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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].”
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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because I understand that those provisions are not being followed and are no longer applicable,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)
b)
c)
d)
€)
f)
g
h)
i)

Classification Plan (some terms were changed)

Layoff

Probation {changed to “Probation and Temporary Positions,” added former Rule 9.4)
Transfers

Demotions

Suspensions

Removals

Resignations

Amendments and Effects of these Rules

Current CSB Rules That Were Edited

The following provisions were edited in more detail:

a)
b)

c)

d)
¢)

Adoption (changed to “Purpose™)

Definitions

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

Leaves {language matches Labor Agreement, Article 13)

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



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.



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.




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.



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,



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
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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.



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.



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.



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.



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.
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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

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.

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.

1

These Rules are approved and
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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.




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.







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.




(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.




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.



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




10



11



12






14



15



16






18



19



20



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.

34



| 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.

37



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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