection with their official duties. It is
their responsibility to protect and conserwe Fublic School System
property and to wuse it economically and for official purposes
onlx,

Ss21z2 PMISUSE OF PUBLIC SCHOOL SYETEM WEHICLES

ovees shall not use or authorize the use of a2 Pubklic School
leased motor wehicle far other than official

It the policy of the FPublic Schoo
access to information about its

setem to accord the public
ivities and to make available

P to the public recocrds of the Public Zchool System except in cases
where the disclosure of the record iz prohibited by statute or
COMMONWEALTH REGISTER VOL. 11 NO. 02 FEBRUARY 15, 1989 6009
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constitutes an invasion of privacy of any indiwidu
or the record i sxempt fram the dis

sound grounds exist which require spplication of
exemption. Aan emploree may not testify in any

administrative procesdings concerning
Public Schocl Srstem without the permi
f Education or his designee,

I.'J

S31d  GaMBLIMG, BETTING &WND LOTTERIES.

an

al concerned,
closure requirements, and

matters related

ssion of the

An empioyee shall not participate, while on Fublic

owned or leased property or whil
System, in any gambling activity incl
gambling dewice, in conducting = lotte

g on duty for the
¥

Comm i

School
Fubklic

applicable
Judici

ary  ar
to  the
ssjcaner

System
School

uding the ocperation of &

r¥ or pool,

in &

maney or property, or in selling or purchasing a numbers

ticket. However, this section does
zanctioned by the Public School Sys
erntorcement duties and other charitzble

5315 USE OF INTOXICAMNTS.
Aan emplovee who habitually wuwse: int

dangerous drugs is subldect ta re
intozicating bewverages on Pubklic ¢
officially sanctioned suvents.

=

1
woral .
chool

o1& SPECIFIC TYPES OF COMDUET.

I'__l_l

.
-

or notoriocusly disg rqre4u o
Public Schoaol ':a,»:tern -'mD]H‘rEE'
from the =seryice of the Public

B. Megotiations for Emplorment.

. Hx-:undu:.. Any criminal , infamous,

noct preclude

tem +aor Ffunction

DUFROSES .,

oxicants or

Emploress

game  for
zlip ar
actiwviti

i 1
ot 1z

narccotics or

Swvetem property

onduct on t
-

iz cCcause +or

School Srstem.

It i= the policw

Public School System that smplowees shall

proper clearance, neqgotiate for foture Bon
Sretem EIplu;ment with persans

shall

rot,

-Public

ar organizastions

aof the
wWwithoot
Schaoal
hawving

buziness with the PFublic School Swstem in which  the
emplovee iz called upon officially to render adeice or
make judgements. In the event an emplores desires to
negotiate for  such emplosment, he  =shall inform his
supervisor of his  intentions. I+ the szupervisor
determines tha the proposed negot ions  will  not

aduersely affec
may authorize the emplores to

s
"

Selling or soliciting. Emp
prohibited from selling ar

within any building occcupied
- School S¥stem without per
profbibition does not applx to

T -
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o

(13 authorized and installed business activities such
as an Emplorees Credit Unian.

{23 solicitation for heslth drives, the Red Cross and
other purposes approved urnder the EBoard of
Education fundraising policy.

{3y token solicitations for floral remembrances,
retirement gifts and similar purposes +for Public
School Swstem emplovees.

=317 COMMUNITY &G PROFESSIONSL aCTIVITIES.

-+

in the activities o
ions whose purpose
2

raged to participate
ies and of ciwic aor
ives are not inconsistent wit of the PFublic
School S A iation with such group may be mutually
berneficial to the emploree and to the Public School System;
howewer, such  partici i .
emplarvee s per

Employment by reason of family or marriage relationship rather
than merit is prohibited. Mo emplorxee shall superwise 3 member
of his immediate +amily except in emergency <ituations such as
t¥phoons, flood, or a2t iscolated field stations or where there is
a shortage of gquarters. Mo supervisor shall employ any relative
ar any¥ other person whose relationship or association with him is
such that it creates 2 reason x as

i (e

bBle sssumpticon that that persang
avored position in relationshi

o
3

I
=m F’ ] (e g~ =] y IRt w ] ] ‘DE'
other emplowees,

ll1
oy
o
[

5317 POLITICAL AFFILIATION.

Under the FPublic School Srstem, no person with authority to make
or recommend a personnet action relative to a person in, ar an
eligible or applicant for, & position in the Perszonmnel Servic
mayx make inguiry concerning his political affiliation. £
disclosures concerning political affiliation shall he ignored.

£ marbe authorized or reguired by law, discrimination may

not ke exercised, threatensd or promised by any person in the
Fublic School Srstem against or in favor of an emploree in, or an
eligibklte or applicant for, 3 position im the FPuklic School Swvsiem
because of his poxlitical atfiliation.

A FPublic School Syetem emploves shall not use his Public Zchool
S¥stem employment to coerce, or give the appearance of cosrcing,
a person to prnkide fimancial benefit to himself or another

- - person, particularly one with whom he has family, business or
fimancial ties,
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PUBLIC SCHOOL
=400

Y ETEM

FOLITICAL ACTIVITY

5401  POLITICAL ACTIVITIES. '

The political activities of persone in the Fublic School System
ghall be =ubjsct to the restrictions of this Section.

2402 RIGHTS OF EMPLOYVEES.

811 emplovess  in the Public School System shall  hawve the
following rights;

A.  to o wote for the candidates of their choice zand to
express their opinions on political matter,

B. to be active members of the political party or
organization of their choosing.

C. fto make wvoluntary contributions to a political party for
its general expenditures,

S402  PROMIBITION
Emploress of the Fubli School Srstem shall not

£ ee their office or official intluence to interfers with
an election or to affect the results of an slection.

B. Use their ofticial suthority fto coerce any person or
political party in reference to any politically-related
activity,

L. Be obligated fto contribute to any political fund or
render service to any» political activiiy.

0. Solicit or receive political contributions from anvone
while on Public School Srstem time or on Public School
Swetem properis, '

E. Campaign +or any candidate For public office during
afficial working hours except on approved leave,

F. Fromote or oppose legislation relating to programs of
the Pubklic School Srstem without the afficial sanction
of  the Board of Edocation (It should ke clezarls
understand, however, that nothing in this policy is to

- - be considered as resiricting or interfering with the

COMMONWEALTH REGISTER vVoL. 11 NO. 02
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abligation of the emplorees to respond freely and
candidly to any inguiriss made of them in regard to
legislations or related matters.?

5404 PUBLIC OFFICE,

ar emplovee who ie an official candidate for public office shall
take annual leave or leave without par.

2405 PEMALTY.

any employee Ffound guilty of 2 prohibited asctivitr shall  he
subject to disciplinary action by management.

COMMONWEALTH REGISTER VOL. 11 NO. 02 FEBRUARY 15, 1989 - 6013
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FUBLIC SCHOOL =SYSTEM

i
e
o)
o

IMCEMTIVES AhND SUaRDS

101  IWHTRODICTION AND PURFOSE

Thie part sets Aforth policies and procedures for the FPublic
School 5'5te| Incentives and #fwards Program udnder applicable
regulations,

102 POLICY.

It iz the policy of the Public Zchool Srstem fto use incentives
and awards as an integral part of supervision and management to:
&. recognize and  reward  emplovess  who  contribute to
increased efficiency, economy or other improvemsnts in
operationy and

B. enpcourage individual o group effort to makle such
contributicons.

[x
Jrode
L)
1l

PROGREASM FESPOMSIBILITY.

o

m

#. The Commissioner of Education e responsihle Ffor the
overall directio ani superwisian of the Incentiwve
Awards FProgram. He administers the program in
conjunction with the Incentiwve Mwards Committse.

E. The Eammiaainner of Education or his desi
sponsibl for directing awards activities h» the
wcentive fwards Committees and for recommending Superior
reice @mgarde of Service, Letter of é&ppreciation, and
uly]

or fAwards to the Incesntive dwards Committee,

C. The Commissioner of Education or his designee and
superviszaors  at EN Tevels hawve the primary
responsibility +for the conduct and promotion of the
Incentive Awards Frogra . They should encourage all
emplorees to become active participants in the Fublic
School Svestem search For efficiency and econome in the
conduct of its 2. When superior work performance
or special acts are identified through normal managemsent
review, responsible  program  managers  shall regquest
4ppruprtﬂt supervizors in those areas to identifyr the
emplorees who have made the special contribution and
consider submitting award nominations,

5
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£104 COWNTRIBUTIONS SHND AleRD CATEGORIES.

A emploxee’s contribution, fto be considered for an Incentive
Gward, must be identitied with one of the +follawing four (40
categoriss:

&, Bugogestion Award;

B. Superior Fertormance Award;

bal &act or Seruice Award; and

C.

n
()
]

Fl

. Sustained Superior Performance for two (2 wyears ar
more.

A105  LETTERS OF COMMEMDATION.

Zuperwvisors should initiate letterse of commendation +for smplorees
who make contributions which are worthy of recognition but do not
meet the minimum standards for monetary or honor awsrds., Such
letters may be signed by the immediate supervisor or higher
afficial, depending upon the significance of the contribution.
The original iz presented to the emplovese and a2 copy is
furnished to the official persconnel File. 1+ the letter concerns
an adopted suggesticon, a copy is &lso forwarded to the Chairman
af the Incentive Pwards Committee.
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PUBLIC SCHOOL SYSTEM

k.
b
P}
[

RECOGNITION &ML AlSRDS

SZ01  SUFPERIOR PERFORMAMCE SidasRED.

A Buperior Ferformance @ward s granted for performance excesding
Job reguirements, and involving & contribution so supericr or
meritorious 2z to warrant special recognition. A emplores may

be considered for & tumpsum cash award for Supericor Ferformance,
F . - - -
praovided his performance meets all the folltowing criterix:

&. performance of one or more important job functions in &
manner that substaniially sxceeds normal reguirements zo
that, when rewviewed as a whols, the work performance iz
of & high degree of sffectivene ezs.

B. performance that excesds the normal or typicals and

the requirementa of &
I 2

pnrfnrm:n:e
functions.

SPECIAL AET OF SERVICE AWSRED.

>
fd
P

Special &ct or Serwice ﬁward is gra for
tnvolued owercoming uwunusual difficulties, or
agecus handling of an emer o
crmant. Swards in this category will
ntive fward Commities.

oo Is
O ow
3 e = B | I'JI
[

—t
23

A203  HONORARY aAlaRDS

Lhen appropriaste, an Honorary fAward may be granted in recognitian

b3
of an emplorese’s contribution. The Honorary &ward mar be in
addition to a cash  award. For example, an Honorary fward is
particularly appropriste in recognition of continued
distinguished serwvice, & =ingular achievement, or an 2zt of
personal heroism. It may be granted independently of, or 23 a2
supplement to, & cash award; it is not intended, however, to
serue  as & substitute for deserved monetary awards. It 1=
designed to select and bestow =ingular hCll'illr‘ as an official
recagnition of achisvemsnt and as  an incen ive +or further
accompi i shments. The concept of recognizing caresr pubklic
emplorses for signiticant contribution is fto encourage sxcellence
in the Pubklic School Srstem s=zerwice which, in turn, zhoul g
promote public appreciation of quality in the Public School
Srstem. By raising pubklic opinion of Public School  Swvstem
- empl oress, the more able »outh may be persuaded to choose Public
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School Syetem careers. Recommendations of Honor dwards
submitted during the nomines’s active = i
twa  veasrs bhetore retirement. Gerneral qualifications

twpe are listed below:

F. The Distinguished ZSerwvice rAward {(Gold Medal: iz the
highest award and can ke received by an emploree only
C

arce . It is granted by the Incentive Awarde Committee

for e

C1y  an outstanding contribution to sSciences

{2y fAn outstanding skill or abhility in the performance
of duty;

{30

an eminent career in the Commonweslth of the
Haorthern Mariana Is
4y  an outstanding

pubklic School 5

2n
ceptional  contribution to  the

-~

B. The Ualor fAward (Gold Medzaly is granted by the Ince ntive
Fwards Committes to emplorees who demonstrate unusual
courzge inwolwing a high degres of personat risk in the
face of danger. The wvaicrous act does not have to be
performed while on official dutw.

. The Meritoricus Service fiward (Silwer Medal) is granted
by the Incentive Pwiards Committes for:
1Y  an important contribution to science or management;
{2y & notable careers
{2 superior service in administration or swecution of
duties;

¢4 imitiative in dewizing improved work methods and
proceduress

{5y superior achievemesnt in improving satety, health or
morale; or

suyperior accomplishments in fostering the objective

of the Public School System in the development of
management,

lJ:I .

| 28

. The Superior Service fward (Certificate) ts giwven at any
time during the emploree s caree to recognize
significant acts, Seruices ot achievements that
materially aid or affect the success$ful zccomplishment
of the FPublic Schocol Srstem mission. Thiz @ward s
granted by the Incentive fwards Committes far:
1y Accomplishment of & particulariy difficult  or

important assignment in =2 manner that reflects
favorably on the emploves or the Fublic School

Srstem;
- DE Ee*~1upm~n+ o 3 n2w procedur ar proc
resutts in substantially increassed producti

|'[|
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efticiency or economy of operaticon and for which
the emplovee is not otherwise rewarded;
T

™ a
)
—

Significant innovations of significance to Ffurther
Fublic SZcochool Syrs

r'!'

em programsy or

t4y  Any other sspect of superior performance related to
: assigned du+|es and deemed to be deserwing of
special recognition.,

E. The Public School System issuses two other types of honor
awards to emplovees. Theses =are: fviard of Serwvice
CFiaguer and lette of  appreciation General

liste

tter
requirements for each types are

213 The @ward of Service tFPlzaqued i=s granted b» the
Incentive &wards Committes upon the retirement or
m

death of an emploree who has completed ten 100
¥ears or more nT Fublic Zchool System seruvice.

This aswardis initiated by the Commissioner of
Education and awarded by the Board of Education.
£2) Letter of #Appreciation. 2Ty mplorese whic  4pon

e
retirement has not qualtified For the Award of
Seruice ftplaqued receives a Letter of &ppreciation

from the Board of Educzation. The letter i
initiated by the Commissioner of Educztion and

awarded b the Board of Educaticon.

s204 LEMGTH OF SERVICE AlaRDS,

Fublic School Nrntem emplovees receive embiems commemorating ten
fiﬂ‘, Tuen ity and thirty (303 wears of Fublic School Swstem
service. The Commissiconer of Education issues these emblems

annually,

&. Advancement in technology of benefit to the government;

- Effective cooperation among warious sectors of private
enterprize; and

C. Esthetic and environmental aspects of citizenship.

&205  PEESEMTATION OF &AleRDS.

gizghed Service Awards and Walor Awards are pr
1 Jocation by the Commissioner of Edus
rabie that the ceremony accompanying the prese

+
t is 2

of  the Diatinquished Service fAkards or Walar &wards be made =
T -abhl s ]

&, Meritorious Service Swards tength—of-zervice emblems fa

thirty T30 ¥ears  oF actual seruijice and Speci

rds of  two hundresd dollars (220030 =

- oner  are presented by the Board of Education or its
de =i

achievement akiar

m
[T}
o}
T
m
@
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B. Length
a3 more

of service pins for
¥ears are presented to the emplores b
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BEMREFICIaL

&303  SUGGESTION &lldd

RD.

3

& suggestion Award

S¥stem, Awards of this KHind =z
suggestion directly contribots
directly increases sftectivenss
S¥etem programs o missions.  La
nat necessarily make an idea
will be determined by the Incent

emplaree an emplores &

i

& suggestion is prepared +Pip1‘
submitted to the sugoestor” tmmedi
tox the Chairman of the Incentiw
triplicate retained by —ug_e
acknowledge receipt of the suggesti
"suggestion Acknowledgemen part
The =suggestion iz accepte an e
increased etficiency of BCOoOnOomy}
gmployes bkenefits, working conditi
and grounds, =tc., are n proce
Qoo &M . The supsrvisor determines
zsuggestion, i+ he has suthority to
not within the scope of = =ut
referral.

I a suggesticon is not adopted,
suggestor by memorandum o he
furnishes 2 copy of  the memor
Incentive dwards Committsese,. I+ it
first ear benefits Ses Sectian &3
benefits are not sufficient to
initiates a Letter o icmm rd +xnn

by the Commissiconer

Employes suggesti

Fecommesnda

ti r
Aiard reiated to th

SUpErY | Sors

torwarded to the Commi ss
the Incentive Amwards
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ade only when
Soonhcmy o

rr

ate with the
e SuperyiSor,
Fpmards Commi ttes
o :hdxrmﬂn

ar . The

. humber 0t
the form to

idea

the supervisor
reasons for its
4ndum tn the Cha

. ¥ it i=s
ity For a
the =zuggest

suybmitted

the
effic
arrying out Pub]l_
novelty or coriginality
ible +for an -
waard Committes

or
L
1

w
n
o

ﬁ
i

O
o

submitted
Public
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5304 EECORDS AlD REPORTS.

The Chairman of the Incentive fAwards Commities will recei
reports and maintain necessary files. Each case file includes
copy  of the sugoesti

suggestor concerning  its
Letters  of Commen

o M

i
¥ =
t+ and a2 copy of the letter to th
adoption or rejection. Copies o
dation +For adopted suggestions  are also
forwarded. B the tenth dary of ezch month, the Chairman of the
Incentive Mwards Committes  will report on the number  of
suggestions received, adopted ad rejected to  the Board of
Education. He will use this information to prepare a memarandum
at least at =ix months intervals to =11 emplovees concerning
swards granted throughout the Commonwezalth.

+
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FUBLIC SCHOOL SYSTEM
Foan
EMPLOYEE BEMEFITS &MD SERVICES

ie the policy of the Bozrd of Education to provide henefits
= ’i = to its emplorees as prescribed by Taw. This Fart
ineates those benefits and services which includes:

B. EBenefits, szuch as Social Security coverage, Group Life
InSur:ﬁre. Accident  and Health Insurzance, blorkmen’s
Compensation coverage, stc.

FProcedures +or application of these Regulations are included in
the Procedural Manual.

FUBLIC SCHOOL SYSTEM
7100
LE&WES OF aBSENCE

2101  PURPOS

Leaves of axbsence from the Public Schoonl Srstem are for  the
mutuzal benefit of the emploree and his emplorer. When leaves of
abzence are granted, ther are considered to be for legitimate
rezsons not detrimental to the Public School Swstem.

7102 CREDITAELE SERVICE FOR LEAVE PURFOSE.

A, Trust Territory Public Service experience since United
Statez administration took owver Cincluding WAE until
June 30, 1972,

{1 Inciudes trainess. Includes emplorment under &1
TTC. Faragraph F0dy, O+F3, (1%, {ms, inr, and o3,

(2% By Director of Personnel memorandum dated Januoary
2&6, 1972, to 211 Trust Territory of the Facific
Istands departments and districts, WAE appointments
were to be terminated or converted to appointments
per Administrative Directive 72-1 dated January 12,
1772, '
LE  appoi rtments. until Jume 320, 1572, are to be
considered as full—-time emplorment and serwice
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credited accordingly,. After June 320, 1772, for LAE
ar intermittent employment, time actuzally worked
will be used to compute creditable serwi

B. Marianas administration under U.5. Mavy and NTTU., Until
1942, when TTFI Headquarters moved to Saipan, the

Mariznas (Saipan and Tiniany were ugnder Mawal
administration. Fota wae already included in TTFI

adminizstration prior to 17482,

. Personnel under municipal governments.

Do Al employment within TTRI including: Feace Corps,
Micronesian Claims Commission, MNational beather Bervice,
and U.5. Coast Guard.

E. W.5. Hilitary and ciwilian service in the Trust
Territors. Amoctive military =service in the W.5. armed
Forces in the TTFI.

F. Emploress of Judiciary and legizliative branches
tCongress of Micronesia, municipal council and district
legizslaturess. Judiciary, including district court
judge=s who may hawve been o are presentix on WSE
appointments.

G. Service in the Commonwezaith of the HMorthern Marizarna
slands Gouvernment since April 1, 1275,

H., Trust Territory Government smployment under the Seaman’s
LR

I. Emplorment o ay ige and instrumentzaliti
within the Commoni. ea]th of the Morthern Mariana Islands.

1T

=

102 KIMDS

Broadly characierized, leaves of sbsence are 2ither with par or
Without par.

7104  BaSlSs FOR &CCRUSL .

ooccupying permanent positions shall accrue annual leave
for each biweekly pay period in which theyr are in pay status Ffor
the sntire ten 103 darsy otherwise there shall be no zcorual for
such period. Fublic Schoaoi Sy=+ﬁm Gouvernment employees serwving
an government boards and commissions who elegct o take Leave

Liithout Fay JLWOP) during such performance shall accrue leave for
that ssrvice time.
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7105 LEAVES WITH P&Y .

AL, o/annual Leave.
granted ar the
calendar rear
School  Srste
¥ears of or

Aannual
purpose of
conduct
emplorees

dltahl

or

the rate of Four

of ninety (%0

leave at the
Emplorees who
service shal

hours per pay

Annuatl leave requests
darz must be made
Al annuzal leaus

z immediate

emplores

for annual teave

Rights,

Faor smployees
coantract shall
be sarned,

+

with
prgui

g, Maxzimum Accumulation.

zervice
hours
newly appointed emplorvees
calendar
Emploress
creditsa b]-

H+ =i

&

o permanent positions
gach EBlweskly pay periﬁd

o entire ten
such pericd

for the
+or

annual leave ¥nr

hundred sixts

c =
ar shall be
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Voaccrue sick
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pay zh
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School System
hour=. Acorued  a
remaining at the ern

converted to

NO. 02

En]
i
|
o
i
s
Tt
T
3

dars

#
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1

= than
de the number of annual

The

= oOCCupring

Leave, of wvacs
rest and relax
F personal bu

have less
all =arn

g = -1

re
t th

2

i
e

12 months

Max i mUm &l

clk Teave,.

o

rate
pericd in

e z211oiaed
ab=ent from
xf Qquarantine

FEBRUARY 15,

m w

i od
211 undergo =
before being
with three 32}
serwice :hn]]
L7 hours pe

romo i
rate

dut

tlDﬁ
inessz.
than

annual
: except
waiting periaod
credited
but

u¥

shall
in wih i ©

=
2

ot more tham three (207

in adwance on a leave reqt
requests must ke approved

Superuisar. A odenial o
s =subiect to emplorees”

contr:

leaves

permanent
one - h‘]? dd;
which
otherwise

umulqted and carried
timitation.

whenewer
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z2nd residence. U= ot
medical, dental or optometrw
or for  any mental health exzaminaticn,
treatmen

11

in

—+

I+ an emplores is ab

required to furnis
al

sent because of i11n
quarrantine in exzcess of thres 132 daw:
v a certification as to

ick leave is appropri
r examination

iate +or

ar treatment,
counseling  or

12T E,
[}

3

tHE i

from an attending phreical. Commissioner of

or his designes may require certification

pericd of illness as is approprlate.

iniury ar

he mar ke

ncapacity
Education

+or such other

furnished,

I+ the reguired certification is not

absences  which wotl d haue been covered

certification shall be indicated on the parroll
e

nee without pay (LWOPRPY.

The generality of the Afor
following special provisions:

i1y Falsification of an i1lness  report
considered sufficient Cause for
action, including dismis=sal fr
Svztem for repeated offenses,

eqoing iz subject

3
discinlinary
om the Fublic School

i
1 -
s g—

tl o

as 1

€

[ (I H )
w i
m

=
1
ot
poy
i

shall ]

i}

ng leaves

theuerg that

{2y Bick lezve with par shall be allouwed duri
aof absence or wacations, provided,
.l.

s iok Jeaue

employment while on si

akken by an  empl

ztion must be supported by a :ert(¥1cate (=

By a2 gqualified medical personnel ‘medex or -

Mo emplores shall be sllowed to undertake ga
ck lezwve stztus.

in

L3y Sick leave with pay mar be granted
garning sick leave as provided under sescti
I+ an emploves is separated from the
without having sarned 211 of the =sick leaw

i
—t
—_—
o

and taken, there sha e deducted

duyse him at the time of EEldrﬂtlHﬁ

to his salary +or the period of unearned s
allowed and taken.

,_
DI
-+ =

leave acocrued +for serwvice in th
=t in the emplorvee upaon ad

[RE ATy

remalti =
School . provided for a per

{2 wears, he shall be diwvested of
Teave,

an  amd

wnt oequal

&
1 vwested s=o long as he iz emplored
vk

from

Pyt
rual

b &

tod longer f
accumulated sick

L. Leave Aduance. Where, For good reason, an
granted additional annual or sick leave may be
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advance leawve up to & maximum of one—half (1527 of the
total earnabil leave credits for one »ear from the date
the appl ation is made. Subsequent earnings shzall
serve to replace the amount of adwvance lesuve granted and
taken. &ar emplioree arall not use aduvance sick leaue
granted until any and a1 wunused annuzal feave in the
emploves’s account has beesn exhausted,.

nd Education L
d training a
on permanent s
¥ear, by the Commi

.ue; Leaves for the purpose of
education mar be granted
tus for a period not to excesd
=siconer of Education.

The Commissiconer of Education may extend thise period,
upon recommendation of the appointing authorite, The
leave pericd shall not affect the emplnyeefe service
anniversary date.

Lom

ASS e ma be granted
compassions
ing

=) e, il

e lesve with pay of no morse than five 353

wor K = cacse of death immediate famity of

the emp]ﬂyee. For the purpo this sub-part, the

term xmnedlate family” =h be defined as an

amp]av;n =, father,; = te offspring {nmatural
= is

pur
-t
o
m

o
Y Mmoo
— 1T
: ]
+

1
[m]
ool
H
[11]
3
3
ol -

o

w
CL
W]

anl
~+ T
o
-

and cufl +ura]1f ar legalls Yy, brother or sister,
grandfather or grandmother and mother—in-1aw or
father—in-1 . The Commissiconer of Education or his
designee (8 responsibkie +for approving compassionate
leave regquests,

Excused &bsences. &n absence +rom duty administrative

[
suthorized, without loss of par and without charge to

Teave is  an excused abzence. The Commizsiconer of
Education =ha have the responsibility for approving
adminiétrdtxue ]E:UE requests The following are the

three gensral classes into which sxcused absences fall:

11 administrative leave is absencese authorized under
BMergency condi tions beyond the contral oF
management, 2.9., i phn . o for participation in
sivic activities of int: eat toc the government, or
employment connected aminations, or +for such
reascons &S the Commissioner of Education may
determine fe.g., earlty closing on Christmas EBEwvel.

t2y Extended absence required for medical sppointments
and care  Follouwi rq S rulafed injurises mayr hbe

Ex-

l

il'

authorized administrative

3y Excused absencez related al actians,
Marnagement may place  an empiores in nun-u:anng
status with pay for up to three (32 working dars
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g4
R

pending preparsticon of 2 notice of proposed
suspension for up too thirty ©3) calendar dars or
remcwal from the Pubklic School Srstem.

i
-+

H. ECourt Leave. The Public School System encourag

emploreas to Fulfill their obligations 2 tti

the Commonweszlth af the Morthern Mariana 1
emploress who are called to zerwve as Mas

their option, be granted Court Leave for such pericd

the jury may be impaneled. Employess who are callied

dury duty shall pre t their Juror Summons to th

immediate supervisor together with a completed Fequ
of for signature and processing. Emplorees

2 using Court Leave to cover the period

1 turn cwer to the Public School System such

istinct from expense allowances) as they

€ tasz distinct from the Court. Expense
paid the emplovee for whatewver purpose may

¥ the emplovee to defray the sxpenses

which granted. &n emplorese subpoenasd as witnes

i & a2 government witness, =shall charge =

absence to annual leave or leawve without par,

oy
Tt p
3
W
]
-+

D M
3O OWm e

¥

TPt - o W

]
-+ 3

n
ar

b
oy
LIS

-
=

I
7

T
pa}
1t

R U [}

L
[t
T oan

H

O
¥

.._,.
o
W
w
11

- o

[
o
m
]
ih
K
w0 U'|
1

-

)

o
I

Court lezave cshall be granted to z2n employes subpoenaed
in litigation in which the government has no interest,
to zerue a3z & witness in his official :.pa:tt» as A
government emplorse, and who wx]? be required to present
government records in testimony. Zuch emplores must
inform the Commissiconer of Education of the required
testimony as soon as possible after being subpoenaed,

I. PMilitary Leaus., Military leaves of absence with pay,
pot to ewcesd Fifteen (152 working dars in any calendar
vear, regardless of the rnumber of training pericds in
the ~ear, may¥ be granted by  the {lommissiconer  of
Education to emploress on permanent sitatus who are
members o bes Mational Guard and Recserwue

F the United Sta I
= te t

component aof the LUni Etates Armed Forces, when
directed urder arders issued b proper military
authorits. SGdministrative leave will not be granted in
order to extend leave time Ffor any additional training

dars.,

J.oo Maternity bLeawe. Maternity Leave zhall be granted to 2
1 ~

female emplares who iz absent from work because  of
continement for childbirth., The Commissianer ooF
Eduycation shall have the responsibility for approving
maternity leave reguests, Such maternity leave shall
not exceed ten {102 dawse, shall be in addition to any
accumulated sick leaws, and shall be paid leauwe. Such
£ maternity leawe shall be any ten {10F dave encompsassing
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£
2}

aken +or
umulated

the date of childbirth. aine additiona
childbirth purposzes shall be charged sgainst
zick leave.

o
Al
m
]
fo o
ﬁ ﬂ

K. ‘sternity Leauve, Faternity leave shzall bhe granted fto o a
male employee who is absent from work because of his
wife s canfinement for childbirth., Such paternity jeoave

shall ﬁut exceed two (2 dars encompassing the date of
childbirth. The appointing authority sha J
responsibility for approving paternity lean

clos DISPOSITION OF LESVE UPOH SEFARATION.

o,

. Andnusl Leave. “an oemplores separated from the Public
School  System Ffor reason shall  receive x lump-—sum
parment of 31} annuzl leave zmccrued to his credit at the
time of =ssparation.

B. ZSick Lezaue, Aan employes  sSeparated from  the Fubklic
School System for any reason shall have all sick leave
accrued to his account held in the leave records for
three {32) wears. Should the person be reemplored in the
Fublic School Swstem at any time during that three (30
¥ear pericd, the sick leave bRalance s=hall be recredited
to his sick leawe zacccount and available for use from the
first day of his resmplorment.

07 LEAVES WITHOUT Pay.

#.  An emplarves mary be oranted leave without pay not to
exceed ninety CF0D) dars if the approving officer
considers it justifisd. leave without pay may be
extended up to ninety (F0) additional days ONLY with the
approval of the Commissioner of Education, upan

recommendation by the sppointing authority, Such le
without pay may be granted to permit the emploree to
ing

attend to important family affairs, such as =
estate, or for justifiable perzonal or business reaszons.
B, Jraining and Education Leave. Fubtic School  Srstem
empliovees who ars ineligible for further fraining or
education leaves with par, as provided +tor under Section
F10%,E of this regulation, or who wish to pursue their
educaticon oOn E full—-time |fhasis without financial
aszistance by thz Fublic Zchosl System, may be granted
leaves of absence without pay for 2 period not to sexceesd
one 113 wear. Such emploveses shall kawve the right tao
return to their positions at the zatisfactory conclusion
of  their education o training, and ftheir service
anniversary dates shall be adjusted by the amount of
s teave without pay taken. The Commizsioner of Educaticon
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iz responsibles +or approving or disapproving regquests
for Training and Education Leave, upon recommendafion b
the Bosrd of Education.

i
r~

ithout Fay in Extencsion of Sick Lesve. With the
nce of the Commissioner of Education, an
, granted Jesave without par for the
= of E'tending r iz sick leave. Simitar extenszicns
ranted +or sick  leave purposes, provided,
howewver, that the attendi ng phvsician certifies to the
gzzity for the extensioc

D Tardiness. Tardiness shall be charged to leave without
DAy 'LHGP} at the end of the pay period. The
timekeeper =hall determine the ftotal number of minutes
the emplore = been late at the end of the par pericd,

Oy
and charge 2t hour.,

S102  UMaUTHORIZED LEAVE.

Upnauthorized leauwe (Absent Without Leawve, &WOLY is absence +rom
duty without appropriate authorization. Emplorees who are dbient
rom duty withouot prior appraowatl, except in bona fide
emergencises, shall be charged as being AWOL. Emp]c- es who are
AL are subject to loss of pay and possible disciplinary act,

Fi0g  ADMIMISTEATION OF THE SYSTEM.

oo

&, Lea Year. For adminiztrative conwvenisnce +or those
emplovess on & tull <zar  emploryment =tatus, Leave
accumulations and uszages are based upon the "Leaus
Tear". A "Leaws Year® iz that period of +ifty—two (527
consecutive wesels Jtwentr-siz (287 pay periods) which
begins on the first dar of the first full par pericd of
the calendar wear and ends on the last dar of the last
pay period which beoins in that calendar rear. Far
example, i+ the first day of the Ffirst pay pericd in the

iz Janus g=F ende on

r¥ 11, themn the leawe w¥ear
1o ng
r

Januar: 0 the +ol FEAT ., ploress on
= than Ffull »ear emplorse status lsave. Year shall
be as specitied in their respective confract.

E. Emplores’s Righit to Annusal Leauve., Emploress hawe =&
fegal right to accumultate annusal leawe, but the right to
use that Teave is contingent I xudy management’ s
reguirements. Thus, 1% iz incumbent upon managers and
smplorees to agree muituslly as to the duration of annual
Teave and the period of taking. & manager iz whollw
within hits rights as & manager, to deny an emplovee’s
request for annuzal Yeawe i+ that denial is based upon

[T
iy
-+
L
[ A

demands of the Publtic School System. He i= obli

~a
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n

im sevent of & denial, to suggest to the emploree 3 more
approprixte time for taking annual lTeave.

C. WYacstion Scheduling. The Fublic School System urgess and
enciourages emploryess fto use Annual Leawe for the purpose
for which it  is intended. That is Ffor rest  and
relazation. The Fublic School System considers that =
"wacation" of not less than two (2 consecutive wesks of
Annual Leave meets the basic intent of @annual Leauve

o

pravisions., To o auoid confusion, recriminations
disappointments and grisvances, managers are urged t
zcheduls wacation periods for their emplorees, beari

L

-
AT I T

in mind emploreses” preterences,; needs and desires,
that the work Fforce will not be wunduly affected b
emploree  absences. In ewent of contlict Dbestuesen
employees ouer choice of a wvacation period, Public
School Sv=tem ceniority ol oM e acther device,
ron=;5tent}: applied, may be wused to resclue  =such
conflicts,

D. Lump Sum le=ave FPavment Upon Separation. When an
employee s sSeparated from the Personnel Serwice, he is
entitled to the parment for hi= unused A&nnual Leave in =

!

tump  sum. I+ he returns to duity in any «
the Fublic Zchool System befors the accumul
feave would have sxpired, had it been 1igui
normal  courss, he must return to  the Fubklic School

apac1+> Wit
at

Svetem the gross value of such unused lzave and have
those hours  of leave credited to his Annual Leauve
account.

For example, if an. emploree has three hundred sisty
{240 hours annual Teave to his credit upon separation,
that representsz fortr—Ffive Y dars of lgave. I+ he
returns to Pubklic Schonl Srstem emplorment before the
fassage Df fDrf'—+lue 45 working g =

Emplaores iz offersd a return to duty with the sams pas
classification and paw, accept. and reports to worl
March 153, Thirty~—Ffour ©24) working darxs hawve glapsed
tone holidary occcured in February?), for 2 total of Lo
hundred seventyr-two (272 hours, Emplorses would ke
reguired to repay to the Public Schooi System the dollar
value of eighty-sight ©B2) hours, the difference hetween

the 340 accumulated hours, and 2¥2 hours elapsed time,
feaving & balance to be repaid of B8 hours.
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F110 RESPONMSIBILITIES.

The emplores shall be responsible for initizating hi
Teave using such forms, documentation and e pldn«+Jr
may be requir

advance, whereve to enable manag

r

the necessary staff adijustme

assignments during hie absence.

Management shall be responsible for reviswing all reques
Vight of program needs, replacement services, and |
policy requirements, In consideration of the foregoing
agther pertinent consideration, management may approve,

or arrange modifications af lsgave requeet.

The Commissioner of Education shall be avaiizble +or

initiate such request suffi
e

nts for coverage of the

aduyice

and

arnd

asziztance and Final decisions in cases reguiring interpretation
of Education

of legal reguirements and policy. The Commissianer
shall be available +for  sduice  and assistance
concarning leaves.
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PUBLIC SCHOOL SYSTEM
F200
BEMEFITE

iz the policy of the Fublic School Swyestem fto provide certain
benefits to all -its emplorees, whatever their appointive status,
These are defined in the Secticns which folloa,
F2ie RESFOMSIBILITIES.
#. The Public School Personnel System i3 charged with

responsibility to administer the several bhenefits.

-
+
i
L
=
In}
1
-+
[}
o

B. The Commissicner = resp
aduising the Fublic School ::.}-'E\tem zg to the kKinds of
cowerage needed for the smploress, in =
training of managers &and nmplﬂ;ees i &
and presentation of ciaims.

T. Managers=s
provisi

employees under f

necessary to present claims

r. Emploress azare responsible to familiariz =
reporting procedures =o that they mar be assursd of

proper coverage in event of injury or ilines

FEOS  HSTURE OF COMVERAGE.

Gmue M t emp]uyeea are entitlied to the Ffollowing bemnefits with
ii

&, lWorkmen’=s Compencsation for work-related bnjurs o
iliness. The orkmen s Dmppn=5+:sm orogram is

currenti> provided to a1l emplorsses of the Commomdealth
of the Mort her* Mariana Islands Public School Swyetem who
are not otherwise cowered by U3, 1 3

B. Group Life Insurance. The group 1ife insurance coverage
iz awvailable to all Public School System emplorees
emplored for at least one rear and who work a2t least
thirty (30 hours per weelk, provided, howewer, that
should & group life insurance policy be in effect
covering emplioveses not meeting the stated requirements,
sSuch Cowverage shall immediately be af+orded such
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C. Group Health Insurance. The group hesalth insurance
coverage is awvailable to all Fublic School  System
employees emplored for at least one »ear and who work at
least thirty (320 hours per week, provided, howsver,
that should a roup tnsurance policy be  in effect

m

covering smploress not meeting the stated requirements,
such cowverage shall immediatel» be atforded such
emploarees,
c204  THSURAMCE PROGRAM DEFIMITIONS.
Brochures and other inftformation concerning nafture and extent of
coversage, cost to the emploree and manner of processing claims
shall be maintained, on a current basis., in the Personnel Office.

F205  PFROCEDURES.

Procedurs
and plan
Regulatio

covering the administration of the insurance programs
are contained in  the procedural manual ta  these

:| m "

F2Z04  RETIREMEMT PROGRAM.

O'd  age and  surwiwver benefits and dissbility covsgrage are
provided for smploreses in the PFublic Schaal Zrstem and the
Commonweal th Retirement Frogram. The Commissioner of Education
and his =staff must be conversant with  the provisicons and
entitliements urnder the Social Security and Commonex] th
gtirement Frogram =o that they may provide informal adueice and
counzsl to emploveses or their survivors who need information and
guidance with respect to +iling claims for Social Security and
Retirement Frogram bensfits.
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PUBLIC SCHOGOL SYSTEM
2000
PERFORMAMCE EWALUSTION

001  GEMERSL.

2 the annuzal emplorese review system which
he merit of emplorees and their contributions

= 2
anomy in the Public School Svstem,

Emplares performance evaluation iz ezsential Ffaor:

. Improving emploree effectiv by s

fie

ne

in
i3]

[y
—

m
N ol
o

T
—

stabliehing & +rame work for continuing smploree

superyisor communicatiaons  regarding  performance
standards and employes potential; and

123 Providing emploress with the capportuni by to

participate in the establishment of performance

ztandards. '
C. Prowviding management with & basis for relating emploves
pvr+orm4n:e to other pertinent personnel management

ctivities,

(1]
D]
(a3
L
o
1—i
r
—

The Board of Education shall ensure that supervisors each wear
reach 2 olear understanding with ftheir subordinates of the
standards of performance which must be met in accomplished
assigned work. The SURETY i Sor and the emplares gy a
person—to-perscocn basis must arriwve a2t an understanding of the
work abiectives fto be met and the manmer in which fthey may be
reached & review of the emploves’s position description is

ach agreement on duties, performance standards and

Annually by the emploree’s anniversary date, based upon f
preceding ¥ear’s performancs standards rEuiews &nd other
pertinent factors, an annual written rating or performance sha
Be =zubmitted by the supervisor, and concurred by the Commissioner

of Education, on forms p;es ribed by the Board of Education, for
gach certitied and non-certitied emploree. The Commi=z=sicner of
cgducation, through h' authorized representative, zhzail

is
administer the performance evaluation swstem.
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004 RESPONSIBILITIES.

M. The Personnel Management OFfic
tor:

e

r =hall ke responsible

£132 Dewveloping, swaluating, and improving the Fersonnel

Service annual emplorves review system and
performance rating plang
{2 Providing staff adeice and assistance in the
administration of the s¥stemg
£3) Providing assistance to supervicscors and emploress
<,

tandards;

£g3 Frnuldung the necessary traimning to supervisc hE S0
that thew Can effectively Carry out their
responsibilities far communicating with and
H”d}Uiflﬁu employees; and

L5 ssuring that emplorees understand the obisctiuves
ot pe1+nrﬂ4ﬁlE gvaluation and the provisions of the

annual emplowee revisw system and the perfoarmance
gvgluation plan '

E. Supervisors are responsible for:

{13 #ssuring  that position descriptions  accuratels
reflect the duties and responsibilities assigned;

{2y Determining Jointly with the emplores concerned, on
a person—to-person basis, the performance standards
and  kKesping them advised of their =strengths,
weakness, and opporftunities for improvement  0in

' terms of performance standards

{2y Conducting the annual emploree rewviews; and

iy Imitiating appropriate personnel actions in case of
continuing less than satisfactory performance.

C. Each smplores is responsible for:

£1% Reguesting clarification from his supsrwisor of any
performance standard or work objsctive which is not
clearly understood;

£2) Adwising his =uPeruigors of an» facts  ar
circumstances which he belijeves should be taken
into account during the annuzal emploves review; and

€2 Participating in  appraisal discussions  of his
performance and making suggestions For improwving

it.

2005 RELATIOMSHIP TO OTHER FERSOMWEL PMANSGEMEMT SACTIVITIES.

. By using the empl oyes anniverzar:s a
contrasted to a2 Fixed due date, =such as
superyisors are given a better ocpportunity to ¢
and evaluate each emplorse zs an individual and to

i
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1ol

coordinate the performance evaluation with other
appraisal actions which make up the emploree rewisw
zrstem.

B. Supervizors do not have a2 right to retain an emploree in
a position in which the emploress summary rating is

l.ees than Satisfaciory. To permit such a situation to
continue  would not be in fthe public interest or
consistent with good managemen t principles.
Superwisors, with the asa“ tance of the Persannel
Management OFfficer, must initiate the necesszary action
too hawe such  an pmp1nrﬁﬁ reassigned, demcted, cer
zseparated from the position at the earliest possikle
date.

L. Section 2504.E of these recgulations provides fthat an
empioree with = current official performance rating of
"Excepticonal® has an  additiocnal o (22 points  of

retention credits for reduction-in—force purposes.
S0ds  RATIMG FROBATIONSREY EMPLOYEES.
Emploress serving probationary pericds shall be given z written
performance rating ¢as distinct from an annual emploree rewiswd
at the end of each successive period of three 3> months. The
fimal rating, for the ftenth, eleventh, and twelfth months of
probation, shall be ompleted for probationary appointess no

1

fater fthan the end *:l-F the elewventh monthk of the probaticnars
period. For empl & serving a new probationary periocd, the
review must be accomplished at lezst two (2% weeks before the
completion of the period of probation.

whioo believe their rati E
as provided for in section 2308 of thes

pm
IN]
11
I,U
2
1]
pm}
[y
111
-+

2008 INSERVICE TRAIMIMNG/FEOFESSIONAL DEVELOPMERNT .

iz an Enrichment Frogram which f211s urnder two separate

1. SAMCTIONED WOREEZHGOR:

pleed  the approval of the Training Diwision of the

Fersonnel Managsment Serwvices, which also, %aiia under

the Perszonnel Rules and Eegulaf:nn as established in

1982 and stipulated in FPart 3-Bl14 expressing  the

BenefitesFurposes and Incentives. Ore hundred fwenty

sanctioned credit hours will enable an empliores to get =
- ore—step salary increase.
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2. MON SAMNCTIONED

WORKSHOPS:

Are coanducted by the Fublic School Syvstem to address
zpecial needs of teachersstaffessstudents and other
emploress,. Mo credit granted however, a certificate
is wery often given to participants.

WORESHOR

. Mo emploree may receive more than one 212 ztep increase
under this Sub-part in any one calendar rvear regardliess
of the number workshaps  that h zyccessfully
compieted. Emplorees who are empliored oan an
intermittent basies are not eligible to receive this
increase.

B. Upon determination of the department or activity head
that such emplorese is eligible to receive & salary
increase as  provided for in this sub-part, the
department or actiwity head shall prepare, sign and
submit a Motification of Fersannel Ao tioon b the
Fersonnel Officer for final approval.

C. The effective date of & increase under this sub-part
shall be retroacti to July, 1983, and shall ke on the
firzt dar of the Following payr pericd after the
approvat, of the FPersonnel OFfFficer.

. Thi=s increase shall not affect the anniversary dates of
the empliores.
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PUBLIC SCHOOL SYSTEM

RECQRDS

FURFOSE.

This —part defines the minimum reqguirements Ffor personnel
re:crds to be originated and maintained by the Public School
Swstem reannel Management Services.

P02 POLICY.

A. The Public Zchool Srstem shall establish a system of
records for all persanne} presentir or previousiy
emplored by the Fublic School System. The records shall
be +iled separately» =o that thoss of active emplorees
are filed =zeparately from those of Fformer emplovees.
Other supporting records, as deemed appropriate by the
Fersonnel OFfficer, mar also be maintained.

E. The personnel specialists shall develop and maintain s
S¥ S tem ot personnel records whiich paralleis that
maintained in the Ciwil Service Commission.

2102 RECORDS REGUIRED.

#. MFficial Personnel Folder ({OFF). For esach active
emnloree an DOfFficial Personnel Folder for Fileld shall be
maintained, The Foitowing are lements of permanent
information covering the emplores;

1. Faormal application for smplorment.

2. Copr of the certificate of eligibkles +from which
selected or other documents wmhich indicate  the
appointing authoritsx.

. Form on which prior creditabkle serwvice is listed
and Serwice Dmpnt;un Date is derived.

4. Letter ot original zelection signed Cie an
zuthorized selecting official.

3. Copy ot each personnel action atfecting the
emplores,

&, Dopy of promotion certificate from which emplarse
wiase selected, if appropriate.

¥. Copy of promoticn =selection letter s=igned by an
aJtrnrlzed gelecting official.

2., Copy of each Fform reflecting choice of health
benetits o group Tife insurance Couerage,
designation of heneficiary and other legal  and
binding assignments or designations.
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Exampl

M

L.

COMMONWEALTH

material
informati
information
the OFF bt

Aduerse action supporting
consummated. Temporary
to permanent type
=hall be kKept in
cide of the folder.

if the action is
ion, as contrasted
delinesated above,
filed the LEFT

as

[mln]

include:
jon reports.

i of temporary material
- Performance eswvaluat

- Annual Emplores Rewisw documentztion sheets,

- Copr of the descriptions of positions cocupised b
the emplares .,

~ Letter of BResprimand ~-- retain for two {23 »ear
only. .

-~ Items of correspondence concerning . the emploree
but which hnne no historical or permanent wvalue,

B.0.,y letterse of commendation or congratulation.
Emplorese Recorda Card, & card record which summarizes
critical data concerning the identity, =tatus, movemsent
and separation of an semplores. Every personnel action
takken will ke recorded  an the Empiores Fecord.
Exceptianal ar less than satisfactory performance
ratings ehall be noted on the Emplores Hecord Card
zhowing the rating and the date thereof.

Medical Examination FReports. Medical sxamination form
for gach emplovee shall be maintained in a file separate
from the OFF. This iz essentizl to protect the privacs
of the individual concerned. The records cshall be
maintained in a lockKed, Fire resistant File with access
a1l lowed anly to personnel authorized by the Commissioner
of Educaztion. Access must be restricted only to persaons
ha“ing % "peed to kKnow" as determined and approved by
&

medical
OFf+icer

nnel OFfFficer. tﬁ a

al Towed, the

A'[;
-
i ]

e Xu)
ecord is
i

shal record:

- the date of accessg

- the person allowed such access; and

- the reascon thersefor.
Thiz memorandum record shail be kKept in the Ffoider of
the individual medical record.
Fecords of Inwvestigations and Inguiry. fny records of
investigation or inguiry concerning an emplores shall be
filed in & separate Ffolder, clearly identified b
employes” s name, date of birth and Socis Securif;
number . The material shall be kept in a lockegs +ire
resicstant storage Ffacility, =safe or fire proof cabinet,
with access allowed only» on a "mneesed to Know" bhaszis and
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upon approwval by the Commissiconer of Education. The
gxistence of an inuastljatlnn fiie shall be noted in the

= 1
OrF, filed on top of the tast entry therein.

2104 DISPFOSITION OF RECORDS.

Upon  the =
Official Per

T
m o

aration of an emplorese for whsatever reason, his
nnel Folder shall be closed and removed to stora

o & age .
Frioer to sending the +ile fto storage, all temporary material
filed on the left zide of the folder shall ke removed and either
given fto the emplores or destrored. Medical records  and
investigation file material shail be placed in the OFF =o that
the record is accurate and complete. I+ an emplores is separated
bt is sxpected to return to the FPubltic Zchoal System =serwvice
within & =specitie time, not to exceed & wear, the OPF may be
held in suspenss rather than treated as a former emploree defined

abiove,

F1o5  ACCESS TO OFFICTAL PERSONMMEL FOLDEH.

An employes mar have access to hie ocwn official personnel folder
at any time during regular working hours provided a responsibile
per=onnel specialist or clerk watches as the emplovee’ s review
takes place. The emplorese iz entitled access o his or her
medical records. Investigation reports are not awvailable to the
emplaree. I+ an emplorse persists in hmis desire 1o =ee  an
investigation repocrt, he should bhe referred to the agency which
prepared the report or securs a cowrt order authorizing the
FPerzonnel Dfficer to  aliow  the emploree access to the

investigation report.

F10s  IRFORMATION &MSILEBLE TO THE PURLIC.

The names, presenit and passt position titles, grades, salaries and
duty stations of =2 government emplores i3 information availsable
to the public, except when the releaze of the information is
probibited by Yaw ar the information is sought for the purpose of
commercial or other solicitation.

107 IMFORMATION May BE PROVMIDED.

Upon written waiver by the emplores, o upon subposna by 2 court
of jurisdiction, information may be released regarding the name,
and present position titles, grades, salaries and duty

azt
tations.

Storage of OPF shall be maintained by the Public School System
for at least 20 vears afier seperation of emplores from Public
School Swstem., &fter 30 years these records may be placed in the
archival collection of the CHMI i+ approprizted.
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FUBLIC SCHO SYETEM

L
(o]
X
P
i
ﬁ

REFPORTS

2201 UREPOSE .

and timely reports are  inwvaluable to the
of a workforcs. They are important to the

ses of budgeting, manpower planning, forecast

ng needs and declines;, and other management 3

B. 1 CHWC 58124:d) requires that the Perzonnel OFffic
"ectablish and maintain a roster aof 211

Fublic Schoo! Sretem in which shall ke set rth, 2= to
g#ach, the class of position held, the salary or pay, any
change in :1a55, title, par, or status and any athere
necessary data.

¢2oz BFEOLE OF THE FPERSOMMEL OFFICEE.

The Personnel Management Officer =shall prescribe a

b
reports and the Fformat for reporting to provide, on &
bhasis, the intormation required by Taw.

in

7EZ0z  ROLE OF THE TIMEKEEPER.

The imekeeper shall bz responsible for recording and certifring
time and attendance records of the assigned emplovess. The
Timekesper will also record and certify leave tTime talken by any
azssigned emplores. The method of recording and certitring tims,
attendance and leaws shall be prescribed b» the Fersonneld
Managment OFfFficer and the Commissioner of Education.
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PUBLIC NOTICE

Proposed Adoption of Public School System Policies
The Board of Education of the Morthern Mariana Islands, in accordance with
Public Law 6-10, is proposing to adopt school policies.
The proposed rules and requlations include the following subject areas:

1. Requirements for Yision and Hearing Tests
Copies of the proposed reguiation may be obtained from Elizabeth D
Rechebei, BOE Technical Assistant, Public School System, Lower Base,
Saipan, MP 96950
Anyone interested in cormmenting on the proposed policy may do so by
submitting cormments in writing to the Chairman, Board of Education, P.0.

Box 1370, Saipan, MP 96950, within thirty (30} days from the date this
notice is published in the Commonweslth Register.

/=27 —%9 %270&

Diate Luis M. Limes, E.nan'/mﬁn, Board of Education
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NUTISIAN PUPBLIKU

| Manmaprupoponi siha na Planon Minaneha gi Sisteman Eskuelan Pupbliku

Sigon gi Attekulu XV gi Konstitusion i Sangkattan siha na Islan Mariana yan
i Lai Pupbliku Nuntiru 6-10, i Commonwealth of the Northern Mariana
Islends Board of Education ginen este na hutisia ha prupoponi muna‘'guaha
Planon Minaneha, Areklamento yan Regulasion gi sigente siha na suhetu:

1. Kondision Tes Manli'e’ Yan Manhungok Siha

Kopian i mahmaprupoponi siha na regulasion sina manmachule’ gi ufisinan i

Public School System Board of Education, Lower Base, Saipan, MP 96950,
RERULLEULARIUL  RIUA HUE | WaUUaHEMEYHYLL UG HIGUUU  luugqusug  »iug
manmatuge’ ya u fonmasatmiti guatu gi Board of Education sino’ u

mana'fanhanao i Post Office gi halom sobri ni mamatka, Attention: Board
of Education, P.0. Box 1370, Saipan, MP 96950, gi halom trenta {(30) dias
despues di i fecha ni mapupblika este na nutisia gi halom i Rehistran

Commonwealth.
1—"‘)
(~27-57 ,.
Fecha Luis M. Limes
Chairman, Board of Education
COMMONWEALTH REGISTER VOL. 11  NO. 02 FEBRUARY 15, 1989 6043
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AMMWOGHUTUL ALLEGHUL PUBLIC SCHOOL SYSTEM

SANG! OWTOL XV IWE LLOL APPILUGHULUGHUL NORTHERN MARIANA ISLANDS
ME ALLEGH YE 6-10, NGE BOARD OF EDUCATION KKA LLOL NORTHERN
MARIANAS, COMMONWEALTH, EKKE FFEER BWE EBWE ARONGAAWOW
ALLEGHUL MWOGHUTUGHUTUL MIKIKKA E TATTALETIW:

1. ALLEGHUL ASSDSSOTOL SABWEYUL{MAAS) ME BWURDWUS
{SALING)

KOPIYAAL ALLEGH KKAAL EMMWEL SCHAGH UBWE TINGOR ME BWULAASIYOOL
PUBLIC SCHOOL SYSTEM BOARD OF EDUCATION, LOWER BASE, SAIPAN, MP
96950.

NGARE EGHAL YOOR TIPOMW REEL ALLEGH KKA AA FFEER 1ISCH NGALIIR
BOARD OF EDUCATION NGARE AFANGA LLOL POST, NGE UBWE IKKAISUL,
ATTENTION: BOARD OF EDUCATION, P.O. BOX 1370, SAIPAN, MP 96950,
ELIIGH {30) RAL SANGI RAL YE E TOOWOW ARONGORONG YEEL MELLOL
COMMONWEALTH REGISTER.

[—21- %7 %2 L

» o x:
Maram, ral, raagh Mr. Luis r%fi)z(es
Chairman-il Board of Education
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Proposed POLICY 616 - REQUIREMENTS FOR YISION AND HEARING TESTS

Every parent of & child, at the time of first enrollinent of the child in any
Commonwealth Special Education, pre-school, elementary, or secondary
school, public or non-public, irrespective of grade level, shall provide the
school authorities with the proof that the child has received vision and
hearing tests and all the immunizations required by the Department of
Public Health and Environmental Services. If the child has not received all
the required tests and immunizations, the parents shall be notified
immediately that they are required to initiate all required tests and
irmmunizations, for their child within 2 weeks after the date of such
notice.

Every parent of a child already enrolled in a Commonwealth school, public
or non-public, whose child's health records show incomplete tests and
immunizations shall be required to initiate notification of the
immunization of the deficiency. Except as provided in section 1262 of P.L.
6-10, failure to comply shall be granted for suspension of the child from
schiool until immunization standards have been met.
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PUBLIC NOTICE

Adoption of an Increased Public Health Fees
For Public Law 1-8

Department of Public Health and Environmental Services

In accordance with Public Law 1-8, Chapter 12, Section 3, the Department
of Public Health and Environmental Services has the responsibility

of administering all government-owned health care facilities and of
adopting relevant regulations, policies and procedures as deemed necessary.

The Director of Public Health and Environmental Services has the res-
ponsibility of carrying out the duties of the Department. In accordance
with those duties, the Director has promulgated an increase schedule

of fees for the provision of health services.

It is the intent and philosophy of the Department of Public Health
and Environmental Services to establish fees at cost with full considera-
tion of public knowledge.

The adoption of an increased Medical Service Fees include the following
subject areas:

A. Public Health Nonchargeable Clinic Service:
1. Maternal and Child Health Care:

a. Prenatal

b. Post-Natal

c. Post-Partum
d. Well Baby

e. School Health

2. Immunization:

a. Well Baby
b. School Health
c. Student Visa

3. Communicable Disease:

a. Chest
b. STD
c. Leprosy
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Copies of the adopted Schedule Fees may be obtained from the Department
of Public Health and Environmental Services, Commonwealth Health Center,
Garapan, Saipan, M.P. 96950.

Anyone interested in commenting on the adoption of the aforementioned
Schedule Fees may do so by submitting comments in writing to the Director,
Public Health and Environmental Services, Saipan, M.P. 96950, within

thirty (30) days from the date this notice is published in the Common-
wealth Register.

, ctor
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NOTISIAN PUBLICO
I ma adopta na hatsadon apas
Depattamento Hinemlo Publiko yan Environmental na Setbisio

Atoridat

Gi papa i lai Publiko 1-8, Kapitilu 12, Seksiona 3, Depattamento Hinemlo
Publiko yan Environmental na Setbisio gaige i responsibilidad na para
hu atministra todo fasilidat hinemlo ni gaige gi halom gobietnon Common-

wealth ya sina man adapta otro shiha na areklo yangen nesesario para
hu chogue.

I Directot Hinemlo Publiko yan Environmental na Setbisio gai responsibidad
na hu lihe na i che'cho depattamento ma chochogue. Ginen este na
responsibilidad anai sina i Direktoto Hinemlo Publiko yan Environmental

na Setbisio man langos areklon apas pot setbision hinemlo.

I intension yan filosofian in Depattamento Hinemlo Publiko yan Envirorn-
mental na Setbisio para hu establese apas pareho yan 1 casto lao debe
de hu consuta i publico jenerat.

I ma adopta na hatsadan apas pot setbision medicat encluso i man segiente
na asunto.

A. Public Health ni Debatde na Clinics:

1. Maternal and Child Health Care:

a. Prenatal

b. Post-Natal

c. Post-Partum
d. Well Baby

e. School Health

2. Immunization:

a. Well Baby
b. School Health
c. Student Visa

Masea nai i sanhilo na setbisio debatde, todo amot ni ma otden nui
medico siempre ha macontinua maapase segun i Pharmacy Red Book pot

apas amot. Taya malango sina mapuni nui amot pot aanot na tisina
man apase.
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Kopian este na masasangan na regulasion pot apas sina machule ginen
Depattamenton Hinemlo Publiko yan Environmental na Setbisio, Commonwealth
Health Center, Garapan, Saipan, M.P. 96950.

Haye interesao para hu nahalom opinion pot este i mansasangan regulasion
yan hatsadan apas, hu tugi yan una halom gi Depattamenton Hinemlo
Publiko yan Environmental na Setbisio, Saipan, M.P. 96950, gi halom
trenta (30) dias despues de malangos este na notisia ginen Commonwealth
Register.

Date: ///)Q//ﬁ

<

ose T4/ Villagomez, or
Depdrtment of Public
Environmental Servites
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PUBLIC NOTICE

ADOPTED REGULATIONS GOVERNING PROFESSIONAL SERVICES FEES
FOR PUBLIC LAW 1-8
DEPARTMENT OF PUBLIC HEALTH AND ENVIRONMENTAL SERVICES

In accordance with Public Law 1-8, Chapter 12, Section 3, the Department
of Public Health and Environmental Services has the responsibility

of administering all government-owned health care facilities and of
adopting relevant regulations, policies and procedures as deemed necessary.

The Director of Public Health and Environmental Services has the responsi-
bility of carrying out the duties of the Department. In accordance

with those duties, the Director has promulgated a schedule of fees

for the provision of health services.

It is the intent and philosophy of the Department of Public Health
and Environmental Services and its entity, the Commonwealth Health
Center, to try and establish fees at cost with full consideration

and public knowledge. No patient will be refused for service because
of the patient's documented inability to pay.

The Adopted Professional Service Fees covers the Physician charges
of the Commonwealth Health Center.

: Copies of the Adopted Schedule Fees may be obtained from the Department
* of Public Health and Environmental Services, Commonwealth Health Center,
Saipan, M.P. 96950.

Anyone interested in commenting on the Adopted Schedule Fees may do
so by submitting comments in writing to the Director, Public Health
and Environmental Services, Saipan, M.P. 96950, within thirty (30)
days from the date this notice is published in the Commonwealth Register.

Date: /é];éi‘?
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NOTICIA PUBLICKA

I MA ADOPSION NA REGULATION APAS NI PARA UGINEBETNA SETBESION PRUFESIONAT
PARA I LAI PUBLIKU NUMIRU 1-8
DEPARTMENT OF PUBLIC HEALTH AND ENVIRONMENTAL SERVICES

SIGON I LAI PUPBLIKU NUMIRU 1-8, KAPITULU 12, SEKSIONA, I DEPARTTAMENTON
PUBLIC HEALTH AND ENVIRONMENTAL SERVICES MAPRUBENIYI NU I RESPONSABILIDAT
ATMINISTRASION TODU FASILIDAT GUBIETNO PUT INADAHEN HINEMLO' YAN I
INADAPTAN NISISARIO STHA NA AREKLAMENTO YAN REGULASION NI TINITIKA.

RESPONSABILIDAT I DIREKTOT I PUBLIC HEALTH AND ENVIRONMENTAL SERVICES
AYU I DINIRIHEN TODU CHO'CHO' YAN AKTEBIDAT I DEPARTTAMENTO. SIGON

GI ENNAO NA RESPONSABILIDAT, I DIREKTOT GINEN ESTE NA NUTISIA NA LALAKNOS
LISTAN PRESIU PUT SETBESION HINEMLO' NI MAPRUBENI.

I ENTENSION YAN FILOSAFIAN I DEPARTTAMENTON PUBLIC HEALTH AND ENVIRONMENTAL
SERVICES YAN I COMMONWEALTH HEALTH CENTER NA PARA U CHAGI UMESTABLESI
PRESIU SIHA PUT GASTO ENTRE I KABALES NA KONSIDERASION YAN TININGO'

I PUPBLIKU. TAYA' MALANGU U MARENUNSIA SETBESIO PUT I MADAKUMENTA
NA GAI CHINATSAGA MANAPAST.

I MA ADOPTA NA PRESIU PUT SETBESION PRUFESIONAT SIHA MA'ENKLUKLUSA
LOKKUE' I APAS MEDIKU GI COMMONWEALTH HEALTH CENTER.

KOPIAN I MA ADOPTA NA LISTAN PRESIU SIHA SINA MANMACHULE' GI UFISINAN

I DEPATTAMENTON PUBLIC HEALTH AND ENVIRONMENTAL SERVICES, COMMONWEALTH
HEALTH CENTER, SAIPAN, M.P., 96950.

TODU ENTERESANTE SIHA MANA'HALOM REKOMENDASION PUT I MA ADAPTA NA

LISTAN PRESIU SINA MATUGIGI'I I DIREKTOT, PUBLIC HEALTH AND ENVIRONMENTAL
SERVICES, SAIPAN, M.P. 96950, GI HALOM TRENTA (30) DIAS DESPUES DI

I FECHA NI MAPUPBLIKA ESTE NA NUTISIA GI HALOM I REHISTRAN COMMONWEALTH.

DR. OM.\ DIRECTOR FECHA: /_/gé {ZZ
Pulflic Hedlth andental Services
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ALEXANDRO C. CASTRO
Attorney General
Tel: (670) 322-4311/4312
FACSIMILE: (670) 322-4320

Number

89-01

COMMONWEALTH OF THE NORTHERN MARIANA ISLANDS
OFFICE OF THE ATTORNEY GENERAL

2ND FLOOR - ADMINISTRATION BLDG., CAPITOL HILL
SAIPAN, MP 96950

JOHN F. BIEHL
Deputy Attorney General
Tel: (670) 234-7771/7111/6207
FACSIMILE: (670) 234-7016

PUBLIC NOTICE

A.G. OPINIONS PUBLISHED

January 15, 1989 - February 15, 1989

Index
Date Subject :
02/01/89 Authority of the CNMI

Board of Education to
Charge Fees to Generate Funds

Date: February 15, 1989

ALEXANDRO #£. CASTRO
Attorney” General
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