Committee of the Whole
Duluth Public Schools, ISD 709
Agenda
Thursday, April 16, 2015
District Services Center
709 Portia Johnson Dr.
Duluth, MN 55811
6:00 PM

1. Call to Order

2. Roll Call

3. Discussion of Recommended Changes to District's Civil Service Rules
4. Adjournment

Duluth Public Schools, ISD 709 < (218) 336-8752



Memorandum

To: School Board

From: Kerry Leider ’7 W_"

Date: April 15, 2015

Re: Resolution to Adopt New Civil Service Rules — 04/16/2015 COW Meeting

School District legal counsel, Elizabeth Storaasli wrote to the District that, "Matters of inherent
managerial policy include, but are not limited to, such areas of discretion or policy as the functions
and programs of the employer, its overall budget, utilization of technology, the organizational
structure, selection of personnel, and direction and the number of personnel.” Minn. Stat. Sec.
179A.07 Subd. 1: These are items which remain with the employer, and no statute has delegated
them to the Duluth Civil Service Board. The Duluth Civil Service Board was only granted the right
of "classification", and the determination of jobs and job duties has at all times been retained by the
School Board.

The Updated Civil Service Rules of ISD709 provided to the School Board for action in March were
written to limit the role of the Duluth Civil Service Board (CSB) to the functions prescribed by
applicable laws.

Since March, there has been some conversation regarding language in the 1971 Rules that could
still provide guidance to the District for its administration of those matters and where those matters
are not otherwise provided for in collective bargaining agreements or other applicable sources of
rule or practice. Therefore, you will find attached a new draft of the Civil Service Rules of ISD709
that includes additional language and is recommended by the district Administration.

You will also find attached a copy of the old 1971 Rules, highlighted with notes relating to the
general principal for the changes and the specific rule section impact.

| understand this is a considerable amount of information for you to consider, and I will plan to
provide you a summary of these documents at our meeting on Thursday. A printed copy of these
documents will be provided at that meeting.

Cc:  William Hanson
Superintendent Gronseth
Beth Storaasli
Samuel Michelizzi, Maintenance Unit President



CIVIL SERVICE RULES OF ISD709

Adopted by the School Board of ISD709 on April 16, 2015 to replace all Rules previously adopted.

8§ Sec.1 Purpose

8 Sec.2 Definitions

8 Sec.3 Duties of the board

8§ Sec.4 Meetings of the board FT

§ Sec.5 Duties of the secretary of the board D

§ Sec.6 Civil service administration, duties of the secretary

§ Sec.7 Interpretation of class specifications 5 ﬂ%

§ Sec.8 Establishment of amendments to the classification plan @@/ﬂ

§ Sec.9 Reclassification of positions

§ Sec.10 Reappointment list —ranking of names

§ Sec.11 Reemployment list — ranking of names

§ Sec.12 Probation period for classified employees

§ Sec.13 Rejection of probationary employee

§ Sec. 14 Layoff

§ Sec.15 Demotions

§ Sec.16 Suspensions

§ Sec.17 Removals

§ Sec.18 Veterans

§ Sec.19 Appeals

Sec. 1. Purpose.
The Laws of the State of Minnesota 1933 Chapter 35-H.F. No. 155 and amendments 1967; 1971;
1983; 1984; 1985; and 1986 provide: The employees of ISD709 shall be eligible to be classified
and shall be classified as employees under the provisions of the charter of the City of Duluth
pursuant to which a civil service board has been or may be established. The civil service board is
established pursuant to Chapter V of the Duluth City Charter. This document shall constitute the
rules and regulations to accomplish the execution and intent of Minnesota law 1967 CHAPTER 252
— H.F. No. 1345 and all amendments thereof; provided the Minnesota law and agreements reached
under the Minnesota Public Employment Labor Relations Act (PELRA), 2012 Minnesota Statutes
Chapter 179A, to which ISD709 is a party shall supersede these rules and regulations as required
by Minnesota law. The provisions and employee protections of PELRA, 2012 Minnesota Statutes
Chapter 179A, whether subsequently amended or rescinded, are hereby incorporated into these
Rules to the extent allowed by Minnesota law. The purpose of these Rules is to ensure a fair,
efficient and effective system of the District's human resource administration for the Classification
of employee positions for all individuals within the civil service of ISD709.
Construction of words, terms, and phrases used herein. Certain words, terms and phrases
used in these rules shall be construed as defined in Rule 2. Words used in the singular include the
plural, and the plural, the singular. Words used in the masculine gender include the feminine, and
the feminine, the masculine. The word "shall" is always used in its mandatory sense. Wherever a
section is referred to in these rules by number or otherwise, it shall be understood to refer to a
section of these Rules.
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CIVIL SERVICE RULES OF ISD709

Sec. 2. Definitions.

The definitions provided for in the Minnesota Public Employment Labor Relations Act
(PELRA), 2012 Minnesota Statutes Chapter 179A, whether subsequently amended or rescinded, are
hereby incorporated into this Chapter to the fullest extent allowed by Minnesota law. The following

additional definitions apply to this Chapter: FT
of y

(&)  School Board. The School Board of ISD709 who is also the appointing a

(b)  Board. The Civil Service Board (board) established pursuant to Chapter V of the Gharter 1\5

(c) Charter. The City Charter for the City of Duluth; [ %

(d) Class or class of positions. A group of positions established under th s sufﬂmently
similar in respect to the duties, responsibilities qualifications, and authorlty that the same
descriptive title may be used to designate each position allocated to the class;

(e) Classification description. A description of the major duties of each class, examples of
tasks performed, and the minimum qualifications required, and other essential functions of
the class;

() Classification plan. The classes of positions within the classified service;

(9) Classified employee. Any employee, except an employee provisionally appointed, who, in
accordance with the provisions of regulating laws, occupies any position in the classified
service, or who is on leave of absence from such position if such position is held vacant
pending the employee’s return;

(h) Classified service. Any position in the service of the ISD709 except the following:

(1) Any employee excluded from the definition of employee under applicable state
Law.

0] Layoff series. A list of class titles that has been created to allow a qualified employee to
bump into a lower classification, and whose order has been negotiated as provided in a
collective bargaining agreement to which the School Board is a party;

()] Position. A full or part-time job held by one person, unless the job is filled by a job sharing
arrangement;

(k) Reappointment list. A list containing the names of District employees within the classified
service who have been demoted for non-disciplinary reasons;

()] Re-employment list. A list of the names of persons who have occupied permanent positions
allocated to any class, who have been separated from the service as a result of layoff or
approved leave of absence, and who, in accordance with these Rules, are entitled to have
their names considered for re-employment when vacancies in the class are to be filled;

(m)  Public Employment Labor Relations Act (PELRA). 2012 Minnesota Statutes Chapter 179A.
PELRA regulates labor relations between ISD709, its employees and the labor
organizations that represent ISD709 employees;

(n)  Chief administrative officer. Chief administrative officer of the ISD709 Human Resources
Office
(0) Secretary. The manager of human resources for the City of Duluth or the board’s designee.

(p)  Appointing Authority. Independent School District #709 (ISD709)

(@)  The District (district). Independent School District #709 (ISD709)
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CIVIL SERVICE RULES OF ISD709

Sec. 3. Duties of the board.

(a) The board shall oversee compliance with these Rules. The board may investigate any
allegation of a violation of these Rules. If the board rules there has been a violation, it can recommend a
remedy to the appointing authority.

(b) In addition to the authority and responsibility conferred upon the board by Chapter V of the
Charter and by the provisions of City of Duluth Code Chapter 13 relating to City of Duluth C| ﬂ@
Employees, the board shall, as relates to matters of ISD709 Classified Employees, act i @&d@w
the authority and responsibility conferred upon it by these Civil Service Rules of ISD709;

(c) The board shall serve as a veteran’s hearing board for ISD709 employees as prmﬂ%b)y 1\5

Minnesota law; ®@/

Sec. 4. Meetings of the board.

All meetings of the board shall be open to the public as required by state law. A simple majority of
the board membership then serving shall constitute a quorum for meeting purposes. Any meeting shall be
adjourned in the absence of a quorum. Regular meetings of the board shall be scheduled once per month.
The board shall make the determination of whether to hold or cancel meetings when there is no business
requiring board action. Special meetings of the board may be held at any time on the call of the secretary or
the board chair.

Sec. 5. Duties of secretary to the board.
€) The secretary shall act as the secretary to the board, attend meetings of the board, prepare
matters that require board action and prepare the board minutes;
(b) The secretary shall serve as a non-voting, ex officio member of the board and shall have
the right to participate in board discussions;
(© The secretary shall arrange and provide for all communications and reports required by
these Rules.
Sec. 6. Civil service administration, duties of the secretary.

Unless otherwise provided herein, the secretary shall have all powers necessary to administer the
functions and provisions of these Rules. These powers include, but are not limited to, the creation and
maintenance of the Classification Plan.

Sec. 7. Interpretation of Class Specifications.

(a) The specifications are intended to indicate the kinds of positions that should be allocated to the
respective classes as determined by their duties, responsibilities and qualification requirements, but the
use of a particular expression or illustration as to duties, qualification requirements or other attributes shall
not be held to exclude others not mentioned if such others are similar as to kind or quality.

(b) In determining the class to which any position should be allocated, the specifications for each
class shall be considered as a whole. Consideration is to be given to the general duties, the specific tasks,
the responsibilities, the required and desirable qualifications, and the relationships to other classes as
affording together a picture of the positions that the class is intended to include.

(c) Titles, as far as possible, are intended to be suggestive of the kind of work performed by the
incumbent of the position and indicative of the rank.

(d) The general summary or purpose of the job (general statement) shall be construed as a
general description of the kind of work performed by the incumbent of a position that properly is allocated
to the class, and not as prescribing or limiting what the duties of any position shall be.

(e) The essential duties shall be illustrative of specific duties as outlined by the general statement,
although these examples are not intended to be complete or exclusive, and the fact that the actual tasks
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CIVIL SERVICE RULES OF ISD709

performed by the incumbent of a position do not appear therein shall not be taken to mean that the
position is necessarily excluded from the class, provided that the tasks constituting the main work or
employment are duly covered by the general statement of duties and provided further that any one
example of a typical task within the described duties, taken without relation to the general statement of
duties and all other parts of the specifications, shall not be construed as determining whether a position
shall be allocated to the class.

() The statement of required and desirable qualifications constitutes a part of the description of
the kind of employment by expressing the minimum and desired qualifications expected
appointee if he is to perform the work properly, and is to be so construed, and not as im E%é%
new or additional requirements for the filling of positions, and although they may not be din the

gualifications statement, such qualifications as should properly be required in common of the in 1\5
of all positions -- such as physical requirements, honesty, and sobriety for example ar @ @

Sec. 8. Establishment of and amendments to the classification plan.

€)) The Classification Plan for ISD709 is attached to these Rules as Exhibit A;

(b) The Classification Descriptions for classified employees of ISD709 are attached to these
Rules as Exhibit B;

(c) Management of ISD709 shall confer with the applicable union personnel committee, labor
management committee or appropriate union representative regarding all new and revised class
descriptions of all positions within the classification plan prior to approval by the School Board; or
consideration by the board for classification or reclassification;

(d) The creation or amendment of classification descriptions of all positions within the classified
service shall be approved by the chief administrative officer before being submitted to the board for
classification;

(e) Upon the creation of a new class or amendment to the name of an existing class by the
board, or upon the deletion of a class by the chief administrative officer, such new class, amendment or
deletion action shall be reflected in a revised Exhibit A.

)] The ISD709 Human Resources office, subject to the approval of the chief administrative
officer, shall determine the classifications to be utilized within any organizational unit under the
supervisory authority of the appointing authority;

(9) The chief administrative officer may abolish existing classes that are obsolete and no
longer in use, subject to the approval of the School Board;
(h) Upon the creation of a new or amendment to an existing classification description

approved by the chief administrative officer, such new or revised description after its classification by the
board shall be incorporated into a revised Exhibit B.

Sec. 9. Reclassification of positions.

€) If, after the evaluation of a class description provided to the board for its consideration, it
is the opinion of the board that there has been a significant change in the duties of such position, the
board may assign such position to either a different current classification or to a new classification created
by the secretary subject to the approval of the chief administrative officer and the School Board. The
board’s creation of a new class or any amendments to existing class titles shall be subject to School
Board approval,

(b) Upon reclassification of any position, the chief administrative officer shall determine
whether the reclassified position will be filled by the appointment of the incumbent of the former position
to the reclassified position, or by method as prescribed in the collective bargaining agreement by which
the reclassified position is covered,;
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CIVIL SERVICE RULES OF ISD709

Sec. 10. Reappointment list--ranking of names.

The names of persons who have been involuntarily demoted are eligible for inclusion on a
reappointment list and shall be ranked in order of seniority within the classified service. The chief
administrative officer or designee shall provide written notice to persons whose names are placed on a
reappointment list.

Sec. 11. Re-employment list—ranking of names. @
The names of persons who have been laid off are eligible for inclusion on e&‘m %@tﬂsﬂg
r@ If/semiority.

shall be ranked on the list for their class and lower classes in the layoff series in orde
Sec. 12. Probation period for classified employees.

Except as otherwise provided by this Section, any person appointed to a position in the classified
service shall be on probation for a period of six months or the period specified in the position posting
notice, whichever is longer.

€) Any person who bumps from a position in one classification to a position in a lower
classification as provided for in a collective bargaining agreement, or these Rules, shall be on probation
for a period of six months; provided, that if an employee bumps or has been laid off or demoted without
fault of such employee, and has completed the probationary period in the classification to which he or she
is bumping, being demoted or reappointed, such employee shall not be required to serve a second
probationary period;

(b) If an employee bumps or is laid off or demoted without fault of such employee during the
probationary period, and is re-appointed to a position in the same class within one year of bumping, layoff
or demotion, and into the same classification from which such employee bumped or was laid off or
demoted, the probationary period already served shall be carried over to the new appointment.

Sec. 13. Rejection of probationary employee.

The appointing authority may at any time before the expiration of the probation period reject any
person appointed to a position; provided, that the appointing authority shall forthwith provide a written report
to the chief administrative officer or designee of the action, identifying the date the rejection becomes
effective and the reasons for the rejection. Any probationary employee who fails to successfully
complete probation shall be considered permanently separated from the classified service unless the
employee was promoted to the position from a lower classification and in that case, the employee will be
placed on the re-employment list for the lower classification previously held prior to the promotion. The
person will not be entitled to bump back into the lower classification previously held.

SEC. 14 Layoff.

(a) When it becomes necessary through lack of funds or for other cause, for which the
employee is not at fault, to reduce the number of employees in a given class, temporary and provisional
employees shall be the first to be laid off, and thereafter decrease of the number of employees shall be
accomplished, first, by laying off the least senior employee in the class or if she has seniority in a lower
class, demoting her to such lower class, providing the least senior employee in the lowest class to which
demotion is made as a result of reduction in any higher class shall be laid off if layoff was not made in a
higher class, provided that for the purpose of layoff an employee shall have seniority in each class in
which she previously completed a probation period, such seniority to be computed on time served in that
class and all higher classes: Provided that, where it is determined that there are two or more persons in
the class in which layoff or reduction is to be made have equal seniority in the class, the order of layoff or
reduction in such tie cases shall be determined by the total of service with the school district, and if a tie
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CIVIL SERVICE RULES OF ISD709

still exists, based on the discretion of the chief administrative officer.

Provided, further, that any person reduced under the provisions of this section shall have the same rights
with respect to seniority in the higher class if she had been actually so employed.

(b) Chief administrative officer or designee shall notify in writing the employee or employees to
be laid off and forthwith transmit to the secretary the names of those so notified for the purpose of the
board’s consideration and initiative for making recommendation to the School Board in this matter. T

(c) Name of Employee Laid Off to be placed on Re-Employment List. The chie s‘w@ i’\
officer shall enter on the appropriate re-employment list, the names of those eligible for fecemployment
and those who desire to be re-employed when vacancies occur. 1\5

(d) The School Board shall have ultimate authority to enforce compliance wit e @g@/
embodied in this section; the board may however, upon its own initiative and upon th t of the

employees concerned, hear the employee or employees and make recommendation to the School Board
whether in their opinion the planned layoff is consistent with these Rules.

RULE 15. DEMOTIONS

(a) Reduction Allowed. Upon the request of an employee or by the appointing authority an
employee may be reclassified from a higher to a lower classified position, which in the discretion of the
chief administrative officer, the employee is eligible to fill.

(b) Supervisor or manager of an employee shall make recommendations to the chief
administrative officer for demotion of an employee. The chief administrative officer shall make his
recommendation in writing to the board sufficiently in advance of any School Board action on the
demotion, and shall supply the employee with a copy of such recommendation, and such
recommendation shall give the future date on which the proposed demotion is to become effective, the
class to which it is proposed to demote the employee, the new rate of pay, the specific reasons why such
demotion is for the good of the school district service; provided, that the recommendation shall also
advise the employee that he may within five (5) days file a written request with the board and ask for a
hearing.

(c) Board May Grant Hearing Where Demotion is Proposed. When the chief administrative officer
recommends the demotion of an employee, the board may, upon its own initiative, and shall, upon the
request of the employee concerned, hear the employee and determine whether the proposed demotion is
in the opinion of the board justified and for the good of the school district service. After such hearing and
investigation or upon the expiration of the (5) days if no communication is received from the employee,
the board shall provide its statement of opinion to the School Board and so notify the employee regarding
their stated opinion.

(d) The School Board will be provided the opinion of the board for their consideration when taking
action on the employee demaotion; final decision regarding demotion will be made by the School Board.

RULE 16. SUSPENSIONS

(a) Suspension. The chief administrative officer or officer acting in his place may for disciplinary
purposes suspend without pay any employee on account of inefficiency, incompetency, misconduct,
negligence, insubordination, disloyalty, or other sufficient cause.

(b) Board may Investigate Suspension. The board, upon the petition of the employee suspended,
or upon its own motion, may investigate the suspension, and if it is of the opinion that such suspension is
unjust or made in error or that the punishment inflicted was to severe, may provide their written opinion
and finding to the School Board along with suggested adjustment.

(c) Employee to be Notified of Suspension. In case the chief administrative officer or officer acting
in his place shall forthwith give written notice to the suspended employee stating the reason for the
suspension and the duration thereof, and shall forthwith personally deliver such written notice to the
employee or mail it to his last known address; he shall also forthwith send to the board a copy of such
notice sent to the employee. Such notice shall also advise the employee that he may within five (5)
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CIVIL SERVICE RULES OF ISD709

calendar days from the date on which notice is mailed file an answer with the Board, may request that the
Board investigate the charge and may request an opportunity to be heard in his own behalf.

RULE 17. REMOVALS

(a) Removals. (i) Except as provided in Rule 17(b(1)) any employee holding a position in the
classified service who has completed the probation period prescribed in accordance with these rules may

be removed only for cause
(b) Causes for Removal. The following shall be sufficient cause for removal, tho MB may

be made for causes other than those enumerated: /ﬂ% /1

(1) The employee is incompetent or inefficient in the performance of his

(2) The employee has been wantonly careless or negligent in the performance of his duties.

(3) The employee has been brutal in his treatment of public charges, fellow employees or
other persons.

(4) The employee has been offensive in his conduct toward his fellow employees or the
public.

(5) The employee has some permanent or chronic physical or mental ailment or defect
which incapacitates him for the proper performance of his duties for which there is no reasonable
accommodation to be made that allows the employee to perform the essential functions of the job.

(6) The employee has violated any lawful or official regulation or order or failed to obey any
lawful and reasonable direction given him by his superior officer when such violation or failure to
obey amounts to insubordination or serious breach of discipline which may reasonably be expected
to result in a lower morale in the organization or to result in loss, inconvenience, or injury to the
district or to the public.

(7) The employee has taken for personal use a fee, gift, or other thing in the course of his
work or in connection with it when such fee, other valuable thing is given him by any person in the
hope or expectation of receiving a favor or better treatment than that accorded other persons.

(8) The employee is engaged in a private business or in an outside trade or occupation
when the duties of his position, as prescribed by law or regulation by his official superior, require his
entire time for their performance.

(9) The employee has failed to pay or make reasonable provision for the future payment of
just debts.

(10) The employee has been convicted of a criminal offense or of involving moral turpitude.

(11) The employee, through negligence or willful conduct, has caused damage to public
property or waste of public supplies.

(12) The employee during his hours on duty has engaged in any form of political activity
calculated to favor or improve the chances of any political party or any person seeking or attempting
to hold political office or when not on duty has engaged in any political activity to such an extent that
his efficiency during the working hours has been impaired or it has caused him to be tardy or absent
from his work.

(13) The employee has used or has attempted or caused to be used influence in securing
promotion, transfer, leave of absence, or increased pay.

(14) The employee removed public or personal property from his employment without the
owner's or supervisor's approval.

(15) The employee knowingly falsified any record or report required or authorized to be kept
by the school district or school board; defrauded the school district, or knowingly made a false
statement, or misrepresented or concealed any material fact, or deceived or committed any fraud in
any application for employment with the school district.

(c) Who May File Removal Charges. The chief administrative officer or officer acting in his place
may file written charges asking for the removal of any employee in the classified service; and provided
further, that the appointing authority may suspend without pay the employee against whom charges are
filed, pending the decision of the School Board.
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CIVIL SERVICE RULES OF ISD709

(d) Charges to State Grounds for Removal. Any charges filed against any employee shall state
specifically the cause or causes enumerated in this rule or other cause considered sufficient to constitute
grounds for removal, and in addition, the specific act or acts of the employee constituting such cause.

(e) The Chief Administrative Officer to Mail Notice of Charges to Employee. The chief
administrative officer shall mail one (1) copy by registered mail to the last known address of the employee
against whom the charges are brought, or hand deliver the notice, and with copy deliver, d
secretary. Such notice shall also advise the employee that he may within five (5) cale &@g
date on which such notice is mailed or delivered, request the board investigate the and may
request an opportunity to be heard in his own behalf.

(f) Board to Investigate Charges. Upon its own initiative or at the request 31\0’yee/t
board itself or through some person or board appointed by it, shall within ten (10) days if practlcable and
in any case within thirty (30) days, investigate the charges, and at the request of the employee or upon its
own initiative, give the employee an opportunity to be heard in his own behalf.

(g) Board not Bound by Rules of Evidence in Conducting Investigations or Hearings. The board,
or the person or entity appointed by it to investigate charges, may proceed in an informal manner and in
no case shall be bound by the rules of evidence observed in courts of record.

(h) Board may Recommend Removals, etc. As soon as practicable after the completion of an
investigation and after a hearing is held, or in case there is no investigation or no hearing held, and after
the expiration of five (5) days from the mailing of the charges to the employee, or as soon thereafter as
practicable, the board shall act upon the charges and may in its discretion file a recommendation to the
School Board to take the following action:

(1) Recommend the restoration of the employee to his position without loss of pay or with
reduced pay for a period of time it believes is commensurate penalty to coincide with the causes
cited by the chief administrative officer as justification for removal.

(2) Recommend the demotion of the employee to a class for which a lower maximum rate
of compensation is prescribed.

(3) Recommend the removal of the employee from the position in the classified service of
the school district.

(i) Decision of School Board to be Final. The decision of the School Board after considering
recommendations from the board, shall be final subject to other legal proceedings allowed by Minnesota
law.

Sec. 18. Veterans.
€) All action by the board relating to veterans will be according to Minnesota Statute.
Sec. 19. Appeals.

(a) Right to appeal. Any ISD709 classified employee affected by a decision of the board who
wishes to appeal pursuant to these Rules may appeal such decisions as provided below;

(b) Manner and time for appeal. An appeal is perfected by filing a notice of grievance
according to the collective bargaining agreement for the employee;

(c) Appeal of any board decision relative to the Veterans Preference Act will be according to
Minnesota Law;

(d) Limitation of board authority. Unless otherwise required by the provisions of a collective
bargaining agreement to which the appointing authority is a party, the board shall have no authority to
hear the appeal of a dispute that is subject to the grievance article of a collective bargaining agreement;

(e) Finality of board decision. All decisions of the board are final subject to School Board
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approval. Any party aggrieved by a decision of the board may appeal as provided in this section or
authorized by Minnesota law.
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ELIGIBLE LISTS

5.1 Re-Employment List

5.2 Arrangement of Names on Re-employment List

5.3 Filling Higher Positions Through Promotion

5.4 Both Promotion and Original Entrance Tests May Bc Held

5.5 Promotional List to Have Precedence Over Employment List
5.6 Duration of Eligible List

5.7 Board May Cancel Employment or Promotional List in Case of

Iilegality in Tests

5.8 Employment Lists May Be Combined
5.9 Promotional Lists May Be Combined
5.10 Employment List
5.11 Board to Approve Employment and Promotional Lists
RULE 6
APPLICATIONS

Entrance Application to be Filed with Director
Director May Require Evidence of Minimum Qualifications, etc.

Applicants and Eligibles May be Rejected for Cause
Causes for Rejection

o No Nl IS N
W N

RULE 7
TESTS
7.1 Director to Recommend Schedule of Tests to Board
7.2 Public Notice of Tests
7.3 Public Notice of Tests to be Given
7.4 Director May Call on Others for Assistance in Holding Tests
7.5 Tests to Determine Fitness and Ability of Applicants
7.6 Tests to Measure Educational Achievement, Employment Record etc.
7.7 Concealment of Identity of Testees
7.8 Conduct of Tests
7.9 Procedure When a Testee is Found Using Unfair Methods
7.10 Director to Report Unfair Tests to Board
7.11 Scoring of the Work of Testees
7.12 Director to Prepare Statement of Scores of Testees Arranged in
Order of Score
7.13 Notice to Testees
7.14 Inspection of Test Papers and Other Work of Testees and of
Scoring Standards
7.15 Preservation of Test Papers and Other Work of Testees
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8.10
8.11
8.12
8.13
8.14
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10.1
10.2
10.3
10.4

11.1
11.2
11.3
11.4
11.5
11.6
11.7
11.8
11.9
11.10
11.11
11.12
11.13

RULE 8 15

CERTIFICATIONS

Requirements for Entrance to and Promotion in the Classified Service

Request for Certification of Eligibles

Certification of Names of Eligibles

Certification of Provisional Employee

Certification Procedure Where There is No Re-Employment List

Request for Certification of Additional Names

Other Use of Eligible List

Certification Procedure Where More than One Vacancy Exists

Director to Certify According to Sex Where Employee of Particular

Sex is Required

Director to Notify Appointing Authority of Certification

Director to Notify Eligibles of Certification

Appointing Authority to Notify Director of Employment of Eligibles
Eligible to Have Reasonable Time to Make Arrangements to Begin Work
Employees in Classified Service to be Legal Residents of School District

RULE 9
PROVISIONAL AND EXTRA POSITIONS

Provisional Appointments to Permanent Positions Pending Tests
Director to Establish List Promptly

Notice of Appointee Beginning Work

Extra Positions to Become Permanent After Ninety Days

Seasonal Positions

RULE 10

TRANSFERS

Transfers
Transfer May be Considered Promotion
Transfer May be Considered Demotion

Employee May Request Transfer

RULE 11

LEAVES

Sick Leave
Sick Leave May Be Accumulated

Sick Leave Defined
Former Employee May Have Sick Leave Reinstated

Director Shall Require Certificate of Sick Leave

Special Leave of Absence

Special Leave to be in Writing

Board to Determine Status of Employee on Return

Military Leave of Absence

Reinstatement of Employee on Military Leave of Absence

Employee Not to Lose Civil Service Rights

Employee on Probation May Receive Military Leave of Absence
Vacancy Caused by Military or Special Leave of Absence to be Known

as Temporary Vacancy in Permanent Position
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11.14
11.15
11.16

12.1
12,2
12.3
12.4
12.5
12.6

14.1
14.2
14.3
14.4

15.1
15.2
15.3

l6.1
16.2
16.3

RULE 11 (continued)

Name of Substitute to be Placed on Re-employment List
Substitute May be Appointed as Regular Incumbent
Name of Substitute May be Placed on Re-employment List if Called

into Armed Forces

RULE 12

SERVICE RATINGS

Service Ratings
Factors on Which Employees are to be Rated

Two Supervisory Officers to Make Ratings
Board to Maintain Records of Service Ratings
Employee May Ascertain Service Ratings

Records of Service Ratings Shall be Open to Appointing Authorities
RULE 13

LAYOFF

Layoff Rule
Appointing Authority to Notify Employee of Layoff
Name of Employee Laid Off to be Placed on Re-employment List

- RULE 14

PROBATION

Probation Period

Rejection on Probation
Name of Rejected Probationer May be Placed on Re~employment List

Appointing Authority to Notify Director of Probationer's Work
RULE 15

DEMOTIONS

Reduction Allowed

Appointing Authority Shall Make Recommendations to Board for Demotion

Board May Grant Hearing Where Demotion is Proposed
RULE 16

SUSPENSION

Suspension
Board May Investigate Suspension
Employee to be Notified of Suspension

16
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RULE 17
REMOVALS
17.1 Removals
17.2 Causes for Removal
17.3 Who May File Removal Charges
17.4 Charges to State Grounds for Removal
17.5 Director to Mail Notice of Charges to Employees
17.6 Board to Investigate Charges
17.7 Board not Bound by Rules of Evidence in Conducting Investigations
or Hearings
17.8 Board May Order Removals, etc.
17.9 Decision of Board to be Final
17.10 Removed Employee Not Eligible to Compete in Future Tests
RULE 18
RESIGNATIONS
18.1 Resignations
18.2 Resignations Without Notice
18.3 Resignations May be Withdrawn
18.4 Resignation May Be Presumed in Certain Cases
RULE 19
CERTIFICATION OF PAYROLLS
19.1 Certification of Payrolls
19.2 Persons Authorized to Certify Payrolls for Board
19.3 Submission of Payrolls
19.4 Information to be Placed on Payroll
19.5 Payroll to be Certified
19.6 Director to Compare Payroll with Official Roster
19.7 Director Shall Certify Payroll
19.8 Unlawful for Certain School Board Officer to Pay Salaries, etc.
When Payroll Not Certified
19.9 No Payroll to be Certified When Name of Employee Not in Official Roster
19.10 Separations Occurring After Submission of Payroll
RULE 20
AMENDMENTS AND EFFECT OF THESE RULES
20.1 Amendment of Rules
20.2 Repeal of Certain Rules
20.3 Rules Shall not Apply to Pending Proceedings
20.4 Veteran's Preference Provisions
20.5 These Rules Shall Take Effect and Be in Force Immediately Upon
Approval by the School Board and Civil Service Board and its
Publication N
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BE IT RESOLVED BY THE SCHOOL BOARD OF INDEPENDENT SCHOOL DISTRICT NO. 709,

ST. LOUIS COUNTY, MINNESOTA:
T Replaced by
RULE 1. (ADOPTION Purpose Section
1. That there is hereby approved and adopted for the conduct of the

affairs of the School Board of Independent Schecol District No. 709 the following
rules and regulations relating to the classified service and positions within the
classified service of the school district as set out in Rules 2 to 20, inclusive.

1.1 Construction of words, terms, and phrases used herein. Certain words,
terms and phrases used in these rules shall be construed as defined in Rule 2,
Words used in the singular include the plural, and the plural, the singular. Words
used in the masculine gender include the feminine, and the feminine, the masculine,
The word "'shall" is always used in its mandatory sense. Wherever a section is
referred to in these rules by number or otherwise, it shall be understood to refer

to a section of these rules.
Provided in new

RULE 2. DEFINBEIONS CS Rules

2.1 The term '"Board" as used in these rules means the Civil Service Board

of the City of Duluth, Minnesota.

2.2 The term "School Board" as used in these rules means the School Board
of Independent School District No. 709, St. Louis County, Minnesota. )

2.3  The term "School District" as used in these rules means Independent
School District No. 709, St. Louis County, Minnesota.

2.4 "Appointing Authority'" means the School Board or a staff officer
delegated to perform those functions required of an appointing authority in these
rules.

2.5 "Position" means any office or place of employment in the classified

service of the school district with duties and responsibilities calling for the full
time or part time of one person in the performance and exercise thereof.

2.6 "Permanent position'" means any position in the classified service of
the school district which has required or which is likely to require the services
of an incumbent without interruption for a period of more than 120 working days in

any calendar year.

2.7 "Temporary or extra position" means any position in the school district
which requires or is likely to require the services of any incumbent for a period
of 120 working days or less.

2.8 "Employee'" means a person who is legally an incumbent of a position in

the classified service of the school district or who is on leave of absence accord-
ing to these rules and whose position is held for him pending his return.
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2.9 "Substitute appointment' means an appointment to fill a temporary 19

vacancy in a permanent position caused by the temporary absence of the regular in-
cumbent because of sickness, special leave of absence, military leave of absence,

or other similar cause.

2.10 "Eligible" means any person whose name is on a re-employment, promo-

tional or employment list for a given class.

2.11 ""Class'" or "class of positions' means a group of positions established
under these rules sufficiently similar in respect to the duties, responsibilities
and authority thereof that the same descriptive title may be used to designate
cach position allocated to the class, that the same requirements as to education,
experience, capacity, knowledge, proficiency, ability and other qualifications should
be required of the incumbents, that the same tests of fitness may be used to choose
qualified employees, and that the same schedule of compensation can be made to apply

with equity.

"Title," '"class title" or “classification title" means the designation

2.12
to each position allocated to the class, and to

given under these rules to a class,
the incumbent of each position allocated to the class.

2.13 "Eligible list'" means a list of the names of persons who have been found
qualified for employment in positions in the classified service, including the names
of persons on the re-employment, promotional and employment lists as hereinafter

defined.

2,14 "Employment list'" means a list of the names of persons arranged in the
order of merit who have been found qualified through suitable original entrance
tests for employment in positions allocated to a special class.

2.15 ""Re—employment list' means a list of the names of persons arranged in
the order provided by these rules who have occupied permanent positions allocated to
any class in the classified service, who have been separated from the service, and
who, in accordance with these rules, are entitled to have their names certified to
appointing authorities when vacancies in the class are to be filled, ahead of those

whose names are on the employment list for the class.

2.16 "Promotional list" means a list of the names of persons employed in
the classified service in a lower class of a series of positions who have been found
qualified through suitable tests for promotion to a higher position in the same

series of classes.

2.17 "Qualifying list" means a list of names of persons who have been
employed in the classified service of the school district for not less than one
year in a classification that may have, for any reason, been abolished and who have

been found qualified through suitable test for employment in related existing

classes in any department.

2.18 "Original entrance test'" means a test or group of tests held to deter-
mine the relative fitness of applicants for positions allocated to a class and open
not only to persons employed in the classified service but also to other persons

who are not or have not been so employed.

2.19 "Promotion test" means a test or group of tests held by the Board to

determine the relative fitness of applicants for positions allocated to a speci-
fied class and open only to employees in the classified service who have previously
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served in specified classes for such period as may be prescribed in each specific
case in the class specifications, in the public notice of the tests, or by special

action of the Board. Functions replaced by
"secretary of board"

. CIVIL SERVICE BOARD AND DIRECTOR . .
RULE 3 consistent with City Code

3.1 Regular meeting of Board. Regular meetings of the Civil Service
Board shall be held, unless otherwise scheduled, on the first Tuesday of each month
in the office of the Board, except when such a day is a holiday, in which case the
mee tings shall be held on the next following business day.

3.2 Special Meetings of Board. Special meetings of the Board may be held
at any time on the call of the Director, or of the chairman, or of two members.

3.3 Quorum. Two members of the Board shall constitute a quorum and any
meeting shall be adjourned in the absence of a quorum.

3.4 Board Meetings Open to Public. All meetings of the Board, whether
regular or special, shall be open to the public, except that the Civil Service Board
may by unanimous vote conduct hearings in such privacy as the Board may deem neces-
sary; provided, that no official action shall be consummated at any closed meeting.

3.5 Publicity for the Board's Records. Except as otherwise provided in
these rules, the minutes, eligible lists, official roster, and papers prepared by
the Board for general distribution are hereby declared to be public records and
shall be open to public inspection at the Board's principal office under reasonable
conditions during business hours; provided that materials used in tests, correspond-
ence and records not specifically mentioned herein may by direction of the Director
be considered confidential and not open to examination by any person not employed by
the Board, except the appointing authority. If the Director should deny the employee
the opportunity to review all of the material in his personal file, the employee may

appeal the Director's decision to the Board.

3.6 Board to appoint Director and staff. The Civil Service Board shall

appoint a Director and such examiners, investigators, clerks and other employees as
may be necessary to carry out its work properly and as funds may be provided.

3.61 General Duties of Director. The Director shall be the chief executive
officer of the Board, and, under the direction of the Board, shall administer and
enforce these rules, investigate the effect of their enforcement, report from time
to time any violations and other conditions which in his judgment make it desirable
to amend the rules, and have general charge of the holding of tests, the preparation
of eligible lists, the certification of the names of eligibles, the preparation and
maintenance of the official roster, the checking and certification of payrolls, the
office and records of the Board, the supervision and direction of its employees, and
passing upon employment matters under these rules except as action is specifically

required by the Board.

3.62 Additional Duties of Director. The Director shall conduct such hear-
ings, pass such formal orders and perform such other duties as may be required by
these rules or by orders, resolutions or regulations adopted by the Board from time
to time; provided, that any act of the Director or any other employee of the Board

shall be subject to abrogation, reversal or modification by action of the Board.
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3.63 Director to Attend Meetings of Board. The Director or in the case
of his disability or absence, the person acting for him, shall attend meetings,
shall act as Secretary to the Board, shall prepare such matters as require action
by the Board, and shall prepare the minutes; provided, that the Director shall
have the right to participate in discussions, but shall have no vote in such

meetings.,

3.7 Roster of Employees., The Director shall cause to be maintained in
the Board's office an official roster, on cards or in other form, showing for each
employee in the classified service and for such other employees as the Director may
from time to time designate, the name, the classification of title, the rate of
pay, each change of status (including promotions, transfers, increases or decreases
in the rate of compensation, demotions, layoffs, removals and other actions, taken
in accordance with these rules), and such other information as the Director may
consider necessary for the maintenance of a proper record of the service of em-
ployees in the classified service, and the appointing authorities shall supply such
information as the Director may consider necessary to establish and maintain the

official roster. Provided in new CS Rules

RULE 4. POSITION CLASSIFICATION PLAN

4.1 Classified Service. All positions in the School District, whether

full time or part time, whether permanent, seasonal, provisional, or substitute, other
than those designated in Laws of Minnesota 1967, Chapter 252, Section 2, or any acts
amendatory thereof, shall be included in the classified service, and the provisions

of these rules shall be applicable to them and to their incumbents except that Rule 11

shall apply only to incumbents certified to permanent positions.

4,2 Unclassified Service. Positions specifically exempted by Laws of
Minnesota 1967, Chapter 252, Section 2, or any acts amendatory thereof, are hereby
designated as in the unclassified service and all such positions are in no way

subject to these rules and regulations.

4.3 Classification Plan. The classes of positions as named in Appendix V
of these rules shall constitute the classification plan for positions in the classi-
fied service; provided, that the Civil Service Board, with the approval of the School
Board, may hereafter amend the classification plan by providing for the establishment
of new classes, the abolishment of existing classes, or for the combination of two

or more classes.

4.4 Specifications of Classification Plan. The Director shall cause to

be maintained in the office of the Board in loose leaf or other suitable form,
accurate, complete and up—-to-date specifications of the classes of positions named
in Appendix V of these rules, as adopted by the Civil Service Board, and the speci-
fications for each class of positions shall be endorsed with the date of adoptiou
or last amendment and the signature or initials of the Director.

4.5 Requirements of Class Specifications. Class specifications shall
include a statement of duties of each class of positions, examples of tasks
performed by employees holding positions with the class, and the minimum qualifi-
cations required of applicants for positions within the class.

4.6 Specifications to have Force and Effect. The specifications for the
various classes of positions are hereby declared to have the force and effect as

specified hereafter in Rule 4.7.

10
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Function provided in new CS Rules

4.7 Interpretation of Class Specifications. :

(a) The specifications are intended to indicate the kinds of positions
that should be allocated to the respective classes as determined by their duties,
responsibilities and qualification requirements, but the use of a particular expres-
sion or illustration as to duties, qualification requirements or other attributes
be held to exclude others not mentioned if such others are similar as to

22

shall not

kind or quality.
(b) In determining the class to which any position should be allocated,

the specifications for each class shall be considered as a whole. Consideration is
to be given to the general duties, the specific tasks, the responsibilities,
required and desirable qualifications, and the relationships to other classes as
affording together a picture of the positions that the class is intended to include.
(c) Titles, as far as possible, are intended to be suggestive of the
kind of work performed by the incumbent of the position and indicative of the rank.
(d) The duties statement shall be construed as a general description
of the kind of work performed by the incumbent of a position that properly is
allocated to the class, and not as prescribing or limiting what the duties of any

the

position shall be.
(e) The typical tasks shall be construed as examples only, illustra-

tive of the duties as outlined by the general statement, although these examples
are not intended to be complete or exclusive, and the fact that the actual tasks
performed by the incumbent of a position do not appear therein shall not be taken
to mean that the position is necessarily excluded from the class, provided that
the tasks constituting the main work or employment are duly covered by the general
statement of duties and provided further that any one example of a typical task,
taken without relation to the general statement of duties and all other parts of
the specifications, shall not be construed as determining whether a position shall

be allocated to the class.
(f) The statement of required and desirable qualifications constitutes

a part of the description of the kind of employment by expressing the minimum and
desired qualifications expected of any new appointee if he is to perform the work
properly, and is to be so construed, and not as imposing in itself any new or add-
itional requirements for the filling of positions, and although they may not be
mentioned in the qualifications statement, such qualifications as should properly

be required in common of the incumbents of all positions -— such as good physical
condition, freedom from disabling defects, citizenship, suitable age, honesty,
sobriety and indust —-— are taken for anted. -

7 rndusty @ axen gran ISD709 Function not CS Bd

4.8 (EEeHdnents EONSPeeIficaEions) The Civil Service Board may revise the

specifications for any class when in the opinion of the Board such a revision is
necessary; provided, that when changes in specifications are made the School Board
shall be given written notice three (3) days preceding a School Board meeting and
said changes shall become effective on the third day after said meeting, and said
changes shall be recorded in the minutes of the regular School Board meeting.

4.9 Allocation of Positions. Positions in the classified service are
hereby allocated to classes in the classification plan as shown on the official
roster cards at the time these rules take effect and the title of the class shall
forthwith become the title of such positions and shall be used in payrolls submitted
to the Civil Service Board for checking and certification and for all other official

purposes. Function remains with CS Bd in new Rules

4.10 Allocation of New Positions and Re=allocation of Old Ones. Whenever

2@ new position is established or the duties of an existing position are so changed

that in effect the old position as described no longer exists and in its place there
is created a position which should be allocated to a different class, the appointing
authority shall forthwith report this fact to the Board with a full statement of the
circumstances and a description of the duties as changed; the Board shall thereupon,

11
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responsibilities, and

after an investigation of the actual and proposed duties,
position, subjcct to the

qualification requirements, classify or re-classify the
approval of the School Board by allocating the position to its appropriate class in
accordance with the classification plan then in effect, and if necessary, a new

class shall be established to provide for the new position, subject to tihe approval

of the School Board. ISD709 Function not CSB

4.11 BOIFANEY) TAVESEIZaEENPOSIEIONSy The Board may from time to time of

its own motion make investigations of any or all positions in the classificd service,
and may, in accordance with these rules, make changes in the allocation of positions
whenever the facts are such as to warrant such action, subject to the approval of
the School Board; provided, that no change in the allocation of any position shall
be made until the appointing authority and the employee holding the position shall

have had reasonable opportunity to be heard. 1SD709 Function not CSB

4.12 CRCURBERD &y REEATNIRESCIASSIFISAPOSHENGN. Where a position has

been re-classified by the Civil Service Board, and approved by the School Board on
account of additional duties and responsibilities or to correct original errors in
classification, the incumbent of the former position may be promoted or appointed

to the new position without examination, upon the request of the appointing author-
ity and the incumbent; provided, that it must be shown to the satisfaction of the
Board that the person for whom such promotion or appointment is requested has fully
performed the additional duties and assumed the responsibilities on account of which
reclassification was allowed and is fully qualified to fill the position.

Not applicable; Per Maint. Unit Collective

RULE 5. (ECIGEBEENEISTS Bargaining Agreement (CBA) Art. 22

5.1 Re-employment List. The name of any person holding a permanent posi-
tion in the classified service who has performed his duties satisfactorily and has
been laid off without fault on his part, or of anv person on probation who has per-
formed his duties satisfactorily and has been laid off without fault on his part
shall be placed on the re-employment list for the appropriate class; or whenever
any person nas taken leave of absence and is ready to return to duty when a position
in the class is open, or has resigned in good standing and, with the consent of the
appointing authority and of the Board, has withdrawn his resignation, and who has

not been restored to his position.

5.2 Arrangement of Names on Re-employment List. The names shall be arranged
on the re-employment list for each class in the order of their seniority in that and
higher classes in the same series; provided, that after a period of one year any name
shall be removed from the re-ecmployment list for the class and the person notified of
such action unless the period is further extended by the Board; provided further,
that the Director may remove from any re-employment list the name of any person who,
without giving a satisfactory reason, refuses to accept an appointment offered him.

5.3 Filling Higher Positions Through Promotion. Vacancies in the higher
classes of positions shall be filled as far as in the judgment of the Board is
consistent with the best intcrests of the School Board as an employer, by promotions
following competitive tests; provided, that when promotional tests are hcld, they
shall be open only to employees in the classified service who, immediately preceding
the closing date, have served not less than one ycar in the class or classes desig-
nated in the public notice of the tests, unless otherwise specified in the class

specifications.

12
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S.4 - Both Promotion and Original Entrance Tests May Be Held. Whenever

tests are to be held to establish an eligible list for any class, the Board,
after securing the recommendation of the appointing authority, shall decide as
to whether promotion or original entrance tests, or both, shall be held, and 1if
both promotion, and original entrance tests are held, they may be entirely dif-
ferent, entirely alike, or partly different and partly alike.

5.5 Promotional List to have Precedence Over Employment List. The
employment list resulting from original entrance tests shall not be used as long
as there are three employees whose names are on the promotional list for that
class who are willing to accept appointment when certified, provided that the
appointing authority may ask for additional names if less than three names are

certified to him.

5.6 Duration of Eligible Lists. Eligible lists shall continue in force
for one year from the date of the approval of the eligible lists, or such other
period as the Board may specify in the published notice for the test, subject to

the following provisions:

(a) Any employment list may be continued in force not to exceced cue
(1) year beyond the original period, if such action is approved by the Board

before the expiration of the time previously fixed.
(b) Any re-employment list or promotional list may be continued in

force from time to time beyond the original period, if such action is approved by
the Board before the expiration of the time previously fixed.

(c) Any seniority list upon which the applicants qualify by examin-
ation shall remain in force for a-period not to exceed five (5) years.

(d) Nothing contained in this section shall invalidate eligible lists

approved and effective on or before the effective date of these rules,

5.7 Board May Cancel Employment or Promotional List in Case of Illegality
in Tests. In.case of illegality or fraud or mistake in connection with the tests
of any class of positions, the whole or any part of any employment or promotional
list may be cancelled upon the direction of the Board; provided, that no employ-
ment or promotional list shall be cancelled in whole or in part until after a public

hearing.

5.8 Employment Lists May be Combined. 1In case there is an employment list
for any class when another employment list for the same class is approved, the two
shall be combined and the names of eligibles entered on the combined employment
list in the order of the total weighted scores. Any portion of the combined employ-
ment list, however, shall be automatically cancelled and the names removed from the
list at the expiration of the period for which such list was originally approved

unless held in force as prescribed above.

5.9 Promotional Lists May be Combined. 1In case there is a promotional list

for any class when another promotional list for the same class is approved, the two
shall be combined and the names of eligibles entered on the combined promotional

list in the order of the total weighted scores. Any portion of the combined promo-
tional list, however, shall be automatically cancelled and the names removed from the
ligt at the expiration of the period for which such list was originally approved

unless held in force as prescribed above.

13
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5.10 Employment List. The Director shall estimate as closely as may
be possible from all available sources of information the number of appointments
to positions allocated to the class likely to be made before tests for the classg
are held again and the number of eligibles likely to be needed to make available
the estimated number of appointees, and thereafter the names of the number of testees
so estimated by the Director making the highest total weighted scores shall, upon
approval by the Board, constitute the employment list for the class; provided, that
in no case shall the name of any testee be included in the employment list if he
fails to obtain the minimum raw or weighted score required in any test or group of
tests, as stated in the public notice of the test.

5.11 Board to Approve Employment and Promotional Lists. No employment or
promotional list shall become effective until it is submitted to and approved by the
Board.

NA per CBA now ISD709 HR Function
RULE 6. (ARPLICATIONS
6.1 Entrance Application to be Filed with Director. Any person desiring

appointment to or promotion in the classified service shall file with the Director
a written application on the prescribed form for entrance to the next test to be
given to persons from whom selections are to be made for appointment or promotion

to positions in a given class.

6.2 Director May Require Evidence of Minimum Qualifications, etc. The
Director may require of any or all applicants for tests for any class, evidence of
the possession of the minimum qualifications set forth in the specifications for
the class, and also in case any license or other evidence of competency is required
by federal or state law, or city ordinance, evidence of the possession of such license

or other evidence of competency.

6.3 Applicants and Eligibles May be Rejected for Cause. The Board may

for cause reject any applicant either prior to the date of tests or after his name is
placed on the eligible list if information becomes known to the Board which would
indicate that the applicant would not be a desirable employee; provided, that the
Director shall notify in writing any applicant or eligible whose name is rejected
under this rule, specifying the cause for the rejection of the application.

6.4 Causes for Rejection. Any of the following may be deemed sufficient
cause for rejecting an applicant, though rejection may be made for causes other than
those enumerated:

(a) That the applicant is found to lack any of the minimum qualifi-

cations as stated in the class specifications.

(b) That the applicant is physically unfit to perform the duties of

the position to which he seeks appeintmeut.

(c) That the applicant is an hahitual or excessive user of drugs,

narcotics or intoxicating beverages.

(d) That the applicant has been guilty of a crime or of disgraceful
conduct.
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(e) That the applicant has been dismissed from empleyment in the

public service or in a commercial or other organization for delinquency or mis-

conduct.

(f) That the applicant has intentionally made a false statement
in his applicatiom with regard tc any material facr.

(g) That the applicant on the closing date announced for filing
applications has not attained the age of nineteen years or exceeds the age of
fifty-five years, unless otherwise prescribed in the class specifications and
specified by the Board in the announcement of the examination; provided that this

Py

section shall not apply to employees who are otherwise qualified to compete in a
promotional examimnation.

(h) That the applicant has been previously employed in the classified
service and has been removed for cause or did not resign in good standing.

NA per CBA now ISD709 HR Function if any
RULE 7. TESTS

7.1 Director to Recommend Schedule of Tests to Board. The director shall
submit to the Board for its approval schedules of eatrance and promotional tests
for the various classes of positions as required by these rules or the needs of

the service.

7.2 Public Notice of Tests. When the Board approves his recommendations,
with or without modifications, the Director shall proceed to hold the tests and
shall see that proper public notice is given, that the necessary test material is
prepared, that applicants are notified of the time and place of the tests, that
rooms and other facilities are secured, that the work cf the testees is rated,
and that the resulting eligible list is prepared and submitted to the Board for

approval.

7.3 Public Notice of Tests to be Given., The Director shall give public
notice of tests for any class of positions at least ten ¢{10) calendar days in
advance by causing to be advertised in a daily newspaper of the school district,
with wide circulation throughout the school district, a notice stating the title
of the class for which tests are to be held, and such other information as the Board
may direct. The Director shall prepare in a form suitable for general distribution
detailed information as to duties, qualification requirements, nature of the tests
to be used, relative weight assigned to each test or group of tests, the minimum
rating, if any, required in any test or group of tests, and other pertinent inform-
A copy of the statement containirg such detailed information shall be

ation.
supplied to each applicant, to any person requesting it and to each appointing
authority. - -

7.4 Director May Call on Others for Assistance in Holding Tests. The

Director may call on other persons not on the regular staff of the Board, whether
within or without the classified service, for assistance in holding tests.

7.5 Tests to Determine Fitness and Ability of Applicants. The tests
used to determine the fitness of applicants for positions in any class in the
classified service and to establish employment lists containing the names of per-
sons eligible for appointment to positions allocated to the class may be v
written or oral or in the form of a demoustration of skill, or by evaluation
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of work record and educatlon, or any combination of these and shall, as far as
possible, be of a character fairly to test and determine the relative fitness
and ability of applicants actually to perform the duties of the positions to
which they seek appointment, and any tests or combination of tests that in the
judgment of the Board, with consultation with the appointing authority, serve

to this end may be employed.

7.6 Tests to Measure Educational Achievement, Employment Record, etc.
Tests intended primarily to measure one or more of the following qualifications
may be included, though others may be used if in the judgment of the Board they
are suitable, provided that no person shall be permitted to enter upon the
performance of any duty in a classified position without first filing with the
Director a certificate of health made upon a form prescribed by the Board and
certified by a duly .licensed physician practicing in the school district and

designated by the Board.

(a) Educational achievement as shown (1) by the completion of
courses in educational institutions and technical schools, or (2) possession
of the information and the ability to use it which such courses are intended
to give.
(b) Employment record, including experience in the occupation,
reputation and standing in the community. '

(c) Abstract intelligence.

(d) Mechanical aptitude or intelligence.

(e) Social intelligence.

(f) Special traits, such as ability to understand and follow oral
or written directions and ability .to understand and interpret written and
printed matter.
(g) Aptitude for certain kinds of work.

(h) Specialized knowledge useful in performing the duties of
positions allocated to the class and abilicty to use such specialized knowledge.

(i) Skill or proficiency as shown in the performance of typical
tasks.
(j) Personal traits, such as honesty, industry, dress, manner of
speech, bearing, attitude toward life and work, and poise.

(k) Physical condition, strength and agility.

(1) In promotion tests, probable fitness as shown by length of
service (seniority) and character of service (service ratings) in lower posi-

tiomns.

7.7 Concealment of Identity of Testees. The Board shall determine in

advance of the tests for any class of positions whether the identity of the
testees shall be concealed in any or all of the tests, and shall take such
steps as it considers necessary and desirable, to bring about the concealment
of the identity of testees where such action is decided upon.

as possible
given equal
proper pre-

7.8 Conduct of Tests. The Director shall see that as far

all testees who take the tests for any class of positions shall be
opportunity to demonstrate their qualificartions and shall see that
cautions are taken to prevent any unauthorized person from securing in advance
questions or other material to be used in any “test unless such questions or

other material are available for all applicants.
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RULE 8. CERTIFICATIONS

8.1 Requirements for Entrance to and Promotion in the Classified Service.
Except as specifically provided otherwise in these rules, no person shall be
appointed to a position in the classified service unless he shall have (1) filed
a written application on the Board's prescribed form; (2) qualified by passing
the required tests; and (3) been certified in accordance with these rules; pro-
vided, that no additional written application shall be required from a person
who has been employed, and whose name is certified from a re-employment list.

8.2 Request for Certification of Eligibles. Whenever a vacancy in a
in the classified service is to be filled other than by transfer,

position
demotion or emergency appointment, whether the position is full time or part
time, or is permanent or substitute, the appointing authority shall make a

written request of the Board for the certification of the names of the persons
eligible for appointment to positions in the class to which the vacant position
is allocated; and whenever practical, the appointing authority shall make such
request thirty (30) days in advance of the time the new employee is to begin

work.
]

8.3 Certification of Names of Eligibles. Forthwith upon the receipt of
the appointing authority's request for the certification of eligibles, or as soon
as practicable thereafter, the Director shall certify to the appointing authority
the name and address of the person whose name is highest on the re-employment list
for the class who is willing to accept employment in the position in which the
vacancy exists at thée rate of compensation designated in the request.

8.4 Certification of Provisional Employee. When a provisional -employee
has passed an entrance examination with a final score sufficiently high enough to
place his name among those with the highest three whole scores the Director shall
not be required to certify the other names to the appointing authority, provided
the Director shall certify additional names to bring to a total of a minimum of
three names when such request is made by the appointing authority.

8.5 Certification Procedure Where There is no Fe-Employment List. In
case there is no re-employment list for the class or no person whose name is on
said list is willing to accept appointment, the Director shall certify the names
and addresses of those persons with the three highest whole scores on the promo-
tional list for the class who are willing to accept appointment in the position
in which the vacancy exists, at the rate of compensation designated in the request.
In case there are less than three names on the promotional list, the Director shall
certify the number of names that remain on said list and in addition a sufficient
number of names from the employment list to bring the number certified to a minimum
of three, and provided that if there is no re-employment or promotional list, the
name and address of the person with the greatest seniority in his original classi-
fication who is on the qualifying list for the class, and who is willing to accept
appointment shall be certified. 1In case there are no lists as described above or
no persons on any of said lists who are willing to accept appointment, the names
and addresses of the persons with the three highest whole scores on the employment
list for the class who are willing to accept appointment shall be certified.

8.6 Request for Certification of Additional Names. The appointing author-
ity may also request the certification of the name of an additional eligible in

case one whose name was first certified will not accept the position or will not
respond to his request for an interview.
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8.7 Other Use of Eligible List. The Director may pass upon the

appropriateness of an eligibie list as a source from which appointment may be

made to a given position. If a vacancy exists in a class or position for

which there is no eligible list, or if less than three names appear on such
list, the Director may appr oprlate an existing list to fill the position;
salary range as the posi-

provided that the position is at the same or lower
tion for which requisition was criginally wade; that the eligibles on the
list meet the qualifications for the vacant position, and that =ligibles on
the appropriate list be offered appointment in order of their standing on the

list.

8.8 Certification Procedure Where More than One Vacancy Exists.
If more than one vacancy is to be filled, when certification is made from the
employment list, the number of names certified shall be a minimum of two more
than the number of vacancies, provided that if there are less than the required
number of names on the promotional list the Director shall certify an additional
number of names, based on whole score, from the employment list to bring to a
minimum the number of names certified to two more than the number of vacancies.
When certification is made from a re-employment list,
fied shall be equal to the number of vacancies.

the number of names certi-

8.9 Director to Certify According to Sex Where Employee of Particular
Sex is Required. If the duties and responsibilities of the vacant position and

the conditions under which the work is to be done are such as require an

employee of a particular sex, the Director shall certify the names of the high-

est qualifying eligibles.

8.10 Director to Notify Appointing Authority of Certification. Certifi-

cation shall include notice to the appointing authority that he should make all

necessary employment arrangements at the earliest possible date and notify the

Board of his action.

8.11 Director to Notify Eligibles cof Certification. V¥henever the name.
of an eligible is certified te an appointing authority, the Director shall mail
a written notice to the person whose name is certified at the last address appear-
ing on the records of the Board, stating the fact of certification, the title of
the position, the organization unit, the name and address of the appointing auth-~
ority, and that unless he reports to the appointing authority for an interview
within five (5) days or notifies the Director that he does not desire the appoint-
ment, giving satisfactory reasons therefor, his name may be removed from the
eligible list., The name of any eligible may also be removed by the Director if
he has been rejected for employment three (3) separate times, provided the eligible
may appeal the action of the Director to the Board. Any cause specified in Rule 6.4

may likewise be cause for removal of an eligible from an eligible list.

8.12 Appointing Authority to Notify Director of Employment of Eligibles.
The appointing authoriry shall proumptly notify the Director as soon as he has
made arrangements to begin werk with an eligible whose name has been certified;
such notice shall inclade the date when the eligible is to begin work and when

the new employee begins work, the appointing authority shall forthwith report

that fact to the Director, glving the date; provided that if such notice is not
received within fifteen (15) days after certification the appointing authority
shall file with the Director, in writing, the reason for the delay. In case of
failure to appoint within ninety (90) days after certification, the Director
shall report the facts to the Director of Personnel of the school district who
shall then proceed to make such appointment in accordance with these rules.
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8.13 Eligible to have Reasonable Time to Make Arrangements to Begin
Work. The appointing suthority shall allow the eligible reasonable time to make
any arrangements necessary before taking up the duties of the position to which
he is appointed; if the time required, however, is more than two weeks, the
appointing authority may ask for the certification of the name of some other elig-

ible, giving the reasons therefor, and such request for additional certification

may be approved or denied by the Director as seems to him for the best interest of

the school board as an employer.

8.14 Employees im Classified Service to be Legal Residents of School
District. Any person holding a position in the classified service must be a
legal resident of the School District or acquire legal residence within six (6)
months after receiving appointment to such position; except that any employee
living on school board owned or leased property lying in whole or in part outside
of the limits of the School District shall retain his Civil Service status and
shall be eligible for any promotional examination for which he is otherwise
qualified, and provided, however, that the Board is authorized to waive the resi-
dency requirement if it makes a finding that a suitable candidate, willing and
able to meet the residence requirements, cannot be found, and the Board dcems it
to be in the public interest that the residence requirement be waived.

RULE 9. 'PROVISIONAL AND EXTRA POSITIONS
NA to CS Rules

9.1 - Provisional Appointments to Permanent Positions Pending Tests.
(a) Whenever an appointing authority sends in a request for the certification
of eligibles to a permanent position in the classified service and no eligible
list for the class exists or when no person whose name is on an eligible list
for the class is willing to accept appointment, the Director shall, if necessary
to prevent the stoppzge of the public business, loss of public property or serious
incoavenience to the public, but not otherwise, certify to the appointing author-
ity the name of any person whom he believes to be qualified for provisional
appointment to the pecsition in which the vacancy exists, pending such time as
an eligible list can be established; provided that the Director shall not certify
the name of any perscn until such person shall have filed an application on the
Board's prescribed form.
(b) The appointing authority shall appoint such persoan pending the establishment
of an eligible list; provided that such provisional appointment shall continue
in force only until tests can be held, an employment list established, certifi-
cation made and arrangements completed with the qualifying person who is to begin
work; in no case shell any provisional appointment continue in force longer thanp

six months.
{c) The Directoc in wmaking any certification for a provisional appointment, shall

not regard such interruption in the work of any organization unit as would be
occasioned by the regular vacation, the illness for a short period, or similar
absence of the person regularly employed in the positicn as constituting stoppage
of the public business or serious inconvenience to tne public.

9.2 Direcror to Establish List Promptly. {Unless public notice of tests
for the class has already been given when a provisional appointment is to be
made, the Director shall thereafter, at the next regular or special meeting, of
the Board, submit his recommendations for such tests and shall use diligence to
see that an eligible list is established as soon as practicable. '
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9.3 Notlce of Appointee Beglnning Work. The appointing authority shall

notify the Director of the date any appointee bagins work In a temporary position.
9.4 Extra Positions to Become Permanent After 120 days. When a tempor-
ary employee has been employed for approximately 120 days, the Director shall

report such fact to the appointing authority, who shall determine if the position
I1f the position {s to be considered perma-
the

is to be considered a permanent one,
nent, the Director shall be so notified and certification shall be made from

appropriate eligible list, as heretofore provided in these rules, and the temporary
employee shall be displaced as soon as such certification can be made and arrange-
ments can be completed for the regularly certified employee to begin work, provided
that the temporary employee shall not be permitted to work beyond 120 working days.

9.5 Seasonal Positions. All positions in the classified service where
the nature of the work is such that the service is not coptinuous throughout the
year but recurs in each successive calendar year, shall be designated as seasonal
positions; provided, that all appointments to seasonal positions shall be made
from the appropriate eligible list. Any employee appointed to such position and

~ who has been temporarily terminated during the inactive season, shall be entitled

" to employment in the same position is each ensuing year, provided he is not in the
meantime disqualified for cause; and provided further, that a seasonal employee,
not assigned to work for a period of one (1) year, due to lack of work or refucul
of same on his part, shall be considered as having resigned effective as of one (1}

year after the date he was last employed.
NA to CSB Rules language provided in CBA

RULE 10. TRANSFERS

10.1 Transfers. The transfer of an employze from a position in one class
to another position in the same class shall be called a transfer and may be made

by the appointing authority.

10.2 Transfer may be Considered Promotion. Any transfer of an employee

involving a change from a position in one class to a position in another class
for which higher maximum rate of compensation is prescribed shall be considered
a promotion and shall be made only as the result of test and certification from

a promotional list.

10.3 Transfer may be Considered Demotion. Any transfer of an employee
involving a change from a position in one class to a position in another class
for which a lower maximum rate of compensation is prescribed, whether such
transfer does or does not involve an immediate reduction in pay, shall be called
a demotion and may be made upon the recommendation of the appointing authority
with the approval of the Becard after the employee to be demoted has h@d an

opportunity to be heard.

10.4 Employee Mavy Request Transfer. Anv employee holding a position in
tha classified service who desires to be transferred to ancther position in the
same class ox another class where thare i{s not z higher rate of compensation,
may inform the Directcr of Personnel of the school district in writing of such

. desire, stating his reasons therefor, and the Director of Personnel shall, if he

g considers the reasons sufficient and he thinks such a transfer will be for the good
of the School Board service, call to the attention of the supervisors concerned the
desire of the employee to be transferred; provided, that the Director of Peraonnel

may take the injtiative in recommending transfer when he considers such action for

the good of the School Board service.
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RULE 11. (LEAVES

111 Sick Leave. Employees holding a position in the classified service
and who have served the required probationary period shall be granted sick leave
with full pay at a rate of accumulation which is determined by the School Board.
To obtain approval fer use of sick leave, employees must notify their supervisors,
as soon as possible, but not later than the time they are scheduled to report for
duty, except when past practice has established an earlier notifying time. Employees
will obtain prior apprcval for the purpose cof medicasl, dental, optical examinations
or treatments, except where cmergency precludes prior notice and approval.

11.2 Sick Leave May Be Accumulated. In the event that an employee does not

take the full amount of sick leave allowed in one (1) year, the amount not taken
may be accumulated from year to year up to a total which is determined by the School
Board. With the unamimous recommendation of the Board, approved by a majority vote
of the School Board, sick leave with full or partial pay may be granted beyond the
maximum specified accumulation when, in the judgment of said Board and School Board,

it is deemed to be justified.

11.3° Sick Leave Defined. Sick isave is hereby defined to mean the abscnce

of an employee because of iliness, euxposure fLo a contagiocus disease, attendance upon

a member of his immediate family requiring the care or attendance of such employee,

or death in the immediate family of the employee. Up to but not more than five (5)
consecutive days shall be allowed for any one death in the family. The appointing
authority shall evaluate the particular circumstances in each case and shall have

the final authority in determining the number 9f ailowable days. '"Family" shall
constitute members of the immediate family which fcr the purposes of this section
shall include spouse, father, mother, brother, sister, child, grandparent, grandchild
or wards of the employee. This shall also apply o foster relationships of the

above listed categories. Not more than one day may be allowed for attendance upon

a member of the immediate family requiring the care and attendance of such employee,
with the exception that not more than three (3) ccnseacutive days may be approved for
this purpose if supported by a written statement from the attending physician, includ-
ing an explanation of why the employee's attendance is necessary. Simple illness or
disability in the immediate family, not requiring emergency medical treatment or
professional attention is excluded. No employee, unless officially assigned to special
duty, shall be granted sick leave for any injuries or illness resulting from any gainful
employment on any job other than his regular schooi board employment. Any employee
removed from the payroll because he has used all accumulated vacation and sick leave
shall be considered to be on leave not to exceed one year and shall be reinstated in
his position upon filing with the Board a certificate of physical fitness to perform
the duties of his position, signed by a doctor who shall be chosen and compensated by

the Board.

11.4 Formeir Employee May Have Sick Leave Keinstated., A former employee in
pioy y

the classified service of the school board, who ic reinstated under rules 18.3 to a
position in the classifjed service, shall have his previously accumulated and unused
balance of sichk leave reiostated and placed to his credit.

11.5 Director Shali Requirte Certificate of Sick Leave. If an employee is
absent from duty because of personal illness for more than three (3) consecutive days,
or absent the day before and/or the day after a holiday because of personal illness,
it will be necessary for him to file a certificate of illness from a reputable physi-

clan, osteopath, chiropractor, dental surgeon, or Christian Science Practitioner.
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medical certificate, when such certificate would neormally be requxxe§4
the employee's signed statement explaining the nature of his illness may be
accepted when it is unreagonable ro require a medical certificate because of
shortage of physicians or remoteness of locality. If an employee is believed to
be abusing sick leave privileges, he shall be advised that because of his ques-
tionable sick leave record, a medical certificate may be required for each sub-
sequent absence of sick leave, whether or not such absence exceeds three (3)

days; fallure to furnish such written explanation shall preclude such employee
from being allowed such absence as sick leave, but such employee may appeal such

directive to the Civil Service Board. :

In lieu of &

11.6 Special Lzave of Absence. Any emplovee holding a position in the
classified service who is mentally ov physically incapacitated to perform his
duties or who desires to engage in a course of study such as will increase his
usefulness on hils return to the classified service, or who for any reason consid-
ered good by the appointing authority desires to secure leave from his regular
duties, may, on written request approved by the appointing authority and the Boand,
be granted special leave of absence w1thout pay for a period - 'not exceeding one (1)
year, which leave may be extended up to ome additional year.

11.7 Special lLezve to be in Writing. Any employee asking for special
leave without pay shall submit, on forms prescribed by thez Foard, his wcquect
for special leave stating the reason the request should be granted, the date when
he desires the leave to vegin, and the probable date of his return,

11.8 Board to Deteruine Status of Employee on Retura. For each separate

case of special leave without pay, the Board shall at the time it approves b
leave determine whether the emplcyee granted such leave shall be entitled to his
former position on his veturrn from such leave or whether hig name shall be placed

]

on the re-employment list for the class.

Ary ewnpleyee while holding s permanent

11.9 Military Leave c¢f Absence.
ei Scheol Board, wno, shall become 2

position in the classified service of the
member of. the armed forcas of the United State
declared by proper authority, or who shall hereafter become a member of
shall be granted a leave of zbsence without pay for the

oy

es 1in timé of war or other emevgency
said armed

forces during said time,

term of said military service and shall, upen receiving a discharge from such
military service, be reinstated to said position.

11.10 Reinstatement of Employee on Millitary Leave of Absence. Reinstate-
ment of any employee on military leave of absence shall te at the same salayy which
he would have received had he not taken such leave and ghsll be upon the Following

conditions:

positicn has not been abolished;

{a) That the
{b) That the employee iz not physically ov mentally diszabled
froa performing the dvties of such position;
’ {2y Thuat the draffree or enlisvec makes written application for

ntang authority within ninecy (9G)
ce and the ewplovee assigned
on for reinstatement within

reiastatement o fhe appol
days azter ternminaticn of sorv

agpiicn

i
£
S [

.’.)

rooryaipivng douy mah
focty-five (45) days;
(d) That he submits to the appointing authority an honorable
discharge or other form of release by proper authority
indicating that his military cr naval service was gatls~

factory.
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11.11 Employee Not to Lose Civil Service Rights. Upon reinstatewcni of
any employee who has been on military leave of absence, said employee shall have
. guch rights as provided in federal and state laws and reguiations.

11.12 Employee on Probation May Recelve Military Leave of Absence. Any
employee who has been appointed to a permanent position in the classified service
of the School Board who, subsequent to September 16, 1940, shall have become a
member of the armed forces of the United States in time of war or other emergency
declared by proper authority, or who shall hereafter become a member of said armed
forces during said time, who has not served the rzquired probationary period for
said position at the time of becoming a member c¢f said armed forces shall, with
the approval of the appointing authority and the Board, at the date that he secomes
a member of the armed forces of the United States, be considered to have completed
said probationary period and shall thereafter have full civil service status as
though a full probationary period had been served and shall be granted a military
léave of absence in accordance with the rules set out in this ordinance, and shall,
upon completion of such military service, if he is physically and mentally able to
perform the duties of the position, be reinstated to the position which he held at-
the time of becoming a member of said armed forces in accordance with the rules

hereinbefore set out.

J 11.13 Vacancy Caused by Military or Special Leave of Absence to be Known
as Temporary Vacancy in Permanent Position. A vacancy created by an employee
receiving a military or special leave of absence shail be known as a temporary
vacancy in a permanert position, and any person appointed to £ill such a temporary
vacancy in a permanent position shall be. known as a substitute in that pos=ition
and said substitute shall acquire only such civil service rights as are herein-

after specifically provided in Rules 11.14, 11.15 and 11.16 inclusive.

11.14 Name of Substitute to be Placed on Re~Employment List. The name of
any person appcecinted to a temporary vacancy in a vermanent position as a substitute
and who has been certified from an eligible list shall, upon the reinstatement of
regular incumbent, be placed upon the re-employment list. Any emplovee so promcted
shall revert to his former class upon the reinstatement of the regular incumbes:t.

11.15 Substitute may be Appointed as Regular Incumbent. If it shall have
been determined that the regular employee who has been on a leave of absence is
physically or mentally unable or elects not to return to said permanent position,
said substitute who has been certified from an eligible list shall be apocinted to

sald position as the regular employee.

11.16 Name of Substitute May be Placed on Re-Employment List if Cailed
into Armed Forces. The name of any substitute appointed from an eligibie list,
who, while acting as such, becomes a member of the armed forces of the United
States in time of war or other emergency declared by proper authority, shall be
placed upon the re-employment list far the proper class, if, within ninety (90)
days after receiving an honorable discharge from said armed forces said substi-
tute shall file a written request with the Board and if said substitute is mentally
and physically capable of handling said posiiion; provided, that if the name of
more than one such substitute is placed upcn said ve-employment list, such namez
shall be arranged on said lisc in the order of original appointment.

RULE 12.  SERVICETRATINGS NA to CS Rules language provided in CBA

12,1 Service Ratings. The Director in cocperation with the School Board
hall recommend plans for obtaining from appointing authorities and for checking,
analyzing and verifying service ratings showing estimwates of the performance and
%Pility of employees working under their supervision, and the Board may from time
ime by order give effect to such recommendations.

24


kmleid
Callout
NA to CS Rules language provided in CBA

kmleid
Highlight

kmleid
Text Box
24


36

Any such recommend-

12.2 Factors on which Evployees are to be Rated.
Such facrers

ations shall inmclude the factors on which employees sre to be rated.
may include the quantity and quality of the work performed, the manner in which
the work has been performed, observance by the employee during the period of
rating of regulations and prccedure, and any other factors the Director may deem

significant.

12.3 Two Supervisory Cfficers to make Ratings. Whenever service ratings
are secured based upon the judgments of rating officers the independent judgments
of two or more supervisory cfficers, at least oae of whom shall be the immediate
superior of the employee whose services are rated; shall, if possible, be secured.

of Service Ratings. From service ratings

12.4 Board to Maintain Records
the

-and from investigations made from time to time &s it may consider necessary,
'Board shall establish and maintain records showing the service ratings of employees
in the classified service for use in deciding seniority ties for determining the
order of layoff, in discovering whether an employee is increasing or decreasing in
g - usefulness, in discovering employees who because of low efficiency ought to be

oo separated from the service, in aiding supervisors to discover and correct the
deficiencies of employees, and in such other manner as may be fcund desirable.

12.5 Einployee may Ascertain Service Ratings. A&ny employee may upon appli-
cation at the Civil Sexvice office at any time during the businzss hours ascertain
his own service rating as recorded and may alsc, with the cousent «f the Director,

inspect any reports regarding him by supervisory officers.

iy 12.6 Records of Service Ratings shall be Open to Appointing Authorities.
The Board's records of service ratings shall also be open tc inspection by appoint-
ing authorities at any time during business hours, ard to such ofher persons asg
the Board may direct,

RULE 13. LAYOFF New language provided in new CS Rules

13.1 Layoff Rule.

(1) When it becomes necessary through lack cf funds or for other
cause, for which the employee is not at fault, to reduce the number of employees in
. a given class, temporary and provisional employees shall be the first to be laid off,
and thereafter decrease of the number of employees shall be accomplished, first,
by laying off the least senior employee in the class or if he has seniority in a

lower class, demoting him to such lower class, providing the least senior employee

in the lowest class to which demotion is made as a result of reduction in any higher

class shall be laid off if layoff was not made in a higher class, provided that for
the purpose of layoff an employee shail have seniority in each class in which he
previously completed a probation pericd, such seniority to be computed on time served
in that class and all higher classes:

Provided, that where it is determined that two or more persons in the
class in which layoff c¢r reduction is to be made have equal seniority in the class,
the order of layoff or reduction in such ftie cases shall be determined by the total
Zﬁggs;of service with the school district, and if a tie still exists, from an average
f the three last and most recent efficiency ratiags, or, in the case of employees

with"less than three such efficiency ratings, by such ratings or average of such

4
Tatings as such employees have received.
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e Provided, further, that any person reduced under the proviaions of
this‘section shall have the same rights with respect to seniority in the higher
cf%gg as if he had been actually so employed.

(2) The Beoard shall have authority to enforce compliance with the
regulations embodied In this section.

(3) The employee has the physical fitness and ability to perform the
(4) Demotions made in sccordance with this section are not subject to
the requirements for hearings, reasons, and approval contained in Rule 15.

13.2 Appointing Authority to Notify Employee of Layoff. The appointing
beﬂgll forthwith transmit to the Director the names of those so notified.

13.3 Name of Employee Laid Off to be Placed on Re-Employment List. The
“‘Director shall enter on the appropriate re-employment or qualifying lisi the names

‘of those eligible for re-employment and those who desire to be re-employed when
vacancies occur.

RULE 14. PROBATION Language provided in new CS Rules

14,1 Probation Period. Any person appointed to a position in the class-
ified service after certification from an eligible list shall be on probation for

a period of six (6) months, unless a different period is specified in the job spec-
ifications of such tests; provided, that if an employee has been laid off or demoted
without fault on his part, and has completed his probationary period and is appointed
to a position in the same class or ancther class in which he has previousiy served

a probationary period, he shall not be required to serve a second probationary period;
provided further, that if an employes is laid off or demoted without fault on his
part during the probaticnary period, and is appointed tc a position in the same class
from which he was laid off or demoted, tne probationary pericd already served shall
be carried over to the new appecintment.

14.2 Rejection on Probationr. The appointing authority may at any time
before the expiration of the probation period fixed according to these rules reject
for cause any person appointed to a position as the result of certification; pro-
vided, that the appointing authority shall forthwith report to the Director in
.writing each rejection on probation, stating the date the rejection becomes effec—
tive and the reasons for the rejection. If the appointing authority is not satis-—
_fied that a probationer's work or attitude is sufficiently satisfactory tc warrant
his recommending that the employee be granted permanent status, he may recommend
extension of the employee’s probationary period for a SpeC]fled period or time not
to exceed six (6) months; provided, the recommendation shall be submitted to the
-Board in writing at least fifteen (i5) daysz befcre the date the employee’s proba-
tionary status axpires. A copy of sucn reccmmendalion for extension of probation-
ary period shall be furnished rhe employee.

: 14.3 Name of Rejected Probationer may e Placed on Re~Emplioyment List. Any
’Pr0bationer rejected as provided in the preceding section shall be considered
ermanently separated from the position he has held; provided, that an employee
<Pr0m0ted and then rejected during the probation period shall have the right to
&ssume the position from which he was promoted if it is not occupied by a permanent
;? loyee, and that in case he is not restored to his former position, the Director
4hall place his name on the re—employment list for the class from which he was
IPXomoted and upon the re-employment lists of all lower classes in the same series,
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14.4 Appointing Authority to Notify Director of Probationer's Work.
Within ten (10) days preceding the end of the probation period, the appointing 38
authority shall report to the director in writing whether in his opinion the
employee's work has been such as to indicate that ke is able and willing to
perform his duties in a satisfactory manner.

Language provided in new CS
RULE 15. DEMOTIONS

15.1 Reduction Allowed. Upon the request of an employee or by the
appointing authority an ewmployee may be reclassified from a higher to a lower
classified position, which in the discretion of the Board, the employee is
eligible to fill; provided, that this section shall not prevent the removal of
the employee under Rule 17.1 (b) nor his right for a hearing under Rule 17.6.

15.2 Appointing Authority Shall Make Recommendations to Board for Demotion,
Any appointing authority proposing the demoticn of an employee shall make his
recommendation in writing to the Board, and shall supply the employee with a copy
of such recommendation, and such recommendation shall give the future date on which
the proposed demotion is to become effective, the class to which it is proposed
to demote the employee, the new rate of pay, and aay other information that the
Board may require, including the specific reasons why such demotion is for the
good of the school district service{ provided, rhat the recommendation shall also
advise the employee that he may within five (5) days file a written answer with
~the Board- and ask for a hearing.

15.3 Board May Grant Hearing Where Demotion is Proposed. When the
appointing authority recommends the demotion c¢f an employee, the Board may, upon
its own initiative, and shall, upon the request of the employee concerned within
ten (10) days, hear the employee and determine whether the proposed demotion is
justified and for the gcod of the school district service. After such hearing
and investigation or upon the expiration of the five (5) days, if no communication
is received from the employee, the Board shall iforthwith appreve or disapprove the
recommendations of the appointing authority and s¢ actify the appoilnting authority

and the employee. v _ Language provided in new CS Rules

RULE i6. SUSPENSTONS

16.3 - Suspensicn. Any appointing authority and, in his absence, the
officer acting in his place, may for disciplinary purposes suspend without pay any
employee under supervision from the performance of his duties for one or more
periods aggregating not more than thirty (30) days in a czlendar year on account
of inefficiency, incompetency, misconduct, negligence, insubordination, disloyalty,

or other sufficient cause.

16.2 Board may Investigate Suspension. The Board, upon tie petition of the
employee suspended, or upon its own motion, may irvestigate the suspension, and if
it is of the opinion that such suspensicn is unjust or made in error, or that the
punishment inflicted was tos severe, may restore pay in whole or in part to the

suspended employee.

In case any appointing author-

16.3 Employee to be Notlified of Suspension.
he shalil forthwith give

ity or the officer acting in his place suspends any employee,
written notice to the suspended employce stating the reason for the suspension and

the duration thereof, and shall forthwith personally deliver such written notice to
the employee or mail it to his last known address; he shall also forthwith send to
the Board a copy of such notice sent to the employee. Such notice shall also advise
the employee that he may within five (5) calendar days from the date on which notice
is mailed file an answer with the Board, may request that the Becard ipnvestigate the
charge and may request an opportunity to be heard in his own behalf.
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Language provided in new CS Rules

RULE 17. REMOVALS 39

A Removals. (a) Except as provided in Rule 17.1 (b) any employee
olding a position in the classified service who has completed the probation period

e may an employee be removed on account of his religious or political opinions
”éngfiliations or for refusing to contribute tc a political fund or to render poli-
’b) All classified ‘mplnvees who have attained the age

1 1965, and who are not under tbe coordinated PERA 0ASI retirement plan,

Causes for Removal. The following chall be sufficient cause for
‘though removals may be made for causes other than those enumerated:

i

(a) That the employee 1s incompetent or inefficient in the performance
11 duties. -

(b) That the employee has been wantonly careless or negligent in the
(c) That the employee has been brutal in his treatment of public

v (d) That the employee has been offensive in his conduct toward his
‘ellow employees or the public.

' (e} That the employee has some permanent or chronic physical or mental
ailment or defect which incapacitates him for the proper performance of his duties.
(f) That the employee has violated any lawful or official regulatinn
Of"érder or failed to obey any lawful and reasonable direction given him by his

i3v. or serious breach of discipline which may reasonably be expected tc result in a
o lower morale in the crganization or to result in loss, incenvenience, or injury to

(g) That thﬂ emplcyee has taken for personal use a fee, gift, or other
“valuable thing in the course of his work or in connection with it when such fee,
gift, or other valuable thing is given him by any persoun in the hope or expectation
gf;teceiving a favor or better treatment than that accorded other persons.

(h) That the employee is engaged in a private business or in an out-
side trade or occupation when the duties of his position, as prescribed by law or
qegqlation or by his official superior, require his entire time for their perform-

i ‘ (i) That the employee has failed to pay or make reasonable provision
for the future payment of just debts.
(j) That the employee has been convicted of a criminal offense or of
misdemeanor involving moral turpitude.

(k) That the employee, through negligence or wilful conduct, has
caused damage to public property or waste of public supplies.
(1) That the employee during his hours on duty has engaged in any
-orm of political activity calculated to favor or improve the chances of any politi-
‘cal party or any persou seeking or attempting to hold political office or when not
on duty has engaged in any politrical activity te such an exrent that his effic-
~lency during the working hours has been impaired or that it has caused him to be
Ltardy or absent from his work.
(m) That the employee has used or has attempted or caused to be used
p }?tical influence in securing promotion, transfer, leave of absence, or increased
Py

(n) That the employee removed public or personal property from his

Place of employment without the owner's or supervisor s approval.
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(o) That the employee knowlngly falsified any record or report required
or authorized tc be kept by the school district or school board; defrauded the
school district; or knowingly made a false statement, or misrepresented or concealed
any material fact, or deceived or committed any fraud is any application for employ-

ment with the school discrict,

17.3 Who May File Removal Charges, Tn2 appeinting authority, any member
of the Board, the Dirctor or any citizen may file written charges, in duplicate,
asking for the remouval of any employee in the classified service; provided that
the Director shall file charges against any employee in the classified service
whose service ratings, as determined by the repovts of the rating officers or hy
investigation are unsatisfactory for two consecutive rating periods; and provided
further, that the appolnting authority may suspend without pay the employee against
whom charges are filed, pending the decision of the Board.

17.4 Charges to State Grounds for Removal. Any charges filed against any
employee shall state specifically the cause or causes enumerated in this rule or

other cause considered sufficient to constitute ground for removal, and in addition,

the specific act or acis of the emplo yee constituting such cause; prov1dcd, that in
no case shall such vague and indefinite charges as "for the good of the service

be considered reason for remcval.

17.5 Director tc Mail Notice of Charges to Employee. Upon receiving any

charges, the Director shall forthwith mail one (1) copy by registered mail to the
last known address of the employee against whom the charges are brought, Such
notice shall alsc advise thne employee that he may within five (5) calendar days
from the date on which such nctice is mailed file an answer with the Board, may
request that the Board investigate the charges, and may request an opportunity to
be heard in his own behalf.

17.6 Board te Investigate Charges. Upcn its own initiative or at the
request of the employee, the Board itself or through some person or Board appointed
by 1it, shall within ten (10) days if pracricable and io any case within thirty (30)
days, investigate the charges, and at the request of the employze or upon its own
initiative, give the emplovee an oppcriunity to he heard in his own behalf,

17.7 . Board not Bound by Rules of Evidence in Conducting Investigations
or Hearings. The Board, or the person or board appointed by it to investigate
charges, may proceed in an informal manner and in no case shall be bound by the
procedure or rules of evidence observed in courts cf record.

17.8 Board may Order Removals, etc. As soon as practicable after the
completion of an investigation and after a hearing is held, or in case” there is uno
investigation or no heariag held, and affrer the expiration of Ifive (5) days from the
mailing of the ckarges tc the emplovée, or as sgon thereafter as practicable, the
Board shall act upon the charges and may in its discretion:

to nis position without

(a) Order the restoraticen of the 2mployee
the filing of the charges

loss of pay or with reduced pay during rh2 peried between
pay pay g I

and the making of the order.
(b) Order the demotion of the employee to a class for which a lower

maximum rate of compensation is prescribed.
(c) Order the removal of the employee from the position in the

classified service of the school district.
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17.9 Decisinn of Board to be Final. The finding and decision of the
Board, or of any person or Board appointed by it when approved by the Board,
shall be final and not subject to review by any court except as to the pro-

cedure followed.

17.10 Removed Employee Not Eligible to Compete in Future Tests. Unless
otherwise determined by the Board, no employae who has been removed from the
classified service in the manner enumerated ir these rules shali be allowed to
compete in any future tests held to establish eligible lists.

RULE 18. RESIGHATIONS NA to CS Rules language provided in CBA

18.1 Resignations. Any employee iu the clascsified service who wishes
to resign in good standing shall give the appointing authority written notice
of at least two (2) weeks, unless the appointing authority consents to his leav-
ing on shorter notice. Such notice of resignation shall be forwarded forthwith
to the Director by the appointing authority, together with a report as to the
character of the employee's services.

18.2 Resignations Without Notice. If any employee resigns from the
classified service without giving the required notice, the Director shall enier
that fact on his roster card, and such failure to give the required notice may
be considered sufficient reason for rejecting any future application from him to

enter tests.

18.3 Resignations May Be Withdrawn. Any employee who has resigned after
giving proper notice may, within thirty (30) days after termination of employment,
and with the consent of the Board and appointing authority, withdraw his resigna-
tion and be restored to the position vacated if it is still vacant or is filled by
a temporary employee, and if it is not, he may, upon written request to the Dir-
ector, have his name placed on the re-—employmeni list for the class.

18.4 Resignation May Be Presumed in Certain Cases. Any ewplovee who 1is
absent from duty for three consecutive business days without securing leave from
his superior officer or without notifying him of the reason for his absence and
the time when he expects to return, or who fails to notify the Director of his
readiness to resume his duties within five (5) days after the expiration of a
leave of absence, shall be considered to have resigned, and such resignation shall
be treated as a resignation without notice 4nd a report thereof made to the
Director, unless it can be proven that the employee had sufficient and good cause

for not reporting for duty.

RULE 19. CERTIFICATTON OF PAYROLLS

19.1 Certification of Payrolls. Nc auditing, disbursing or other officer
of the School Board shall hereafter pay, cause or permit tc be paid any salary,
wage or other compensation to any employee, except those specifically excluded
under Laws of Minnesota 1967, Chapter 252, Seztion 2, or any acte amendatory
thereof, until a form, approved by the Directer has been submitted tc the Board
showing the name, title, amount to be paid, svarting date, changes ir slatus ot
pay and such other information the Director may require; prcvided that a copy of
the payroll shall be submitted to the Board showing such infermation as the
Director may require and the Director shall certify that each employee named in
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such payroll and indicated as tedng in the classified service has been &appointed
to and employed in the position during the period for which compensation is
claimed in pursuance of and in compliance with these rules and that each employee
indicated as not being in the classified service; unless excluded by Laws of
Minnesota 1967, Chapter 252, Sectionu 2, or any acts amendatory thereof, in

b
accordance with the Rules of the Board.

19.2 Persons Authcorized to Cevrify Payrolls for Board. In the checking
and certificatioa of payrolls the Pirector shall aci for the Board and shall
supervise the work, and the Director is hereby authorized to attach the Board's
certificate to payrolls for salaries, wages or other compensaticn, and to author-
ize in writing any reguiar employee of the Board to perform this duty for him.

13.3 Submission of Payrolls. The Director and the Clerk of the Board
shall arrange a schedule for the checking of payrolls in advance of the dates,
or as soon thereafter, on which payments for services are to he made to the

persons who appear on the payroll.

19.4 Information to be Placed on Payroll. Any payroll submitted to the
Board for checking and certification shall set forth the foliowing data as to
each employee not excluded under Laws of Minnesota 1967, Chapter 252, Section 2,

or any acts amendatory thereof, whose name appears thereon.

(a) The payroll period

(b) The name of the employee as carried on the records

(c) The clasgification title of the empioy2e or other approved
designation

(d) Time worked

(e) Rate oif pay

(£) The total amount esarned by the employee for his services during
the payroll pericd

19.5 Payroll tc be Certified. Appended to each payroll shall be a certi-
ficate as to the truth of the facts set forth therein ir a form prescribed hy the

Board to be made by the person responsible for the accuracy of such statements and
to be approved by the appointing authority.

19.6  Director to Compare Payroll with Gfficial Roster. The Directar shall

cause each payroll to be compared with the official roster or other record in the
Board's office to determine whether the employees names therein as not being in
the classified service are correctly indicated acd whether employees indicated
therein as occupying pesiitions in the classified service have bazen appointed and
employed and have heild their positions during the period for which compensation
is claimed in pursuance of and in cowpliance with the Board's laws and rules.

19.7 Director Shail Certify Payvroll. If the Director or the regular
employee of the Board authorized by him to periorm such work shall find that the
payroll compares wirth che official woster or other record in the Beard's office,

'toll have been appointed and

and determine that e erployeszs named Za such payroll

amployed and have held :their pesiticns during the peviod for
is claimed in pursuance of and in compliance with the Rules, the Director or the

-~ person authorized by him in the matter shail endorse upon or append to such payroil
a certificate to the effect; provided, that if the Director or the pexson author-
ized by him in the matter shall find otherwise, he shall s¢ indicate in his certi-

ficate and shall so notify the Director of Personnzl of the school disrrict.

which compensation
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Unlawful for Certain School Board Officers to Pay Salarics, ctc.
It shall be unlawful for any auditing, disbursing,
to pay or cause to be paid, directly or
compensation to any person or persons whose
whose appointment and employment have not

19.8
When Payroll Not Certified.
or other officer of the School Board
indirectly any salary, wage or other
name Or names appear on the payroil,
been certified as provided in Rule 19.7 of these Rules.

19.9 No Payroll to be Certified When Name of Employee Not in Official
Roster. No payroll proposing the payment of wages or salaries to any person
whose name does not appear on the official roster or any person whose name has
been ordered removed therefrom shall be certified or approved for payment by the
Director provided, that such payroll may be certified for payment when an affi-
davit is submitted by the Director of Persconnel toc the Director stating that such
person's name shall be removed from subsequent payrolls until authorized by the

Director.
19.10 Separations Occurring After Submission of Payroll. If any payroll
is submitted for checking and certification ir =2dvance of the end of the payroll
period and any employee whose name appears on csuch payroll is separated from his
position before the end of the payroll period, the appointing authority shall
immediatel i Di “t. : :
' mmediately notify the Director of such fact Language provided in new CS Rules
RULE 20. AMENDMENTS AND EFFECT OF THESE RULES
I 2C.1 Amendment of Rules. The Board, with the approval of the Schoo]
Board may at any time abeolish, alter, change, make additicns to, or otherwicc
amend these rules after reascnable notice and an oppertunity for a public hear-—
ing shall first have been given. Any work ruies, policies or agreements of the
School Board inconsistent with these rules shall pe nuil and veid, unless and
' until approved by the Civil Service Board.
20.2 Repeal of Certain Rules. All rules and parts of rules now or
heretofore existing fcr the conduct of the affairs of the Board of Civil Service
I of the City of Duluth as they relate to the Schocl Board and school district ace
expressly repealed by these rules.

l 20.3 Rules Shall nct Apply to Pending Proceedings. These rules shall

not apply to any proceeding or proceedings where charges have been preferred

against any employee now pending befcre the Board.
20.4 Veteran's Preference Provisions. Nothing in these rules shall be

construed so as to deprive any veteran as so defined for purposes of said statute

of any rights to which he is entitled upd=zr IMinnesota Statures, Sections 197.45

and 197.46, commonly known as the Vereran's Freference Act, except that
Rule 17.1 (b) of these rules shall apply to all employees in the classified
service and shall not be construed to be in derogation of said statutes.
20.5 These rules shall take offect and ve in force immediately upon
appvoval by the School Board and Civil Service Board and its publication.
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APPENDIX I

cerpt from the Charter cf the City of Duluth, Establishing Civil Service

Not appended in in new rules
CHAPTER ¥

Section 35. Tnere is hereby established a <civil service boasrd, wivlon shall
onsist of three members, who shall be appointec by the council, and shall serve
thout compeasation, and whose teim of office shall be for sy yoovs, excont ag
1 in next nrovided. The zouncil first electes under this charter, as 3000 as
herein I »

practicable af ter its clection, shall appoint one member of said Board teo zecve
for two years, one member to serve for four years, and one member to serve fov

six years. Any vacancies in the Board shall be filled by the council for the
ired term. A
unexpire Not appended in in new rules

APPENDIX II

“

. Laws of Minnesota 1967, Chapter 252, as amended by Chapter €82, S.F, 2757,
. Laws of Minnesota 1971.

BE IT ENACTED BY THE LEGISLATUPE CF THE STATE OF MINNESGTA:

Section 1., (EMPLOYEES TO BE CLASSIFKFIED.) The employees of special school
district Nc. 3, Duluth, Minnesota, shall be eligible to be classified and shall
be classified as employees under the provisions of the charter of the city of
Duluth pursuant to whicn a civil service board has been or may be estavlishead,

Section 2. (WHO ARE EMPLOYEES.) The term "employees', as uvsed ia this act,
shall not include members of the school board, superintendent of schools, asgistant
superintendents of schools, teachers, cther employees of the school district whese
positions require them to be certified pursuant to rules and regulations adogted
by the state board cof education, directors, administrative assistanis, depuaty
clerk and purchasing agent, supervisors, advisors, coordinators, phbysicians,

attorney, nurses, and temporary emplovees.

Section 3. (CLERK TO CERTIFY LIST.) It shall be the duty of the clierk of
the board of education promptly to furnish the secretary of any such civii service
board a list of the employees of the school board, together with a statement of the
duties performed by them, and the salaries paid to them, and it shall thercupon
become the duty of the civil service board to classify such employees under the
rules of said civil service board, said classification to be subject to final

approval of the school board.

Section 4. (PRESENT EMPLOYEES TO KETAIN POSITIONS.) Ewmployees of the schicol
board who are regularly employed by the board at the time of the classification of
the employees by the civil service board as provided in Laws 1933, Chapter 25,

shall retain their positions unless removed for cause.

(EFFECTIVE DATE.) This act shall become effective upon approvat

Section 5.
Duluth, Miannesota, and

by the governing body of special schocl district Noc. 3,
upon compliance with Minnesota Statutes, Section 645.021, and

WHEREAS. This law shall become effective upon its approval by resoluticn
adopted by a majority vote of the school board of said districec;
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NOW, THEREFORE, BE IT RESOLVED, by the Board of Education of the City of
puluth, as the governing body of Special School District No. 3, that Chapter 252,

Laws of Minnesota 1967, be approved, and that the Clerk of the Board be instructed
to file a certificate of approval of said special law with the Secretary of State
of the State of Minnesota as required ia Minnescta Statutes 645.021.

Not appended in in new

rules, remains applicable
until change in law.

APPENDIX T13

LAWS OF MINNESOTA 1969, CHAPTER 699

Section 5. Laws 1933, Chapter 35, and acts amendatory thereto, shall apply
and extend to the employees of the school board of the independent district hereby
created including those employed irn the annexed territory. —
Not appended in in new
rules, remains applicable
until change in law.

APPENDIX IV

LAWS OF MINNESOTA 1971, CHAPTER 711, H.F. NO. 2127

709, St. Louis

Section 1. The school board of Independent School District No
County, Minnesota, is hereby empowered to adopt by policy, rule cr agrcomllt a
provision for the mandatory retirement of all employees of the school disirict on
or after their 65th birthday but in no event later than their 68th birthday for
certified employees and 67th birthday for all civil service e¢mployees.

Provided in new CS Rules

APPENDIX V

List of Classified Positions, Independent School District No. 709, St. Louis

County, Minnesota.

RESOLVED, That the class titles of the various positions in the classified
service of Independent School District No. 709, St. Louis County, Minnesota, as

provided by the terms and provisions of Laws of Minnesota 1933, Chapter 35, and
Laws of Minnesota 1967, Chapter 252, and any acts amendatory therecof, and which
> Civii

said class titles have been duly presented to this School Board by the
Service Board of the City of Duluth, be and same are hereby in all things approved

and adopted.

RESOLVED: FURTHER, That said class titles as so presented to this School Board

by the Civil Service Board of the City of Duluth, be and same are hereby ordered
filed and made a permanent record in the office of the Clerk of the Board.

School Records Clerk I

Schooi Records Clerk II
School Records Clerk IT)
School Reccrds Clerk 1V

Engineer IV
Engineer V
Fireman 1
Fireman IIX

Accountant
Automotive Mechanic
Automotive Shop Foreman

Buyer
Cafeteria Cook Fireman I11I School Secretary I
Cafeteria Helper Junior Accountant School Secretary II
Cafcteria Manager Keypucchh Operator 1-11 School Secretary III
Carpenter faintenance Toreman Schocl Secretary 1V
Carpenter Foreman Mechan.:al Shop Foreman School Secretary V
School Secretary VI

Electrical Foreman

Electrician

Engineer I
Engineer 1
Engineer I

1
11

Paiuter

Painter Foreman
Printer i

School Bus Driwver
School Custondian
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Stcrekeeper
Systems Analyst Programmer
Systems Maintenancenan
Transportation Foreman
Utilityman I
Utilityman I
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ANDREW & BRANSKY, p.A. ATTORNEYS AT Lpw

Thomas F. Andrew

Timothy W. Andrew™

April 10, 2015 Aaron R. Bransky*
Jane C. Poole

* . T
also licensed to proctive in Wisconsin

+ Labor & Employmens Law Certified Specinlise

Mr. Sam Michelizzi

President Firemen & Oilers, Chapter 956
8109 Vinland Street

Duluth, MN 55810

Re:  ISD 709 Civil Service Rules
Dear Sam:
Enclosed please find updated Civil Service Board (“CSB”) rules for Independent School

District No. 709. These proposed CSB rules are based on our meetings and discussions, and my
review of the following information:

the current CSB rules for ISD 709;

the CSB rules for the City of Duluth;

the Union’s current Labor Agreement with ISD 709; and,
the School District’s proposed CSB rules for ISD 709.

The purpose of this letter is to summarize the changes made to the current CSB rules that are
reflected in the Union’s proposed CSB rules,

Current CSB Rules That Were Removed

The following portions of the current CSB rules were removed:

a) Eligible Lists

b) Applications

c) Tests

d) Certifications

e) Provisional and Extra Positions (with the exception of Rule 9.4)
f) Service Ratings

g) Certification of Payroll

I removed items a) — d) because Article 22 of the Labor Agreement states “those provisions
of the [CSB rules] having to do with eligible lists, applications, tests, and certifications shall not
be applicable to the hiring of persons whose positions fall within classifications covered by the
[Union].”

302 West Superior Street, Suite 300 «  Duluth, MN 55802-5125
Telephone 218.722.1764 Fax 218.722.6137
S



Mr. Sam Michelizzi
April 10, 2015
Page 2

I removed item e), “Provisional and Extra Positions,” because | understand provisional
appointments are no longer made in accordance with this rule. Rule 9.4 which governs “Exira
Positions” has been moved to Rule 7.5 in the Union’s proposed rules. 1removed items f) and g)
because I understand that those provisions are not being followed and are no longer applicable,

Current CSB Rules That Were Maintained With Minor Changes

The following provisions were substantially unchanged, with only minor updates or
corrections:

a) Classification Plan (some terms were changed)

b} Layoff

c) Probation (changed to “Probation and Temporary Positions,” added former Rule 9.4)
d) Transfers

e) Demotions

f) Suspensions

g) Removals

h) Resignations

i} Amendments and Effects of these Rules

Current CSB Rules That Were Edited

The following provisions were edited in more detail:

a) Adoption (changed to “Purpose™)

b) Definitions

c) Civil Service Board and Director (changed to “CSB Duties and Administration,”
substantially the same as the City CSB rules)

d) Leaves (language matches Labor Agreement, Article 13)

e) Appendix A- C

Please let me know if you have any questions or concerns regarding this matter.
Sincerely yours,

oo

Jane C. Poole
Jpoole@duluthlawfirm.com

JCP/mlc
Enclosure
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CIVIL SERVICE RULES

INDEPENDENT SCHOOL DISTRICT NO. 709

Rule 1  Purpose

Rule 2 Definitions

Rule 3 Civil Service Board Duties and Administration
Rule 4  Classification Plan

Rule 5 Leaves

Rule 6  Layoff

Rule 7  Probation and Temporary Positions
Rule 8  Transfers

Rule 9 Demotions

Rule 10  Suspensions

Rule 11  Removals

Rule 12 Resignations

Rule 13 Amendments and Effect of these Rules

Appendix A Chapter V — Duluth City Charter
Appendix B Laws of Minnesota 1967, Chapter 252 — H.F. No. 1345, as amended
Appendix C  Classification Plan

RULE 1 - PURPOSE

The Laws of Minnesota 1967, Chapter 252 — H.F. No. 1345, and all amendments thereto,
provide that employees of ISD 709 shall be eligible to be classified and shall be classified as
employees under the provisions of the charter of the City of Duluth pursuant to which a Civil
Service Board has been or may be established. The Duluth Civil Service Board has been
established pursuant to Chapter V of the Duluth City Charter. These Rules are approved and
adopted for the conduct of the affairs of ISD 709 relating to the classified service and positions
within the classified service of ISD 709, with the purpose of complying with the Laws of
Minnesota 1967, Chapter 252 — H.F. No. 1345, and all amendments thereto.

RULE 2 - DEFINITIONS
The following definitions shall apply to these Rules:

Appointing authority. The School Board or a staff officer delegated to perform those functions
required of an appointing authority under these Rules.

Board. The Duluth Civil Service Board established pursuant to Chapter V of the Duluth City
Charter.
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Class or class of positions. A group of positions established under these Rules sufficiently
similar in respect to the duties, responsibilities, qualifications, and authority that the same
descriptive title may be used to designate each position allocated to the class.

Classification description. A description of the major duties of each position, examples of tasks
performed, and the minimum qualifications required, and other essential functions of the class.

Classification plan. The classes of positions within the classified service.

Classified employee. Any employee who occupies a position in the classified service, or who is
on leave of absence from such position if such position is held vacant pending the employee’s
return.

Classified service. All positions in ISD 709, whether full time or part time, whether permanent,
seasonal, provisional, or substitute, other than those designated in Laws of Minnesota 1967,
Chapter 252 — H.F. No. 1345, and all amendments thereto.

ISD 709. Independent School District No. 7009.

Permanent position. Any position which has required or which is likely to require services for a
period of more than 120 working days in any calendar year.

Position. A full-time or part-time job in the classified service.

Promotion Test. A test or group of tests held to determine the relative fitness of applicants for
positions allocated to a specific class and open only to employees in the classified service who
have previously served in specified classes for such period as may be prescribed in the applicable
classification description, the public notice of the tests, or by the School District.

Re-Employment List. A list of persons who have occupied permanent positions allocated to any
class in the classified service, who have been separated from service, and who are entitled to be
appointed to vacancies in the class ahead of those whose names are on the employment list for
the class.

School Board. The School Board of ISD 709.
Secretary. The manager of human resources for the City or the manager’s designee.
Substitute Appointment. An appointment to fill a temporary vacancy in a permanent position

caused by the temporary absence of the regular incumbent because of sickness, special leave of
absence, military leave of absence, or other similar cause.

Temporary or extra position. Any position in the school district which requires or is likely to
require the services of any incumbent for a period of 120 working days or less.
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Title, class title, or classification title. The designation given under these Rules to a class, to each
position allocated to the class, and to the incumbent of each position allocated to the class.

RULE 3 - CIVIL SERVICE BOARD DUTIES AND ADMINISTRATION
3.1 Duties of the Board.

@ The Board shall oversee compliance with these Rules. The Board may investigate any
allegation of a violation of these Rules. If the Board rules that there has been a violation, it can
recommend a remedy to the appointing authority.

(b) In addition to the authority and responsibility conferred upon the Board by Chapter V of
the Charter and by the provisions of these Rules, the Board shall act in accordance with the
authority and responsibility conferred upon it by any provision of any collective bargaining
agreement to which ISD 709 is a party.

(© The Board shall serve as a veteran’s hearing board for ISD 709 employees as provided by
Minnesota law.

(d) All new Board members shall participate in training regarding the role of the Board,
employment laws and other pertinent human resources topics necessary to carry out their duties.

(e All Board members shall participate in annual training regarding applicable employment
laws and pertinent human resources topics.

3.2 Meetings of the Board.

All meetings of the Board shall be open to the public as required by state law. A simple
majority of the Board membership then serving shall constitute a quorum for meeting purposes.
Any meeting shall be adjourned in the absence of a quorum. Regular meetings of the Board shall
be scheduled once per month. The Board shall make the determination of whether to hold or
cancel meetings when there is no business requiring Board action. Special meetings of the Board
may be held at any time on the call of the Secretary or the Board chair, or pursuant to standing
rules of the Board.

3.3 Duties of Secretary to the Board.

@) The Secretary shall act as the Secretary to the Board, attend meetings of the Board,
prepare matters that require Board action and prepare the Board minutes.

(b) The Secretary shall serve as a nonvoting ex officio member of the Board and shall have
the right to participate in Board discussions.

(c) The Secretary shall arrange for all training of the Board required by these Rules.
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3.4  Civil Service Administration, Duties of the Secretary.

Unless otherwise provided herein, the Secretary shall have all powers necessary to
administer the functions and provisions of these Rules.

RULE 4 - CLASSIFICATION PLAN
4.1 Classification Plan.

The classes of positions named in Appendix C of these Rules shall constitute the
classification plan for positions in the classified service of 1SD 709; provided, that the Board,
with the approval of the School Board, may hereafter amend the classification plan by providing
for the establishment of new classes, the abolishment of existing classes, or for the combination
of two or more classes.

4.2  Classification Descriptions.

The Secretary shall maintain in the office of the Board accurate, complete and up-to-date
classification descriptions for each classification named in Appendix C of these Rules, as
adopted by the Civil Service Board, and the classification description shall include the date of
adoption or last amendment.

4.3  Requirements of Classification Descriptions.

Classification descriptions shall include a statement of duties of each class of positions,
examples of tasks performed by employees holding positions with the class, and the minimum
qualifications required of applicants for positions within the class.

4.4  Classification Descriptions to have Force and Effect.

The classification descriptions for the various classes of positions are hereby declared to
have the force and effect as specified hereafter in Rule 4.5.

45  Interpretation of Classification Descriptions.

@ The classification descriptions are intended to indicate the kinds of positions that should
be allocated to the respective classes as determined by their duties, responsibilities and
qualification requirements, but the use of a particular expression or illustration as to duties,
qualification requirements or other attributes shall not be held to exclude others not mentioned if
such others are similar as to kind or quality.

(b) In determining class to which any position should be allocated the classification
descriptions for each class shall be considered as a whole. Consideration is to be given to the
general duties, the specific tasks, the responsibilities, the required and desirable qualifications,
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and the relationships to other classes as affording together a picture of the positions that the class
is intended to include.

(© Titles, as far as possible, are intended to be suggestive of the kind of work performed by
the incumbent of the position and indicative of the rank.

(d) The duties statement shall be construed as a general description of the kind of work
performed by the incumbent of a position that properly is allocated to the class, and not as
prescribing or limiting what the duties of any position shall be.

(e The typical tasks shall be construed as examples only, illustrative of the duties as outlined
by the general statement, although these examples are not intended to be complete or exclusive,
and the fact that the actual tasks performed by the incumbent of a position do not appear therein
shall not be taken to mean that the position is necessarily excluded from the class, provided that
the tasks constituting the main work or employment are duly covered by the general statement of
duties and provided further that any one example of a typical task, taken without relation to the
general statement of duties and all other parts of the classification descriptions, shall not be
construed as determining whether a position shall be allocated to the class.

U] The statement of required and desirable qualifications constitutes a part of the description
of the kind of employment by expressing the minimum and desired qualifications expected of
any new appointee if he is to perform the work properly, and is to be so construed, and not as
imposing in itself any new or additional requirements for the filling of positions, and although
they may not be mentioned in the qualifications statement, such qualifications as should properly
be required in common of the incumbents of all positions -- such as good physical condition,
freedom from disabling defects, suitable age, honesty, sobriety and industry -- are taken for
granted.

4.6  Amendments to Classification Descriptions.

The Civil Service Board may revise the classification descriptions for any class when in
the opinion of the Board such a revision is necessary; provided, that when changes in
classification descriptions are made the School Board shall be given written notice three (3) days

preceding a School Board meeting and said changes become effective on the third day after said
meeting; and said changes shall be recorded in the minutes of the regular School Board meeting.

4.7  Allocation of Positions.

Positions in the classified service are hereby allocated to classes in the classification plan
as shown in Appendix C at the time these Rules take effect and the title of the class shall
forthwith become the title of such positions for all official purposes.

4.8 Allocation of New Positions and Re-allocation of Old Ones.

Whenever a new position is established or the duties of an existing position are so
changed that in effect the old position as described no longer exists and in its place there is

5
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created a position which should be allocated to a different class, the appointing authority shall
forthwith report this fact to the Board with a full statement of the circumstances and a description
of the duties as changed; the Board shall thereupon, after an investigation of the actual and
proposed duties, responsibilities, and qualification requirements, classify or re-classify the
position, subject to the approval of the School Board by allocating the position to its appropriate
class in accordance with the classification plan then in effect, and if necessary, a new class shall
be established to provide for the new position, subject to the approval of the School Board.

4.9  Board May Investigate Positions.

The Board may from time to time of its own motion make investigations of any or all
positions in the classified service, and may, in accordance with these Rules, make changes in the
allocation of positions whenever the facts are such as to warrant such action, subject to the
approval of the School Board provided, that no change in the allocation of any position shall be
made until the appointing authority and the employee holding the position shall have had
reasonable opportunity to be heard.

4.10 Incumbent May Retain Re-Classified Position.

Where a position has been reclassified by the Civil Service Board, and approved by the
School Board, the incumbent of the former position shall be classified to the new position
without examination.

RULE5 - LEAVES
5.1 Sick Leave.

New employees holding a position in the classified service who have served at least six
(6) months of the required probationary period (except those whose probation is extended under
Rule 7.2) shall be granted sick leave with full pay at a rate of accumulation which is determined
by the School Board. To obtain approval for use of sick leave, employees must notify their
supervisors, as soon as possible, but not later than the time they are scheduled to report for duty,
except when past practice has established an earlier notifying time. Employees will obtain prior
approval for the purpose of medical, dental, optical examinations or treatments, except where
emergency precluded prior notice and approval.

5.2  Sick Leave May be Accumulated.

In the event that an employee does not take the full amount of sick leave allowed in one
(1) year, the amount not taken may be accumulated from year to year up to a total, which is
determined by the School Board. With the unanimous recommendation of the Board, approved
by a majority vote of the School Board, sick leave with full or partial pay may be granted beyond
the maximum specified accumulation when, in the judgment of said Board and School Board, it
is deemed to be justified.
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5.3 Sick Leave Defined.

@) Sick leave is hereby defined to mean the absence of an employee because of illness,
exposure to a contagious disease, providing care to a husband, wife, mother, father, other legal
dependent, or legally appointed guardian requiring this care or death in the immediate family.
“Legal Dependent” shall mean minor unmarried children under the age of eighteen (18) years
and dependent students under the age of twenty-five (25) years actually dependent upon the
employee.

(b) Full pay for absence not to exceed five (5) consecutive days, shall be allowed for any one
(1) death in the family. The appointing authority shall evaluate the particular circumstances in
each case and shall have the final authority in determining the number of allowable days. This
leave shall be deducted from sick leave.

(© Definition of "family" under death in family shall constitute members of the immediate
family which for the purpose of this section, shall mean spouse, father, mother, brother, sister,
child, grandparent, grandchild, aunt, uncle, niece, nephew, father-in-law, mother-in-law, sister-
in-law, brother-in-law, son-in-law or daughter-in-law. This shall also apply to foster relationships
of the above listed categories.

(d) Not more than three (3) days may be allowed for attendance upon a member of the
immediate family requiring the care and attendance of such employee, with the exception that
not more than five (5) consecutive days may be approved for this purpose if supported by a
written statement from the attending physician, including an explanation of why the employee's
attendance is necessary. Simple illness or disability in the immediate family not requiring
emergency medical treatment or professional attention is excluded.

(e) No employee, unless officially assigned to special duty, shall be granted sick leave for
any injuries or illness resulting from any gainful employment on any job other than his/her
regular School Board employment.

U] Any employee removed from the payroll because he/she has used all accumulated
vacation and sick leave shall be considered to be on leave not to exceed one (1) year and shall be
reinstated in his/her position upon filing with the Board a certificate of physical fitness to
perform the duties of his/her position, signed by a doctor who shall be chosen and compensated
by the Board.

5.4  Former Employee May Have Sick Leave Reinstated.
A former employee in the classified service of the School Board, who is reinstated within
thirty (30) days after resignation, shall have his/her previously accumulated and unused balance

of sick leave reinstated and placed to his/her credit.

55 Certificate of Sick Leave.
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If an employee is absent from duty because of personal illness for more than three (3)
consecutive days, or absent the day before and/or the day after a holiday because of personal
illness, it will be necessary for him/her to file a certificate of illness from a reputable physician,
osteopath, chiropractor, dental surgeon, or Christian Science Practitioner.

In lieu of a medical certificate, when such certificate would normally be required, the
employee’s signed statement explaining the nature of his/her illness may be accepted when it is
unreasonable to require a medical certificate because of shortage of physicians or remoteness of
locality. If an employee is believed to be abusing sick leave privileges, he/she shall be advised
that because of his/her questionable sick leave record, a medical certificate may be required for
each subsequent absence or sick leave, whether or not such absence exceeds three (3) days;
failure to furnish such written explanation shall preclude such employee from being allowed
such absence as sick leave, but such employee may appeal such directive to the Civil Service
Board.

5.6  Special Leave of Absence.

Any employee holding a position in the classified service who is mentally or physically
incapacitated to perform his/her duties or who desires to engage in a course of study such as will
increase his/her usefulness on his/her return to the classified service, or who for any reason
considered good by the appointing authority desires to secure leave from his/her regular duties,
may, on written request approved by the appointing authority and the Board, be granted special
leave of absence without pay for a period not exceeding one (1) year, which leave may be
extended up to one (1) additional year.

5.7  Special Leave to be in Writing.

Any employee asking for special leave without pay shall submit, on forms prescribed by
the Board, his/her request for special leave stating the reason the request should be granted, the
date when he/she desires the leave to begin, and the probable date of his/her return.

5.8  Special Leave of Absence (Parental).

Up to six (6) months of unpaid parental leave shall be granted to a father or mother in
conjunction with the birth or adoption of a child. In order to be eligible for parental leave, the
employee must commence the parental leave no more than six (6) weeks after the birth or
adoption of the child, and must request the parental leave in writing in accordance with Rule 5.6
and 5.7 at least two (2) months in advance of the commencement of the leave. Upon expiration
of the parental leave and return to work, the employee shall be assigned to the employee's former
position unless it has been eliminated.

If during parental leave the School District experiences a layoff and the employee would
have lost his/her position, pursuant to the layoff provisions of these Rules, had the employee not
been on parental leave, then the employee is not entitled to reinstatement in the employee's
former position and, in such circumstances, the employee shall retain all layoff and re-
employment rights as if the employee had not been on parental leave.
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Any leave taken under this Section shall reduce the length of leave for which the
employee is eligible under the Family and Medical Leave Act for birth or placement of a child
and any unpaid leave taken under the Family and Medical Leave Act for birth or placement of a
child shall reduce the length of leave for which the employee is eligible under this Section.

Employees may request that parental leave be extended beyond six (6) months. Any such
extension shall be subject to the mutual agreement of the School Board, with the approval of the
Board.

5.9  Board to Determine Status of Employee on Return.

For each separate case of special leave without pay, the Board shall, at the time it
approves the leave, determine whether the employee granted such leave shall be entitled to
his/her former position on his/her return from such leave or whether his/her name shall be placed
on the re-employment list for the class.

5.10 Military Leave of Absence.

Any employee while holding a permanent position in the classified service of the School
Board, who shall become a member of the Armed Forces of the United States in time of war or
other emergency declared by proper authority or who shall hereafter become a member of said
Armed Forces during said time, shall be granted a leave of absence without pay for the term of
said military service and shall, upon receiving a discharge from such military service, be
reinstated to said position.

5.11 Reinstatement of Employee on Military Leave of Absence.

Reinstatement of any employee on military leave of absence shall be at the same salary
which he/she would have received had he/she not taken such leave and shall be upon the
following conditions:

(a) That the position has not been abolished;

(b) That the employee is not physically or mentally disabled from performing the duties of
such position;

(c) That the draftee or enlistee makes written application for reinstatement to the appointing
authority within ninety (90) days after termination of service and the employee assigned
to training duty makes application for reinstatement within forty-five (45) days;

(d) That he/she submits to the appointing authority an honorable discharge or other form of
release by proper authority indicating that his/her military or naval service was
satisfactory.
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5.12 Employee Not to Lose Civil Service Rights.

Upon reinstatement of any employee who has been on military leave of absence, said
employee shall have such rights as provided in federal and state laws and regulations.

5.13 Employee on Probation May Receive Military Leave of Absence.

Any employee who has been appointed to a permanent position in the classified service
of the School Board who, subsequent to September 16, 1940, shall have become a member of the
Armed Forces of the United States in time of war or other emergency declared by proper
authority, or who shall hereafter become a member of said Armed Forces during said time, who
has not served the required probationary period for said position at the time of becoming a
member of said Armed Forces shall, with the approval of the appointing authority and the Board,
at the date that he/she becomes a member of the Armed Forces of the United States, be
considered to have completed said probationary period and shall thereafter have full Civil
Service status as though a full probationary period had been served and shall be granted a
military leave of absence in accordance with these Rules, and shall, upon completion of such
military service, if he/she is physically and mentally able to perform the duties of the position, be
reinstated to the position which he/she held at the time of becoming a member of said Armed
Forces in accordance with the rules hereinbefore set out.

5.14 Vacancy Caused by Military or Special Leave of Absence to be Known as a
Temporary Vacancy in Permanent Position.

A vacancy created by an employee receiving a military or special leave of absence shall
be known as a temporary vacancy in a permanent position, and any person appointed to fill such
a temporary vacancy in a permanent position shall be known as a substitute in that position and
said substitute shall acquire only such Civil Service rights as are hereinafter specifically provided
in this Rule.

5.15 Name of Substitute to be Placed on Re-Employment List.

The name of any person appointed to a temporary vacancy in a permanent position as a
substitute and who has been certified from an eligible list shall, upon the reinstatement of regular
incumbent, be placed upon the re-employment list. Any employee so promoted shall revert to
his/her former class upon the reinstatement of the regular incumbent.

5.16 Substitute may be Appointed as Regular Incumbent.

If it shall have been determined that the regular employee who has been on a leave of
absence is physically or mentally unable or elects not to return to said permanent position, the
status of the substitute shall be changed to permanent if he/she had been assigned to the position
by transfer and promotion or, for an entry level position, selected through a School Board
approved process of screening and interviews. When neither process has been followed, the
position will be declared vacant. If the employee's status is changed to that of permanent, the
time spent working in the assignment will be credited for seniority purposes in the new class.

10
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5.17 Name of Substitute may be Placed on Re-Employment List if Called into Armed
Forces.

The name of any substitute appointed from an eligible list, who, while acting as such,
becomes a member of the Armed Forces of the United States in time of war or other emergency
declared by proper authority, shall be placed upon the re-employment list for the proper class, if,
within ninety (90) days after receiving an honorable discharge from said Armed Forces said
substitute shall file a written request with the Board and if said substitute is mentally and
physically capable of handling said position, provided that if the name of more than one such
substitute is placed upon said re-employment list, such names shall be arranged on said list in the
order of original appointment.

RULE 6 - LAYOFF
6.1 Layoff Rule.

@ When it becomes necessary through lack of funds or for other cause, for which the
employee is not at fault, to reduce the number of employees in a given class, temporary and
provisional employees shall be the first to be laid off, and thereafter decrease of the number of
employees shall be accomplished, first, by laying off the least senior employee in the class or if
he has seniority in a lower class, demoting him to such lower class, providing the least senior
employee in the lowest class to which demotion is made as a result of reduction in any higher
class shall be laid off if layoff was not made in a higher class, provided that for the purpose of
layoff an employee shall have seniority in each class in which he previously completed a
probation period, such seniority to be computed on time served in that class and all higher
classes.

Provided, that where it is determined that two or more persons in the class in which layoff
or reduction is to be made have equal seniority in the class, the order of layoff or reduction in
such tie cases shall be determined by the total years of service with the school district, and if a tie
still exists, from an average of the three last and most recent efficiency ratings, or, in the case of
employees with less than three such efficiency ratings, by such ratings or average of such ratings
as such employees have received.

Provided, further, that any person reduced under the provisions of this section shall have
the same rights with respect to seniority in the higher class as if he had been actually so
employed.

@) The Board shall have authority to enforce compliance with the regulations embodied in
this section.

(b) The employee has the physical fitness and ability to perform the duties of the lower
position.
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(© Demotions made in accordance with this section are not subject to the requirements for
hearings, reasons, and approval contained in Rule 9.

6.2  Appointing Authority to Notify Employee of Layoff.

The appointing authority shall notify in writing the employee or employees to be laid off
and shall forthwith transmit to the Secretary the names of those so notified.

6.3  Name of Employee Laid Off to be Placed on Re-Employment L.ist.

The School Board shall enter on the appropriate re-employment or qualifying list the
names of those eligible for re-employment and those who desire to be re-employed when
vacancies occur.

RULE 7 - PROBATION AND TEMPORARY POSITIONS
7.1 Probation Period.

Any person appointed to a position in the classified service shall be on probation for a
period of six (6) months, unless a different period is specified in the classification description;
provided, that if any employee has been paid off or demoted without fault on his part, and has
completed his probationary period and is appointed to a position in the same class or another
class in which he has previously served a probationary period, he shall not be required to serve a
second probationary period; provided further, that if an employee is laid off or demoted without
fault on his part during the probationary period, and is appointed to a position in the same class
form which he was laid off or demoted, the probationary period already served shall be carried
over to the new appointment.

7.2  Rejection on Probation.

The appointing authority may at any time before the expiration of the probation period
fixed according to these Rules reject for cause any person appointed to a position; provided, that
the appointing authority shall forthwith report to the Secretary in writing each rejection on
probation, stating the date the rejection becomes effective and the reasons for the rejection. If
the appointing authority is not satisfied that a probationer’s work or attitude is sufficiently
satisfactory to warrant his recommending that the employee be granted permanent status, he may
recommend extension of the employee’s probationary period for a specified period of time not to
exceed six (6) months; provided, the recommendation shall be submitted to the Board in writing
at least fifteen (15) days before the date the employee’s probationary status expires. A copy of
such recommendation for extension of probationary period shall be furnished the employee.

7.3 Name of Rejected Probationer may be Placed on Re-Employment List.
Any probationer rejected as provided in the preceding section shall be considered

permanently separated from the position he has held; provided, that an employee promoted and
then rejected during the probation period shall have the right to assume the position from which
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he was promoted if it is not occupied by a permanent employee, and that in case he is not
restored to his former position, the School District shall place his name on the re-employment list
for the class from which he was promoted and upon the reemployment list of all lower classes in
the same series.

7.4  Appointing Authority to Notify Secretary of Probationer’s Work.

Within ten (10) days preceding the end of the probation period, the appointing authority
shall report to the Secretary in writing whether in his opinion the employee’s work has been such
as to indicate that he is able and willing to perform his duties in a satisfactory manner.

7.5  Extra Positions to Become Permanent After 120 Days.

When a temporary employee has been employed for approximately 120 days, the
appointing authority shall determine if the position is to be considered a permanent one. If the
position is to be considered permanent, the temporary employee shall be displaced as soon as
arrangements can be completed for the regularly certified employee to begin work, provided that
the temporary employee shall not be permitted to work beyond the 120 working days.

RULE 8 - TRANSFERS
8.1 Transfers.

The transfer of an employee from a position in one class to another positon in the same
class shall be called a transfer and may be made by the appointing authority.

8.2  Transfer may be Considered Promotion.

Any transfer of an employee involving a change from a position in one class to a position
in another class for which higher maximum rate of compensation is prescribed shall be
considered a promotion.

8.3  Transfer may be Considered Demotion.

Any transfer of an employee involving a change from a position in one class to a position
in another class for which a lower maximum rate of compensation is prescribed, whether such
transfer does or does not involve an immediate reduction in pay, shall be called a demotion and
may be made upon the recommendation of the appointing authority with the approval of the
Board after the employee to the demotion has had an opportunity to be heard.

8.4  Employee May Request Transfer.
Any employee holding a position in the classified service who desires to be transferred to
another position in the same class or another class where there is not a higher rate of

compensation, may inform the Director of Personnel of the school district in writing of such
desire, stating his reasons therefor, and the Director of Personnel shall, if he considers the
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reasons sufficient and he thinks such a transfer will be for the good of the School Board service,
call to the attention of the supervisors concerned the desire of the employee to be transferred;
provided, that the Director of Personnel may take the initiative in recommending transfer when
he considers such action for the good of the School Board service.

RULE 9 - DEMOTIONS
9.1 Reduction Allowed.

Upon the request of an employee or by the appointing authority an employee may be
reclassified from a higher to a lower classified position, which in the discretion of the Board, the
employee is eligible to fill; provided, this section shall not prevent the removal of the employee
under Rule 11.1(b) nor his right for a hearing under Rule 11.6.

9.2  Appointing Authority Shall Make Recommendations to Board for Demotion.

Any appointing authority proposing the demotion of any employee shall make his
recommendation in writing to the Board, and shall supply the employee with a copy of such
recommendation, and such recommendation shall give the future date on which the proposed
demotion is to become effective, the class to which it is proposed to demote the employee, the
new rate of pay, and other information that the Board may require, including the specific reasons
why such demotion is or the good of the school district service; provided, that the
recommendation shall also advise the employee that he may within five (5) days file a written
answer with the Board and ask for a hearing.

9.3 Board May Grant Hearing Where Demotion is Proposed.

When the appointing authority recommends the demotion of any employee, the Board
may, upon its own in initiative, and shall, upon the request of the employee concerned within ten
(10) days, hear the employee and determine whether the proposed demotion is justified and for
the good of the school district service. After such hearing and investigation or upon the
expiration of the five (5) days, if no communication is received from the employee, the Board
shall forthwith approve or disapprove the recommendations of the appointing authority and so
notify the appointing authority and the employee.

RULE 10 - SUSPENSIONS
10.1  Suspension.
Any appointing authority and, in his absence, the officer acting in his place, may for
disciplinary purposes suspend without pay any employee under supervision from the performance
of his duties for one or more periods aggregating not more than thirty (30) days in a calendar year

or on account of inefficiency, incompetency; misconduct, negligence, insubordination, disloyalty,
or other sufficient cause.
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10.2 Board may Investigate Suspension.

The Board, upon the petition of the employee suspended, or upon its own motion, may
investigate the suspension, and if it is the opinion that such suspension is unjust or made in error,
or that the punishment inflicted was too severe, may restore pay in whole or in part to the
suspended employee.

10.3 Employee to be Notified of Suspension.

In case any appointing authority or the officer acting in his place suspends any employee,
he shall forthwith give written notice to the suspended employee stating the reason for the
suspension and duration thereof, and shall forthwith personally deliver such written notice to the
employee or mail it to his last known address, he shall also forthwith send to the Board a copy of
such notice sent to the employee. Such notice shall also advise the employee that he may within
five (5) calendar days from the date on which notice is mailed file any answer with the Board,
may request that the Board investigate the charge and may request an opportunity to be heard in
his own behalf.

RULE 11 - REMOVALS
11.1 Removals.

€)) Except as provided in Rule 11.1(b) any employee holding a position in the
classified service who has completed the probation period prescribed in accordance with these
Rules may be removed only for cause, that in no case may an employee be removed on account
of his religious or political opinions or affiliations or for refusing to contribute to a political fund
or to render political service.

(b) All classified employees who have attained the age of 65 years shall be retired;
provided the classified employees hired prior to July 1, 1965, and who are not under the
coordinated PERA-OASI retirement plan, may work to age 67, unless disabled from performing
such work.

11.2 Causes for Removal.

The following shall be sufficient causes for removal, though removals may be made from
causes other than those enumerated.

€)) That the employee is incompetent or inefficient in the performance of his duties.

(b) That the employee has been wantonly carless or negligent in the performance of
his duties.

(c) That the employee has been brutal in his treatment of public charges, fellow
employees, or other persons.
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(d) That the employee has been offensive in his conduct toward his fellow employees
or the public.

(e That the employee has some permanent or chronic physical or mental ailment or
defect which incapacitates him for the proper performance of his duties.

()] That the employee has violated any lawful or official regulation or order or failed
to obey any lawful and reasonable direction given him by his superior officer when such violation
or failure to obey amount to insubordination or serious breach of discipline which may
reasonably be expected to result in a lower morale in the organization or to result in loss,
inconvenience, or injury to the city or to the public.

(9) That the employee has taken for person use a fee, gift or other valuable thing in
the course of his work or in connection with it when such fee, gift or other valuable thing is given
him by any person in the hope or expectation of receiving a favor or better treatment than that
accorded other persons.

(h) That the employee is engaged in a private business or in an outside trade or
occupation when the duties of his position, as prescribed by law or regulation or by his official
superior, require his entire time for their performance.

Q) That the employee has failed to pay or make reasonable provision for the future
payment of debts.

() That the employee has been convicted of a criminal offense or of a misdemeanor
involving moral turpitude.

(K) That the employee, through negligence or willful conduct, has caused damage to
public property or waste of public supplies.

() That the employee during his hours on duty has engaged in any form of political
activity calculated to favor or improve the chances of any political party or any person seeking or
attempting to hold political office or when not on duty has engaged in any political party or any
person seeking or attempting to hold political office or when not on duty has engage in any
political activity to such an extent that his efficiency during the working hours has been impaired
or that it has cause him to be tardy or absent from his work.

(m)  That the employee has used or has attempted or caused to be used political
influence in securing promotion, transfer, leave of absence, or increased pay.

(n) That the employee removed public or personal property from his place of
employment without the owner’s or supervisor’s approval.

(0) That the employee knowingly falsified any record or report required or authorized
to be kept by the school district or school board; defrauded the school district; or knowingly
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made a false statement, or misrepresented or concealed any material fact, or deceived or
committed any fraud in any application for employment with the school district.

11.3 Who May File Removal Charges.

The appointing authority, any member of the Board, or any citizen may file written
charges asking for the removal of any employee in the classified service; provided that the Board
shall file charges against any employee in the classified service whose service ratings, as
determined by the reports of the rating officers or by investigation are unsatisfactory for two
consecutive rating period; and provided further, that the appointing authority may suspend
without pay the employee against whom charges are filed, pending the decision of the Board.

11.4 Charges to State Grounds for Removal.

Any charges filed against any employee shall state specifically the cause or causes
enumerated in this rule or other cause considered sufficient to constitute ground for removal, and
in addition, the specific act or acts of the employee constituting such cause; provided, that in no
case shall such vague and indefinite charges as "for the good of the service™ be considered reason
for removal.

11.5 Secretary to Mail Notice of Charges to Employee.

Upon receiving any charges, the Secretary shall forthwith mail one (1) copy by certified
mail to the last known address of the employee against whom the charges are brought. Such
notice shall also advise the employee that he may within five (5) calendar days from the date on
which such notice is mailed file an answer with the Board, may request that the Board investigate
the charges, and may request an opportunity to be heard in his own behalf.

11.6 Board to Investigate Charges.

Upon its own initiative or at the request of the employee, the Board itself or through some
person or Board appointed by it, shall within ten (10) days if practicable and in any case with in
thirty (30) day, investigate the charges, and at the request of the employee or upon its own
initiative, give the employee an opportunity to be heard in his own behalf.

11.7 Board not Bound by Rules of Evidence in Conducting Investigations or Hearings.

The Board, or the person or board appointed by it to investigate charges, may proceed in
an informal manner and in no case shall be bound by the procedure or rules of evidence observed
in courts of record.

11.8 Board may Order Removals, etc.

As soon as practicable after the completion of an investigation and after a hearing is held,
or in case there is no investigation or hearing held, and after the expiration of five (5) days from
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the mailing of the charges to the employee, or as soon thereafter as practicable, the Board shall
act upon the charges and may in its discretion:

@ Order the restoration of the employee to his position without loss of pay or with
reduced pay during the period between the filing of the charges and making of the order.

(b) Order the demotion of the employee to a class for which a lower maximum rate of
compensation is prescribed.

(© Order the removal of the employee from the position in the classified service of
the school district.

11.9 Decision of Board to be Final.

The finding and decision of the Board, or of any person or board appointed by it when
approved by the Board, shall be final and not subject to review by any court except as to the
procedure followed.

11.10 Removed Employee Not Eligible to Compete in Future Tests.

Unless otherwise determined by the Board, no employee who has been removed from the
classified service in the manner enumerated in these Rules shall be allowed to compete in any
future tests held to establish eligible lists.

RULE 12 - RESIGNATIONS
12.1 Resignations.

Any employee in the classified service who wishes to resign in good standing shall give
the appointing authority written notice of at least two (2) weeks, unless the appointing authority
consents to his leaving on shorter notice. Such notice of resignation shall be forwarded forthwith
to the Secretary by the appointing authority, together with a report to the character of the
employee’s services.

12.2 Resignations Without Notice.

If any employee resigns from the classified service without giving the required notice, the
Secretary shall enter that fact on his roster card, and such failure to give the required notice may
be considered sufficient reason for rejecting any future application from him to enter tests.

12.3 Resignations May be Withdrawn.
Any employee who has resigned after giving proper notice may, within thirty (30) days

after termination of employment, and with the consent of the Board and appointing authority,
withdraw his resignation and be restored to the position vacated if it is still vacant or is still filled
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by a temporary employee, and if it is not, he may, upon written request to the Secretary, have his
name placed on the re-employment list for the class.

12.4 Resignation May be Presumed in Certain Cases.

Any employee who is absent from duty for three consecutive business days without
securing leave from his superior office or without notifying him of the reason for his absence and
the time when he expects to return, or who fails to notify the Secretary of his readiness to resume
his duties within five (5) days after the expiration of a leave of absence, shall be considered to
have resigned, and such resignation shall be treated as a resignation without notice and a report
thereof made to the Secretary, unless it can be proven that the employee had sufficient and good
cause for not reporting for duty.

RULE 13 - AMENDMENTS AND EFFECT OF THESE RULES
13.1 Amendment of Rules.
The Board, with the approval of the School Board may at any time abolish, alter, change,
make additions to, or otherwise amend these Rules after reasonable notice and an opportunity for
a public hearing shall first have been given. Any work rules, policies or agreements of the

School Board inconsistent with these Rules shall be null and void, unless and until approved by
the Civil Service Board.

13.2 Repeal of Certain Rules.

All rules and part of rules not or heretofore existing for the conduct of the affairs of the
Board of Civil Service of the City of Duluth as they relate to the School Board and School
District are expressly repealed by these Rules.

13.3  Rules Shall not Apply to Pending Proceedings.

These Rules shall not apply to any proceeding or proceedings where charges have been
preferred against any employee now pending before the Board.

13.4  Veteran’s Preference Provision.

Nothing in these Rules shall be construed so as to deprive any veteran as so defined for
purposes of said statute of any right to which he is entitled under Minnesota Statutes, Sections
197.447 and 197.46, commonly known as the Veteran’s Preference Act, except that Rule 11.1(b)
of these Rules shall apply to all employees in the classified service and shall not be construed to
be in derogation of said statutes.

13.5 Effective Date.

These Rules shall take effect and be in force immediately upon approval by the School
Board and Civil Service Board.
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APPENDIX A
Excerpt from Chapter V of the Duluth City Charter, establishing a Civil Service Board:
CHAPTER V. CIVIL SERVICE.
Sec. 35. Civil service board--established; membership; term of office; vacancies.

There is hereby established a civil service board, which shall consist of five members,
who shall be appointed by the council, and shall serve without compensation, and whose term of
office shall be for six years, except as herein next provided. Without delay, after the size of the
membership of the board is increased to a total of five members, the council shall appoint two
new members, one member to serve an initial term of four years and one member to serve an
initial term of six years. Any vacancies in the board shall be filled by the council for the
unexpired term. (As amended by Ord. No. 9653, 3-15-2004, § 1.)
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APPENDIX B

Laws of Minnesota 1967, Chapter 252 — H.F. No. 1345, as amended by Laws 1971, chapter 683,
section 1, Laws 1983, chapter 161, section 1, Laws 1984, chapter 608, section 5, and Laws 1985,
chapter 176, section 1:

BE IT ENACTED BY THE LEGISLATURE OF THE STATE OF MINNESOTA:
Section 1. Special School District No. 3; employees to be classified.

The employees of special school district No. 3, Duluth, Minnesota, shall be eligible to be
classified and shall be classified as employees under the provisions of the charter of the city of
Duluth pursuant to which a civil service board has been or may be established.

Sec. 2. Independent School District No. 709; Employees; Exceptions.

The term "employees,” as used in this act, shall not include members of the school board,
superintendent of schools, assistant superintendents of schools, teachers, other employees of the
school district whose positions require them to be certified pursuant to rules and regulations
adopted by the state board of education, directors, administrative assistants, clerical or similar
workers, food service workers, educational assistants except for classification and
reclassification of positions, deputy clerk and purchasing agent, supervisors, advisors,
coordinators, physicians, attorney, nurses, and temporary employees.

Sec. 3. Clerk to certify list.

It shall be the duty of the clerk of the board of education promptly to furnish the Secretary of any
such civil service board a list of the employees of the board of education, together with a
statement of the duties performed by them, and the salaries paid to them, and it shall thereupon
become the duty of the civil service board to classify such employees under the rules of said civil
service board, said classification to be subject to final approval of the board of education.

Sec. 4. Present employees to retain positions.

Employees of the board of education who are regularly employed by the board at the time of the
classification of the employees by the civil service board as provided in Laws 1933, Chapter 35,
shall retain their positions unless removed for cause.

Sec. 5. Effective date.

This act shall become effective upon approval by the governing body of special school district
No. 3, Duluth, Minnesota, and upon compliance with Minnesota Statutes, Section 645.021.
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APPENDIX C
STEP A STEP B STEPC

Classification Month | Hour | Month | Hour | Month | Hour
Bus Helper 1,912 11.03 1,993 1150 2,032 1172
School Bus Driver 1l 2,453 1415 2528 1459 2564 14.79
School Custodian Il 1,953 11.26 2,023 11.67 2,061 11.89
Stock Clerk 2,040 1177 2,116 1221 2,153 12.42
Bus Attendant 2,686 1550 2,762 1593 2,795  16.13
School Custodian 11 2,686 1550 2,762 1593 2,795 16.13
Transportation Coder 2,692 1553 2,767 1596 2,801 16.16
Pool Custodian 2,788 16.09 2859 1649 2894  16.69
Utilityperson | 2,811 16.22 2,883 16.63 2,920 16.85
Fireperson | 2,873 1657 2,953 17.04 2,988 17.24
Storeroom Truck Driver 2,873 16.57 2,953 17.04 2,988 17.24
School Bus Driver 1l 2,922 16.86 2,997 1729 3,036 1751
Telecommunications & Video Production Facilitator 2,922 16.86 2,997 1729 3,036 1751
AV Production Technician 2,999 17.30 3,120 18.00 3,157 18.21
Receiving & Distribution Clerk 2,999 17.30 3,120 18.00 3,157 18.21
Fireperson Il 3,071 17.72 3,143 1813 3,180 18.35
Assistant Printer 3,199 18.46 3,268 18.85 3,305 19.06
Tune-up Mechanic 3,199 18.46 3,268 18.85 3,305 19.06
Utilityperson 11 3,365 19.36 3,427 19.77 3,468  20.01
Engineer | 3471 20.03 3547 2046 3582  20.67
Engineer I 3,638 2099 3,710 2140 3,751 21.64
Storekeeper/AV Supplies & Equipment 3638 2099 3,710 2140 3,751 21.64
Utility 111 (No Longer Exists)
Auto Mechanic 3,707 2138 3,782 21.82 3,821 22.04
Draftperson 3,707 2138 3,782 2182 3,821 22.04
Graphic Designer 3,707 2138 3,782 2182 3,821 22.04
Heating/Ventilation and School Equipment 3,707 2138 3,782 2182 3,821 22.04
Maintenance Mechanic 3,707 2138 3,782 2182 3,821 22.04
Pipe Fitter Welder 3,707 2138 3,782 2182 3,821 22.04
Printer Operator 3,707 2138 3,782 21.82 3,821 22.04
Storekeeper/AV Supplies & Equipment 3,707 2138 3,782 2182 3,821 22.04
Systems Maintenance Technology Person 3,707 2138 3,782 2182 3,821 22.04
Carpenter 3,707 2138 3,782 2182 3,821 22.04
Electrician 3,707 2138 3,782 21.82 3,821 22.04
Painter 3,707 2138 3,782 2182 3,821 22.04
Plumber 3,707 2138 3,782 2182 3,821 22.04
Sheet Metal Person 3,707 21.38 3,782 21.82 3,821 22.04
Engineer 111 3,779 2180 3,858 2226 3,895 2247
Printer 3,779 2180 3,858 2226 3,895 2247
Route Coordinator/Trainer 3,779 21.80 3,858 22.26 3,895 22.47
Engineer IV 3,902 2251 3974 2292 4,010 23.14
Print Shop Coordinator/Printer 3,902 2251 3,974 2292 4,010 23.14
Master Electrician 3,921 22.62 3,995 23.05 4,030 23.25
Master Plumber 3,921 2262 3,995 23.05 4,030 23.25

Step A - Beginning Rate

Step B - Effective at end of probationary period
Step C - Effective upon completion of eight (8) years full-time continuous service
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CIVIL SERVICE RULES

INDEPENDENT SCHOOL DISTRICT NO. 709

Rule 1 Purpose

Rule 2 Definitions

Rule 3 Civil Service Board Duties and Administration
Rule 4 Classification Plan

Rule 5 Leaves

Rule 6 Layoff

Rule 7 Probation and Temporary Positions

Rule 8 Transfers

Rule 9 Demotions

Rule 10 Suspensions

Rule 11 Removals

Rule 12 Resignations

Rule 13 Amendments and Effect of these Rules
Appendix A Chapter V = Duluth City Charter

Appendix B Laws of Minnesota 1967, Chapter 252 — H.F. No. 1345, as amended
Appendix C Classification Plan

The Laws of Minnesota 1967, Chapter 252 — H.F. No. 1345, and all amendments thereto,

Rule 1 Purpose

provide that employees of ISD 709 shall be eligible to be classified and shall be classified as

employees under the provisions of the charter of the City of Duluth pursuant to which a Civil

Service Board has been or may be established. The Duluth Civil Service Board has been

established pursuant to Chapter V of the Duluth City Charter.

These Rules are approved and

adopted for the conduct of the affairs of ISD 709 relating to the classified service and positions

within the classified service of ISD 709, with the purpose of complying with the Laws of

Minnesota 1967, Chapter 252 — H.F. No. 1345, and all amendments thereto.
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Rule 2 Definitions

The following definitions shall apply to these Rules:

Appointinq authority. The School Board or a staff officer delegated to perform those functions
required of an appointing authority under these Rules.

Board. The Duluth Civil Service Board established pursuant to Chapter V of the Duluth City
Charter.
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Class or class of positions. A group of positions established under these Rules sufficiently similar
in respect to the duties, responsibilities, qualifications, and authority that the same descriptive
title may be used to designate each position allocated to the class.

Classification description. A description of the major duties of each position, examples of tasks
performed, and the minimum qualifications required, and other essential functions of the class.

Classification plan. The classes of positions within the classified service.

Classified employee. Any employee who occupies a position in the classified service, or who is
on leave of absence from such position if such position is held vacant pending the employee’s
return.

Classified service. All positions in ISD 709, whether full time or part time, whether permanent,
seasonal, provisional, or substitute, other than those designated in Laws of Minnesota 1967,
Chapter 252 — H.F. No. 1345, and all amendments thereto.

ISD 709. Independent School District No. 709.

Permanent position. Any position which has required or which is likely to require services for a
period of more than 120 working days in any calendar year.

Position. A full-time or part-time job in the classified service.

School Board. The School Board of ISD 709.

Secretary. The manager of human resources for the City or the manager’s designee.

Substitute Appointment. An appointment to fill a temporary vacancy in a permanent position
caused by the temporary absence of the reqular incumbent because of sickness, special leave of
absence, military leave of absence, or other similar cause.

Temporary or extra position. Any position in the school district which requires or is likely to
require the services of any incumbent for a period of 120 working days or less.

Title, class title, or classification title. The designation given under these Rules to a class, to each
position allocated to the class, and to the incumbent of each position allocated to the class.
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Rule 3 Civil Service Board Duties and Administration

3.1 Duties of the Board.

(a) The Board shall oversee compliance with these Rules. The Board may investigate any
allegation of a violation of these Rules. If the Board rules that there has been a violation, it can
recommend a remedy to the appointing authority.

(b) In addition to the authority and responsibility conferred upon the Board by Chapter V of
the Charter and by the provisions of these Rules, the Board shall act in accordance with the
authority and responsibility conferred upon it by any provision of any collective bargaining
agreement to which ISD 709 is a party.

(c) The Board shall serve as a veteran’s hearing board for ISD 709 employees as provided by
Minnesota law.

(d) All new Board members shall participate in training regarding the role of the Board,
employment laws and other pertinent human resources topics necessary to carry out their duties.

(e) All Board members shall participate in annual training regarding applicable employment
laws and pertinent human resources topics.

3.2 Meetings of the Board.

All meetings of the Board shall be open to the public as required by state law. A simple
majority of the Board membership then serving shall constitute a quorum for meeting purposes.
Any meeting shall be adjourned in the absence of a quorum. Regular meetings of the Board shall
be scheduled once per month. The Board shall make the determination of whether to hold or
cancel meetings when there is no business requiring Board action. Special meetings of the Board
may be held at any time on the call of the secretary or the Board chair.

3.3 Duties of Secretary to the Board.

(a) The secretary shall act as the secretary to the Board, attend meetings of the Board,
prepare matters that require Board action and prepare the Board minutes.
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(b) The secretary shall serve as a nonvoting ex officio member of the Board and shall have
the right to participate in Board discussions.

(c) The secretary shall arrange for all training of the Board required by these Rules.

3.4 Civil service administration, duties of the secretary.

Unless otherwise provided herein, the secretary shall have all powers necessary to
administer the functions and provisions of these Rules.

431 Classification Plan.

The classes of positions are-named in Appendix \-C of these Rrules shall constitute the
classification plan for positions in the classified service_of ISD 709; provided, that the Civil
Service Board, with the approval of the School Board, may hereafter amend the classification
plan by providing for the establishment of new classes, the abolishment of existing classes, or for
the combination of two or more classes.

442 Specifications-ef ClassificationPlanClassification Descriptions.

The Birector-secretary shall eause-te-be-maintained in the office of the Board inloese-leaf
or-other-suitableferm.-accurate, complete and up-to-date-speeificationsclassification descriptions
of the classes of positions rames-named in Appendix V-C of these Rrules, as adopted by the Civil
Service Board, and the speeifications—classification descriptions foreach-elass-ef-pesitions-shall
be-endersed-withinclude the date of adoption or last amendment-and-the-signature—orinitials—of
the Director.

453 Requirements of Class Specifications.

Class-specificationsThe classification descriptions shall include a statement of duties of
each class of positions, examples of tasks performed by employees holding positions with the
class, and the minimum qualifications required of applicants for positions within the class.
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4.64 Specifications-Classification Descriptions to have Force and Effect.

The-specificationsclassification descriptions for the various classes of positions are hereby
declared to have the force and effect as specified hereafter in Rule 4.57.

475 Interpretation of Class-Speciications-Classification Descriptions.

@ The specifications-classification descriptions are intended to indicate the kinds of
positions that should be allocated to the respective classes as determined by their duties,
responsibilities and qualification requirements, but the use of a particular expression or
illustration as to duties, qualification requirements or other attributes shall not be held to exclude
others not mentioned if such others are similar as to kind or quality.

(b) In determining class to which any position should be allocated the specifications
classification description for each class shall be considered as a whole. Consideration is to be
given to the general duties, the specific tasks, the responsibilities, the required and desirable
qualifications, and the relationships to other classes as affording together a picture of the
positions that the class is intended to include.

(c) Titles, as far as possible, are intended to be suggestive of the kind of work
performed by the incumbent of the position and indicative of the rank.

(d) The duties statement shall be construed as a general description of the kind of
work performed by the incumbent of a position that properly is allocated to the class, and not as
prescribing or limiting what the duties of any position shall be.

(e) The typical tasks shall be construed as examples only, illustrative of the duties as
outlined by the general statement, although these examples are not intended to be complete or
exclusive, and the fact that the actual tasks performed by the incumbent of a position do not
appear therein shall not be taken to mean that the position is necessarily excluded from the class,
provided that the tasks constituting the main work or employment are duly covered by the general
statement of duties and provided further that any one example of a typical task, taken without
relation to the general statement of duties and all other parts of the_classification descriptions
specifications, shall not be construed as determining whether a position shall be allocated to the
class.

()] The statement of required and desirable qualifications constitutes a part of the
description of the kind of employment by expressing the minimum and desired qualifications
expected of any new appointee if he is to perform the work properly, and is to be so construed,
and not as imposing in itself any new or additional requirements for the filling of positions, and
although they may not be mentioned in the qualifications statement, such qualifications as should
properly be required in common of the incumbents of all positions -- such as good physical
condition, freedom from disabling defects, suitable age, honesty, sobriety and industry -- are
taken for granted.
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486 Amendments to SpeeificationClassification Descriptions.

The Civil Service Board may revise the speetfications-classification descriptions for any
class when in the opinion of the Board such a revision is necessary; provided, that when changes
in spectfication—classification descriptions are made the School Board shall be given written
notice three (3) days preceding a School Board meeting and said changes become effective on the
third day after said meeting; and said changes shall be recorded in the minutes of the regular
School Board meeting.

4.97 Allocation of Positions.

Positions in the classified service are hereby allocated to classes in the classification plan
as shown en-the-efficial-rostercardsin Appendix C at the time these rules take effect and the title

of the class shall forthwith become the title of such positions and-shal-be—used—in—payroHs
submitted to the Civil Service Board for checking and certification and for all other official

purposes.
4108 Allocation of New Positions and Re-allocation of Old Ones.

Whenever a new position is established or the duties of an existing position are so
changed that in effect the old position as described no longer exists and in its place there is
created a position which should be allocated to a different class, the appointing authority shall
forthwith report this fact to the Board with a full statement of the circumstances and a description
of the duties as changed; the Board shall thereupon, after an investigation of the actual and
proposed duties, responsibilities, and qualification requirements, classify or re-classify the
position, subject to the approval of the School Board by allocating the position to its appropriate
class in accordance with the classification plan then in effect, and if necessary, a new class shall
be established to provide for the new position, subject to the approval of the School Board.

4119 Board May Investigate Positions.

The Board may from time to time of its own motion make investigations of any or all
positions in the classified service, and may, in accordance with these rules, make changes in the
allocation of positions whenever the facts are such as to warrant such action, subject to the
approval of the School Board provided, that no change in the allocation of any position shall be
made until the appointing authority and the employee holding the position shall have had
reasonable opportunity to be heard.

4.1210 Incumbent May Retain Re-Classified Position.

Where a position has been reclassified by the Civil Service Board, and approved by the
School Board, the lncumbent of the former posmon ma%shall be C|aSSIerd to the new posmon
W|thout examination 3
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Rule 5 Leaves

115.1 Sick Leave.

New employees holding a position in the classified service who have served at least six
months of the required probationary period (except those whose probation is extended under Rule
147.2) shall be granted sick leave with full pay at a rate of accumulation which is determined by
the School Board. To obtain approval for use of sick leave, employees must notify their
supervisors, as soon as possible, but not later than the time they are scheduled to report for duty,
except when past practice has established an earlier notifying time. Employees will obtain prior
approval for the purpose of medical, dental, optical examinations or treatments, except where
emergency precluded prior notice and approval.

115.2 Sick Leave May be Accumulated.

In the event that an employee does not take the full amount of sick leave allowed in one
(1) year, the amount not taken may be accumulated from year to year up to a total which is
determined by the School Board. With the unanimous recommendation of the Board, approved
by a majority vote of the School Board, sick leave with full or partial pay may be granted beyond
the maximum specified accumulation when, in the judgment of said Board and School Board, it is
deemed to be justified.
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5.3Sick Leave Defined.

(a) Sick leave is hereby defined to mean the absence of an employee because of illness,

exposure to a contagious disease, providing care to a husband, wife, mother, father, other legal
dependent, or legally appointed guardian requiring this care or death in the immediate family.
“Legal Dependent” shall mean minor unmarried children under the age of eighteen (18) years
and dependent students under the age of twenty-five (25) years actually dependent upon the

employee.

(b) Full pay for absence not to exceed five (5) consecutive days, shall be allowed for any one
(1) death in the family. The appointing authority shall evaluate the particular circumstances in
each case and shall have the final authority in determining the number of allowable days. This
leave shall be deducted from sick leave.

(c) Definition of "family" under death in family shall constitute members of the immediate
family which for the purpose of this section, shall mean spouse, father, mother, brother, sister,
child, grandparent, grandchild, aunt, uncle, niece, nephew, father-in-law, mother-in-law, sister-
in-law, brother-in-law, son-in-law or daughter-in-law. This shall also apply to foster relationships
of the above listed categories.

(d) Not more than three (3) days may be allowed for attendance upon a member of the
immediate family requiring the care and attendance of such employee, with the exception that not
more than five (5) consecutive days may be approved for this purpose if supported by a written
statement from the attending physician, including an explanation of why the employee's
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attendance is necessary. Simple illness or disability in the immediate family not requiring
emergency medical treatment or professional attention is excluded.

(e) No employee, unless officially assigned to special duty, shall be granted sick leave for
any injuries or illness resulting from any gainful employment on any job other than his/her
reqular School Board employment.

(N Any employee removed from the payroll because he/she has used all accumulated
vacation and sick leave shall be considered to be on leave not to exceed one (1) year and shall be
reinstated in his/her position upon filing with the Board a certificate of physical fitness to
perform the duties of his/her position, signed by a doctor who shall be chosen and compensated

by the Board.

5.4 Former Employee My Have Sick Leave Reinstated.

114 A former employee in the classified service of the school board, who is reinstated within

thirty (30) days after resignation underrules-18-3-to-apositionin-the-elassified-serviee,-shall have

his/her previously accumulated and unused balance of sick leave reinstated and placed to his/her
credit.

11.3 5.5  Birector-Shall-Require-Certificate of Sick Leave.
11.4

If an employee is absent from duty because of personal illness for more than three (3)
consecutive days, or absent the day before and/or the day after a holiday because of personal
iliness, it will be necessary for him/her to file a certificate of illness from a reputable physician,
osteopath, chiropractor, dental surgeon, or Christian Science Practitioner.

115 In lieu of a medical certificate, when such certificate would normally be required, the
employee's signed statement explaining the nature or his illness may be accepted when it is
unreasonable to require a medical certificate because of shortage of physicians or remoteness of
locality. If an employee is believed to be abusing sick leave privileges, he/she shall be advised
that because of his/her questionable sick leave record, a medical certificate may be required for
each subsequent absence of sick leave, whether or not such absence exceeds three (3) days;
failure- to furnish such written explanation shall preclude such employee from being allowed
such absence as sick leave, but such employee may appeal such directive to the Civil Service
Board.

5.6 Special Leave of Absence.

116 Any employee holding a position in the classified service who is mentally or physically
incapacitated to perform his/her duties or who desires to engage in a course of study such as will
increase his/her usefulness on his/her return to the classified service, or who for any reason
considered good by the appointing authority desires to secure leave from his/her regular duties,
may, on written request approved by the appointing authority and the Board, be granted special
leave of absence without pay for a period not exceeding one (I) year, which leave may be
extended up to one additional year.
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5.7 Special Leave to be in Writing.

117 Any employee asking for special leave without pay shall submit, on forms prescribed by
the Board, his/her request for special leave stating the reason the request should be granted, the
date when he/she desires the leave to begin, and the probable date of his/her return.

5.8 Special Leave of Absence (Parental).

Up to six (6) months of unpaid parental leave shall be granted to a father or mother in
conjunction with the birth or adoption of a child. In order to be eligible for parental leave, the
employee must commence the parental leave no more than six (6) weeks after the birth or
adoption of the child, and must request the parental leave in writing in accordance with Rule 5.6
and 5.7 at least two (2) months in advance of the commencement of the leave. Upon expiration of
the parental leave and return to work, the employee shall be assigned to the employee's former
position unless it has been eliminated.

If during parental leave the School District experiences a layoff and the employee would
have lost his/her position, pursuant to the layoff provisions of these Rules, had the employee not
been on parental leave, then the employee is not entitled to reinstatement in the employee's
former position and, in such circumstances, the employee shall retain all layoff and re-
employment rights as if the employee had not been on parental leave.

Any leave taken under this Section shall reduce the length of leave for which the
employee is eligible under the Family and Medical Leave Act for birth or placement of a child
and any unpaid leave taken under the Family and Medical Leave Act for birth or placement of a
child shall reduce the length of leave for which the employee is eligible under this Section.
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Employees may request that parental leave be extended beyond six (6) months. Any such
extension shall be subject to the mutual agreement of the School Board, with the approval of the
Board.

11385.9 Board to Determine Status of Employee on Return.

For each separate case of special leave without pay, the Board shall at the time it approves
the leave, determine whether the employee granted such leave shall be entitled to his/her former
position on his/her return from such leave or whether his/her name shall be placed on the re-
employment list for the class.

119—5.10 _ Military Leave of Absence.

Any employee while holding a permanent position in the classified service of the School
Board, who; shall become a member of the armed forces of the United States in time of war or
other emergency declared by proper authority, or who shall hereafter become a member of said
armed forces during said time, shall be granted a leave of absence without pay for the term of said
military service and shall, upon receiving a discharge from such military service, be reinstated to
said position.

1116-5.11 Reinstatement of Employee on Military Leave of Absence.

Reinstatement of any employee on military leave of absence shall be at the same salary
which he/she would have received had he/she not taken such leave and shall be upon the
following conditions:

@ That the position has not been abolished,;

(b) That the employee is not physically or mentally disabled from performing the
duties of such position;

(©) That the draftee or enlistee makes written application for reinstatement to the
appointing authority within ninety (90) days after termination of service and the employee
assigned to training duty makes application for reinstatement with in forty-five (45) days;

(d) That he/she submits to the appointing authority an honorable discharge or other
form of release by proper authority indicating that his/her military or naval service was
satisfactory.
11+11-5.12  Employee Not to Lose Civil Service Rights.

Upon reinstatement of any employee who has been on military leave of absence, said
employee shall have such rights as provided in federal and state laws and regulations.

11125.13 Employee on Probation May receive Military Leave of Absence.
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Any employee who has been appointed to a permanent position in the classified service of
the School Board who, subsequent to September 16, 1940, shall have become a member of the
armed forces of the United States in time of war or other emergency declared by proper authority,
or who shall hereafter become a member of said armed forces during said time, who has not
served the required probationary period for said position at the time of becoming a member of
said armed forces shall, with the approval of the appointing authority and the Board, at the date
that he/she becomes a member of the armed forces of the United States, be considered to have
completed said probationary period and shall thereafter have full civil service status as though a
full probationary period had been served and shall be granted a military leave of absence in
accordance with the rules set out in this ordinance, and shall, upon completion of such military
service, if he/she is physically and mentally able to perform the duties of the position, be
reinstated to the position which he held at the time of becoming a member of said armed forces in
accordance with the rules hereinbefore set out.

11+135.14 Vacancy Caused by Military or Special Leave of Absence to be Known as
Temporary Vacancy in Permanent Position.

A vacancy created by an employee receiving a military or special leave of absence shall
be known as a temporary vacancy in a permanent position, and any person appointed to fill such a
temporary vacancy in a permanent position shall be known as a substitute in that position and said
substitute shall require only such civil service rights as are hereinafter specifically provided in
this Rules 11.14, 11.15 and 11.16 inclusive.

11.145.15 Name of Substitute to be Placed on Re-Employment List.

The name of any person appointed to a temporary vacancy in a permanent position as a
substitute and who has been certified from an eligible list shall, upon the reinstatement of regular
incumbent, be placed upon the re-employment list. Any employee so promoted shall revert to
his/her form class upon the reinstatement of the regular incumbent.

11.155.16 Substitute may be Appointed as Regular Incumbent.

If it shall have been determined that the reqular employee who has been on a leave of
absence is physically or mentally unable or elects not to return to said permanent position, the
status of the substitute shall be changed to permanent if he/she had been assigned to the position
by transfer and promotion or, for an entry level position, selected through a School Board
approved process of screening and interviews. When neither process has been followed, the
position will be declared vacant. If the employee's status is changed to that of permanent, the
tlme spent working in the assmnment will be credited for senlorlty purposes in the new class.

11.165.17 Name of Substitute May be Place on Re-Employment List if Called into
Armed Forces.
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The name of any substitute appointed from an eligible list, who, while acting as such,
becomes a member of the armed forces of the United States in time of war or other emergency
declared by proper authority, shall be place upon the re-employment list for the proper class, if,
within ninety (90) days after receiving an honorable discharge from said armed forces said
substitute shall file a written request with the Board and if said substitute is mentally and
physically capable of handling said position, provided, that if the name of more than one such
substitute is placed upon said re-employment list, such names shall be arranged on said list in the
order of original appointment.
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Rule 6 Layoff

136.1 Layoff Rule.

1) When it becomes necessary through lack of funds or for other cause, for which the
employee is not at fault, to reduce the number of employees in a given class, temporary and
provisional employees shall be the first to be laid off, and thereafter decrease of the number of
employees shall be accomplished, first, by laying off the least senior employee in the class or if
he has seniority in a lower class, demoting him to such lower class, providing the least senior
employee in the lowest class to which demotion is made as a result of reduction in any higher
class shall be laid off if layoff was not made in a higher class, provided that for the purpose of
layoff an employee shall have seniority in each class in which he previously completed a
probation period, such seniority to be computed on time served in that class and all higher classes.

Provided, that where it is determined that two or more persons in the class in which layoff
or reduction is to be made have equal seniority in the class, the order of layoff or reduction in
such tie cases shall be determined by the total years of service with the school district, and if a tie
still exists, from an average of the three last and most recent efficiency ratings, or, in the case of
employees with less than three such efficiency ratings, by such ratings or average of such ratings
as such employees have received.

Provided, further, that any person reduced under the provisions of this section shall have
the same rights with respect to seniority in the higher class as if he had been actually so
employed.

@) The Board shall have authority to enforce compliance with the regulations
embodied in this section.

3 The employee has the physical fitness and ability to perform the duties of the
lower position.

4) Demotions made in accordance with this section are not subject to the
requirements for hearings, reasons, and approval contained in Rule 459.

136.2 Appointing Authority to Notify Employee of Layoff. The appointing authority shall
notify in writing the employee or employees to be laid off and shall forthwith transmit to the
Director-secretary the names of those so notified.

136.3. Name of Employee Laid Off to be PReplaced on Re-Employment List. The Director
School Board shall enter on the appropriate re-employment or qualifying list the names of those
eligible for re-employment and those who desire to be re-employed when vacancies occur.

RULE 14 PROBATION
Rule 7 Probation and Temporary Positions

147.1 Probation Period.
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Any person appointed to a position in the classified service after certification from an
eligible list shall be on probation for a period of six (6) months, unless a different period is
specified in the job-specificationsclassification description-ef-such-tests; provided, that if any
employee has been paid off or demoted without fault on his part, and has completed his
probationary period and is appointed to a position in the same class or another class in which he
has previously served a probationary period, he shall not be required to serve a second
probationary period; provided further, that if an employee is laid off or demoted without fault on
his part during the probationary period, and is appointed to a position in the same class form
which he was laid off or demoted, the probationary period already served shall be carried over to
the new appointment.

147.2 Rejection on Probation. The appointing authority may at any time before the expiration
of the probation period fixed according to these rules reject for cause any person appointed to a
position as the result of certification; provided, that the appointing authority shall forthwith report
to the Director—secretary in writing each rejection on probation, stating the date the rejection
becomes effective and the reasons for the rejection. If the appointing authority is not satisfied
that a probationer’s work or attitude is sufficiently satisfactory to warrant his recommending that
the employee be granted permanent status, he may recommend extension of the employee’s
probationary period for a specified period of time not to exceed six (6) months; provided, the
recommendation shall be submitted to the Board in writing at least fifteen (15) days before the
date the employee’s probationary status expires. A copy of such recommendation for extension
of probationary period shall be furnished the employee.

147.3 Name of Rejected Probationer may be Placed on Re-Employment List. Any
probationer rejected as provided in the preceding section shall be considered permanently
separated from the position he has held; provided, that an employee promoted and then rejected
during the probation period shall have the right to assume the position from which he was
promoted if it is not occupied by a permanent employee, and that in case he is not restored to his
former position, the Bireeter-School District shall place his name on the re-employment list for
the class from which he was promoted and upon the reemployment list of all lower classes in the
same series.

147.4 Appointing Authority to Notify Birector-Secretary of Probationer’s Work. Within
ten (10) days preceding the end of the probation period, the appointing authority shall report to
the director-secretary in writing whether in his opinion the employee’s work has been such as to
indicate that he is able and willing to perform his duties in a satisfactory manner.

7.5 Extra Positions to Become Permanent After 120 Days.

When a temporary employee has been employed for approximately 120 days, the
appointing authority shall determine if the position is to be considered a permanent one. If the
position is to be considered permanent, the temporary employee shall be displaced as soon as
arrangements can be completed for the reqularly certified employee to begin work, provided that
the temporary employee shall not be permitted to work beyond the 120 working days.
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Rule 8 Transfers

8.1 Transfers. The transfer of an employee from a position in one class to another positon in the
same class shall be called a transfer and may be made by the appointing authority.

8.2 Transfer may be Considered Promotion. Any transfer of an employee involving a change
from a position in one class to a position in another class for which higher maximum rate of
compensation is prescribed shall be considered a promotion.

8.3 Transfer may be Considered Demotion. Any transfer of an employee involving a
change from a position in one class to a position in another class for which a lower maximum rate
of compensation is prescribed, whether such transfer does or does not involve an immediate
reduction in pay, shall be called a demotion and may be made upon the recommendation of the
appointing authority with the approval of the Board after the employee to the demotion has had
an opportunity to be heard.

8.4 Employee May Request Transfer. Any employee holding a position in the
classified service who desires to be transferred to another position in the same class or another
class where there is not a higher rate of compensation, may inform the Director of Personnel of
the school district in writing of such desire, stating his reasons therefor, and the Director of
Personnel shall, if he considers the reasons sufficient and he thinks such a transfer will be for the
good of the School Board service, call to the attention of the supervisors concerned the desire of
the employee to be transferred; provided, that the Director of Personnel may take the initiative in
recommending transfer when he considers such action for the good of the School Board service.

e

Rule 9 Demotions
452 9.1 Reduction Allowed. Upon the request of an employee or by the appointing
authority an employee may be reclassified from a higher to a lower classified position, which in
the discretion of the Board, the employee is eligible to fill; provided, the this section shall not
prevent the removal of the employee under Rule £711.1(b) nor his right for a hearing under Rule
1711.6.

152 9.2 Appointing Authority Shall Make Recommendations to Board for Demotion.
Any appointing authority proposing the demotion of any employee shall make his
recommendation in writing to the Board, and shall supply the employee with a copy of such
recommendation, and such recommendation shall give the future date on which the proposed
demotion is to become effective, the class to which it is proposed to demote the employee, the
new rate of pay, and other information that the Board may require, including the specific reasons
why such demotion is or the good of the school district service; provided, that the
recommendation shall also advise the employee that he may within five (5) days file a written
answer with the Board and ask for a hearing.

153 9.3 Board May Grant Hearing Where Demotion is Proposed. When the

appointing authority recommends the demotion of any employee, the Board may, upon its own in
initiative, and shall, upon the request of the employee concerned within ten (10) days, hear the
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employee and determine whether the proposed demotion is justified and for the good of the
school district service. After such hearing and investigation or upon the expiration of the five (5)
days, if no communication is received from the employee, the Board shall forthwith approve or
disapprove the recommendations of the appointing authority and so notify the appointing
authority and the employee.

RULE-16—SUSPENSIONS
Rule 10 Suspensions

1610.1 Suspension. Any appointing authority and, in his absence, the officer acting in his place,
may for disciplinary purposes suspend without pay any employee under supervision from the
performance of his duties for one or more periods aggregating not more than thirty (30) days in a
calendar year or on account of inefficiency, incompetency; misconduct, negligence,
insubordination, disloyalty, or other sufficient cause.

1610.2 Board may Investigate Suspension. The Board, upon the petition of the employee
suspended, or upon its own motion, may investigate the suspension, and if it is the opinion that
such suspension is unjust or made in error, or that the punishment inflicted was too severe, may
restore pay in whole or in part to the suspended employee.

1610.3 Employee to be Notified of Suspension. In case any appointing authority or the officer
acting in his place suspends any employee, he shall forthwith give written notice to the suspended
employee stating the reason for the suspension and duration thereof, and shall forthwith
personally deliver such written notice to the employee or mail it to his last known address, he
shall also forthwith send to the Board a copy of such notice sent to the employee. Such notice
shall also advise the employee that he may within five (5) calendar days from the date on which
notice is mailed file any answer with the Board, may request that the Board investigate the charge
and may request an opportunity to be heard in his own behalf.

RULE17 REMOMALS
Rule 11 Removals

1741 111 Removals.

@) Except as provided in Rule 1+711.1(b) any employee holding a position in the
classified service who has completed the probation period prescribed in accordance with these
rules may be removed only for cause, that in no case may an employee be removed on account of
his religious or political opinions or affiliations or for refusing to contribute to a political fund or
to render political service.

(b) All classified employees who have attained the age of 65years shall be retired,;
provided the classified employees hired prior to July 1, 1965, and who are not under the
coordinated PERA-OASI retirement plan, may work to age 67, unless disabled from performing
such work.
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| 4711.2 Causes for Removal. The following shall be sufficient causes for removal, though
removals may be made from causes other than those enumerated.

| (17)
(b)
his duties.
| (17)
| (17)

| (17)

| (17)

17)

| (17)

| (17)

()

——f(a)——That the employee is incompetent or inefficient in the performance
of his duties.

That the employee has been wantonly carless or negligent in the performance of

——f{e)——That the employee has been brutal in his treatment of public
charges, fellow employees, or other persons.

——f(éy——That the employee has been offensive in his conduct toward his
fellow employees or the public.

——f(e}——That the employee has some permanent or chronic physical or
mental ailment or defect which incapacitates him for the proper performance of his
duties.

——#H——That the employee has violated any lawful or official regulation or
order or failed to obey any lawful and reasonable direction given him by his
superior officer when such violation or failure to obey amount to insubordination
or serious breach of discipline which may reasonably be expected to result in a
lower morale in the organization or to result in loss, inconvenience, or injury to the
city or to the public.

—f(g)y——That the employee has taken for person use a fee, gift or other
valuable thing in the course of his work or in connection with it when such fee,
gift or other valuable thing is given him by any person in the hope or expectation
of receiving a favor or better treatment than that accorded other persons.

——(h)}——That the employee is engaged in a private business or in an outside
trade or occupation when the duties of his position, as prescribed by law or
regulation or by his official superior, require his entire time for their performance.

——(H)——That the employee has failed to pay or make reasonable provision
for the future payment of debts.

That the employee has been convicted of a criminal offense or of a misdemeanor

involving moral turpitude.

(k)

That the employee, through negligence or willful conduct, has caused damage to

public property or waste of public supplies.

0]

That the employee during his hours on duty has engaged in any form of political

activity calculated to favor or improve the chances of any political party or any person seeking or
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attempting to hold political office or when not on duty has engaged in any political party or any
person seeking or attempting to hold political office or when not on duty has engage in any
political activity to such an extent that his efficiency during the working hours has been impaired
or that it has cause him to be tardy or absent from his work.

(m)  That the employee has used or has attempted or caused to be used political
influence in securing promotion, transfer, leave of absence, or increased pay.

(n) That the employee removed public or personal property from his place of
employment without the owner’s or supervisor’s approval.

(o) That the e employee knowingly falsified any record or report required or
authorized to be kept by the school district or school board; defrauded the school district; or
knowingly made a false statement, or misrepresented or concealed any material fact, or deceived
or committed any fraud in any application for employment with the school district.

173 11.3 Who May File Removal Charges. The appointing authority, any member of the
Board, the-Direetor-or any citizen may file written charges;-n-duphicate;-asking for the removal of
any employee in the classified service; provided that the Bireeter-Board shall file charges against
any employee in the classified service whose service ratings, as determined by the reports of the
rating officers or by investigation are unsatisfactory for two consecutive rating period; and
provided further, that the appointing authority may suspend without pay the employee against
whom charges are filed, pending the decision of the Board.

174 114 Charges to State Grounds for Removal. Any charges filed against any
employee shall state specifically the cause or causes enumerated in this rule or other cause
considered sufficient to constitute ground for removal, and in addition, the specific act or acts of
the employee constituting such cause; provided, that in no case shall such vague and indefinite
charges as "for the good of the service" be considered reason for removal.

175 115 Director-Secretary to Mail Notice of Charges to Employee. Upon receiving
any charges, the Birector-secretary shall forthwith mail one (1) copy by certified mail to the last
known address of the employee against whom the charges are brought. Such notice shall also
advise the employee that he may within five (5) calendar days from the date on which such notice
is mailed file an answer with the Board, may request that the Board investigate the charges, and
may request an opportunity to be heard in his own behalf.

176 11.6_ Board to Investigate Charges. Upon its own initiative or at the request of the
employee, the Board itself or through some person or Board appointed by it, shall within ten (10)
days if practicable and in any case with in thirty (30) day, investigate the charges, and at the
request of the employee or upon its own initiative, give the employee an opportunity to be heard
in his own behalf.

177 11.7 Board not Bound by Rules of Evidence in Conducting Investigations or
Hearings. The Board, or the person or board appointed by it to investigate charges, may proceed
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in an informal manner and in no case shall be bound by the procedure or rules of evidence
observed in courts of record.

178 11.8 Board may Order Removals, etc. As soon as practicable after the completion of
an investigation and after a hearing is held, or in case there is no investigation or hearing held,
and after the expiration of five (5) days from the mailing of the charges to the employee, or as
soon thereafter as practicable, the Board shall act upon the charges and may in its discretion;

@) Order the restoration of the employee to his position without loss of payor with
reduced pay during the period between the filing of the charges and making of the order.

(b) Order the demotion of the employee to a class for which a lower maximum rate of
compensation is prescribed.

(c) Order the removal of the employee from the position in the classified service of
the school district.

1179 Decision of Board to be Final. The finding and decision of the Board, or of any person
or Board appointed by it when approved by the Board, shall be final and not subject to review by
any court except as to the procedure followed.

1711.10 Removed Employee Not Eligible to Compete in Future Tests.- Unless
otherwise determined by the Board, no employee who has been removed from the classified
service in the manner enumerated in these rules shall be allowed to compete in any future tests
held to establish eligible lists.

RULE 18- RESIGNATIONS
Rule 12 Resignations

1812.1 Resignations. Any employee in the classified service who wishes to resign in good
standing shall give the appointing authority written notice of at least two (2) weeks, unless the
appointing authority consents to his leaving on shorter notice. Such notice of resignation shall be
forwarded forthwith to the Bireetor-secretary by the appointing authority, together with a report
to the character of the employee’s services.

1812.2 Resignations Without Notice. If any employee resigns from the classified service
without giving the required notice, the Bireetor-secretary shall enter that fact on his roster card,
and such failure to give the required notice may be considered sufficient reason for rejecting any
future application from him to enter tests.

1812.3 Resignations May be Withdrawn. Any employee who has resigned after giving proper
notice may, within thirty (30) days after termination of employment, and with the consent of the
Board and appointing authority, withdraw his resignation and be restored to the position vacated
if it is still vacant or is still filled by a temporary employee, and if it is not, he may, upon written
request to the Bireetersecretary, have his name placed on the re-employment list for the class.
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| 1812.4 Resignation May be Presumed in Certain Cases. Any employee who is absent from
duty for three consecutive business days without securing leave from his superior office or
without notifying him of the reason for his absence and the time when he expects to return, or
| who fails to notify the Director-secretary of his readiness to resume his duties within five (5) days
after the expiration of a leave of absence, shall be considered to have resigned, and such
resignation shall be treated as a resignation without notice and a report thereof made to the

| Directorsecretary, unless it can be proven that the employee had sufficient and good cause for not
reporting for duty.
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Rule 13 Amendments and Effect of These Rules

13.1  Amendment of Rules.

The Board, with the approval of the School Board may at any time abolish, alter, change,
make additions to, or otherwise amend these rules after reasonable notice and an opportunity for a
public hearing shall first have been given. Any work rules, policies or agreements of the School
Board inconsistent with these rules shall be null and void, unless and until approved by the Civil
Service Board.

13.2 Repeal of Certain Rules.

All rules and part of rules not or heretofore existing for the conduct of the affairs of the
Board of Civil Service of the City of Duluth as they relate to the School Board and school district
are expressly repealed by these rules.

13.3 Rules Shall not Apply to Pending Proceedings.

These rules shall not apply to any proceeding or proceedings where charges have been
preferred against any employee now pending before the Board.

13.4 Veteran’s Preference Provision.
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Nothing in these rules shall be construed so as to deprive any veteran as so defined for
purposes of said statute of any right to which he is entitled under Minnesota Statutes, Sections
197.447 and 197.46, commonly known as the Veteran’s Preference Act, except that Rule 11.1(b)
of these rules shall apply to all employees in the classified service and shall not be construed to be
in derogation of said statutes.

13.5 Effective Date.

These rules shall take effect and be in force immediately upon approval by the School
Board and Civil Service Board.

APPENDIX A

Excerpt from Chapter V of the Duluth City Charter, establishing a Civil Service Board:

CHAPTER V. CIVIL SERVICE.

Sec. 35. Civil service board--established; membership; term of office; vacancies.

There is hereby established a civil service board, which shall consist of five members,
who shall be appointed by the council, and shall serve without compensation, and whose term of
office shall be for six years, except as herein next provided. Without delay, after the size of the
membership of the board is increased to a total of five members, the council shall appoint two
new members, one member to serve an initial term of four years and one member to serve an
initial term of six _years. Any vacancies in the board shall be filled by the council for the
unexpired term. (As amended by Ord. No. 9653, 3-15-2004, § 1.)

APPENDIX B

Laws of Minnesota 1967, Chapter 252 — H.F. No. 1345, as amended by Laws 1971, chapter 683,
section 1, Laws 1983, chapter 161, section 1, Laws 1984, chapter 608, section 5, and Laws 1985,
chapter 176, section 1:

BE IT ENACTED BY THE LEGISLATURE OF THE STATE OF MINNESOTA:

Section 1. Special School District No. 3; employees to be classified.

The employees of special school district No. 3, Duluth, Minnesota, shall be eligible to be
classified and shall be classified as employees under the provisions of the charter of the city of
Duluth pursuant to which a civil service board has been or may be established.

Sec. 2. Independent School District No. 709; Employees:; Exceptions.

The term "employees," as used in this act, shall not include members of the school board,
superintendent of schools, assistant superintendents of schools, teachers, other employees of the
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school district whose positions require them to be certified pursuant to rules and regulations
adopted by the state board of education, directors, administrative assistants, clerical or similar
workers, food service workers, educational assistants except for classification and reclassification
of positions, deputy clerk and purchasing agent, supervisors, advisors, coordinators, physicians,
attorney, nurses, and temporary employees.

Sec. 3. Clerk to certify list.

It shall be the duty of the clerk of the board of education promptly to furnish the Secretary of any
such civil service board a list of the employees of the board of education, together with a
statement of the duties performed by them, and the salaries paid to them, and it shall thereupon
become the duty of the civil service board to classify such employees under the rules of said civil
service board, said classification to be subject to final approval of the board of education.

Sec. 4. Present employees to retain positions.

Employees of the board of education who are reqularly employed by the board at the time of the
classification of the employees by the civil service board as provided in Laws 1933, Chapter 35,
shall retain their positions unless removed for cause.

Sec. 5. Effective date.

This act shall become effective upon approval by the governing body of special school district
No. 3, Duluth, Minnesota, and upon compliance with Minnesota Statutes, Section 645.021.

APPENDIX C
STEP A STEP B STEP C
| Classification Month | Hour | Month | Hour | Month | Hour
Bus Helper 1,912 11.03 1,993 11.50 2,032 11.72
School Bus Driver Il 2,453 14.15 2,528 1459 2,564 14.79
School Custodian Il 1,953 11.26 2,023 11.67 2,061 11.89
Stock Clerk 2,040 11.77 2,116 12.21 2,153 12.42
Bus Attendant 2,686 1550 2,762 15.93 2,795 16.13
School Custodian Il 2,686 15.50 2,762 15.93 2,795 16.13
Transportation Coder 2,692 15.53 2,767 15.96 2,801 16.16
Pool Custodian 2,788 16.09 2,859 16.49 2,894 16.69
Utilityperson | 2,811 16.22 2,883 16.63 2,920 16.85
Fireperson | 2,873 16.57 2,953 17.04 2,988 17.24
Storeroom Truck Driver 2,873 16.57 2,953 17.04 2,988 17.24
School Bus Driver Il 2,922 16.86 2,997 17.29 3,036 17.51
Telecommunications & Video Production Facilitator 2,922 16.86 2,997 17.29 3,036 17.51
AV Production Technician 2,999 17.30 3,120 18.00 3,157 18.21
Receiving & Distribution Clerk 2,999 17.30 3,120 18.00 3,157 18.21
Fireperson Il 3,071 17.72 3,143 18.13 3,180 18.35
Assistant Printer 3,199 18.46 3,268 18.85 3,305 19.06
Tune-up Mechanic 3,199 18.46 3,268 18.85 3,305 19.06
Utilityperson Il 3,355 19.36 3,427 19.77 3,468 20.01
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Engineer |

Engineer |1
Storekeeper/AV Supplies & Equipment

Utility 111 (No Longer EXists)

Auto Mechanic

Draftperson

Graphic Designer

Heating/Ventilation and School Equipment

Maintenance Mechanic

Pipe Fitter Welder

Printer Operator

Storekeeper/AV Supplies & Equipment
Systems Maintenance Technology Person
Carpenter

Electrician

Painter

Plumber

Sheet Metal Person

Engineer 11

Printer

Route Coordinator/Trainer

Engineer IV

Print Shop Coordinator/Printer

Master Electrician

Master Plumber

Step A - Beginning Rate

Step B - Effective at end of probationary period

3471  20.08 3,547 20.46 3,582  20.67
3,638 2099 3,710 2140 3,751 2164
3,638 2099 3,710 2140 3,751 2164
3,707 2138 3,782 2182 3,821  22.04
3,707 2138 3,782 2182 3,821 22.04
3,707 2138 3,782 2182 3,821  22.04
3,707 2138 3,782 2182 3,821  22.04
3,707 2138 3,782 2182 3,821 22.04
3,707 2138 3,782 2182 3,821  22.04
3,707 2138 3,782 2182 3,821  22.04
3,707 2138 3,782 2182 3,821 22.04
3,707 2138 3,782 2182 3,821 22.04
3,707 2138 3,782 2182 3,821  22.04
3,707 2138 3,782 2182 3,821 22.04
3,707 2138 3,782 2182 3,821 22.04
3,707 2138 3,782 2182 3,821  22.04
3,707 2138 3,782 2182 3,821  22.04
3,779 2180 3,858 2226 3,895 2247
3,779 2180 3,858 2226 3,895 2247
3,779 2180 3,858 2226 3,895 2247
3902 2251 3974 2292 4010 23.14
3902 2251 3974 2292 4,010 23.14
3921 2262 3995 23.05 4,030 23.25
3921 2262 3995 2305 4,030 2325

Step C - Effective upon completion of eight (8) years full-time continuous service
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