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PERSONNEL DEPARTMENT[581]
[Created by 1986 Iowa Acts, Senate File 2175]

[Merit Employment Department[570] prior to July 1, 1986]
IAC 4/22/98

CHAPTER 1
DEFINITIONS

1.1(19A) Definitions

CHAPTER 2
COVERAGE  AND  EXCLUSIONS

2.1(19A) State personnel system
2.2(19A) Merit system
2.3(19A) Confidential collective

bargaining exclusion
2.4(19A) Personnel services contracts

CHAPTER 3
JOB CLASSIFICATION

3.1(19A) Overall administration
3.2(19A) Classification descriptions and

guidelines
3.3(19A) Position description

questionnaires
3.4(19A) Position classification reviews
3.5(19A) Classification appeals
3.6(19A) Implementation of position

classification decisions

CHAPTER 4
PAY

4.1(19A) Pay plan adoption
4.2(19A) Pay plan content
4.3(19A) Pay plan review and amendment
4.4(19A) Pay administration
4.5(19A) Appointment rates
4.6(19A) Payroll transactions
4.7(19A) Within grade increases
4.8(19A) Temporary assignments
4.9(19A) Special pay
4.10(19A) Phased retirement
4.11(19A) Overtime

CHAPTER 5
RECRUITMENT,  APPLICATION

AND EXAMINATION
5.1(19A) Recruitment
5.2(19A) Applications
5.3(19A) Examinations
5.4(19A) Development and administration

of examinations
5.5(19A) Scoring examinations
5.6(19A) Review of written examination

questions

CHAPTER 6
ELIGIBLE LISTS

6.1(19A) Establishment of eligible lists
6.2(19A) Ranking of eligibles
6.3(19A) Compilation of eligible lists in

the absence of appropriate
eligible lists

6.4(19A) Amendment of eligible lists
6.5(19A) Removal of names from eligible

lists
6.6 Reserved
6.7(19A) Statement of availability

CHAPTER  7
CERTIFICATION  AND  SELECTION

7.1(19A) Method of filling vacancies
7.2(19A) Certificate requests
7.3(19A) Types of certificates
7.4(19A) Selective certification
7.5(19A) Selection
7.6(19A) Expiration of a certificate
7.7(19A) Omission of names from referrals
7.8(19A) Certification from related eligible

lists
7.9(19A) Incomplete certification
7.10(19A) Discretionary consideration of

eligibles
7.11(19A) Referral and appointment of

“conditional” applicants
7.12(19A) Adjustment of errors
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CHAPTER 8
APPOINTMENTS

8.1(19A) Filling vacancies
8.2(19A) Probationary appointment
8.3 Reserved
8.4(19A) Provisional appointment
8.5(19A) Intermittent appointment
8.6(19A) Reinstatement
8.7(19A) Emergency appointment
8.8(19A) Appointments to work-test

classes
8.9(19A) Trainee appointment
8.10(19A) Internship appointment
8.11(19A) Seasonal appointment
8.12(19A) Overlap appointment
8.13(19A) Rescinding appointments

CHAPTER 9
PROBATIONARY PERIOD

9.1(19A) Duration
9.2(19A) Disciplinary actions
9.3(19A) Voluntary demotion during the

period of probationary status
9.4(19A) Promotion during the period of

probationary status
9.5(19A) Transfer during the period of

probationary status
9.6(19A) Reclassification during the period

of probationary status
9.7(19A) Leave without pay during the

period of probationary status
9.8(19A) Vacation and sick leave during

the period of probationary
status

9.9(19A) Probationary period for promoted
permanent employees

CHAPTER 10
PROMOTION, TRANSFER,

TEMPORARY ASSIGNMENT,
REASSIGNMENT AND

VOLUNTARY DEMOTION
10.1(19A) Promotion
10.2(19A) Reassignment
10.3(19A) Temporary assignments
10.4(19A) Voluntary demotion
10.5 Reserved
10.6(19A) Transfer

CHAPTER 11
SEPARATIONS, DISCIPLINARY

ACTIONS AND REDUCTION IN FORCE
11.1(19A) Separations
11.2(19A) Disciplinary actions
11.3(19A) Reduction in force

CHAPTER 12
GRIEVANCES AND APPEALS

12.1(19A) Grievances
12.2(19A) Appeals
12.3(19A) Informal settlement

CHAPTER 13
PERFORMANCE REVIEW

13.1(19A) System established
13.2(19A) Minimum requirements
13.3(19A) Copies of records

CHAPTER 14
LEAVE

14.1(19A) Attendance
14.2(19A) Vacation leave
14.3(19A) Sick leave with pay
14.4(19A) Family and Medical Leave

Act leave
14.5(19A) Leave without pay
14.6(19A) Rights upon return from leave
14.7(19A) Compensatory leave
14.8(19A) Holiday leave
14.9(19A) Military leave
14.10(19A) Educational leave
14.11(19A) Election leave
14.12(19A) Court appearances and jury duty
14.13(19A) Voting leave
14.14(19A) Disaster service volunteer leave
14.15(19A) Absences due to emergency

conditions
14.16(19A) Particular contracts governing
14.17(19A) Examination and interviewing

leave
14.18(19A) Service on committees, boards,

and commissions
14.19(19A) Donated leave for catastrophic

illnesses of employees and
family members
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CHAPTER 15
BENEFITS

15.1(19A) Health benefits
15.2(19A) Dental insurance
15.3(19A) Life insurance
15.4(19A) Long-term disability insurance
15.5(19A) Health benefit appeals
15.6(19A) Deferred compensation
15.7(19A) Dependent care
15.8(19A) Premium conversion plan

(pretax program)
15.9(19A) Interviewing and moving

expense reimbursement
15.10(19A) Education financial assistance
15.11(19A) Particular contracts governing
15.12(19A) Tax-sheltered annuities (TSA)

CHAPTER 16
POLITICAL ACTIVITY

16.1(19A) Political activity of employees
16.2(19A) Restrictions on political activity

of employees
16.3(19A) Application of Hatch Act

CHAPTER 17
PUBLIC RECORDS AND FAIR
INFORMATION PRACTICES

17.1(19A) Definitions
17.2(19A) Statement of policy, purpose and

scope
17.3(19A) Requests for access to records
17.4(19A) Access to confidential records
17.5(19A) Requests for treatment of a

record as a confidential record
and its withholding from
examination

17.6(19A) Procedure by which a person
who is the subject of a record
may have additions, dissents,
or objections entered into a
record.

17.7(19A) Consent to disclosure by the
subject of a confidential
record

17.8(19A) Notice to suppliers of
information

17.9(19A) Disclosures without the consent
of the subject

17.10(19A) Routine use
17.11(19A) Consensual disclosure of

confidential records
17.12(19A) Release to subject
17.13(19A) Availability of records
17.14(19A) Personally identifiable

information
17.15(19A) Other groups of records routinely

available for public inspection
17.16(19A) Comparison of data processing

systems
17.17(19A) Applicability
17.18(19A) Agency records

CHAPTER 18
CONDUCT OF EMPLOYEES

18.1(19A) General
18.2(68B) Selling of goods or services
18.3(68B) Outside employment or activity
18.4(19A) Performance of duty
18.5(19A) Prohibitions relating to certain

actions by state employees

CHAPTER 19
GENERAL ADMINISTRATION

19.1(19A) State system of personnel
19.2(19A) Petition for declaratory order
19.3(17A) Notice of petition
19.4(17A) Intervention
19.5(17A) Briefs
19.6(17A) Inquiries
19.7(17A) Service and filing of petitions

and other papers
19.8(17A) Informal meeting
19.9(17A) Action on petition
19.10(17A) Refusal to issue order
19.11(17A) Contents of declaratory

order—effective date
19.12(17A) Copies of orders
19.13(17A) Effect of a declaratory order
19.14(17A,19A) Petition for rule making
19.15 Reserved
19.16(19A) Drug use and drug tests

CHAPTER 20
 EQUAL EMPLOYMENT OPPORTUNITY

AND AFFIRMATIVE ACTION
20.1(19B) Definitions
20.2(19B) Plans, policies and records
20.3(19B) Planning standards
20.4(19B) Dissemination
20.5(19B) Reports
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20.6(19B) Discrimination complaints,
including disability-related
and sexual harassment
complaints

CHAPTER 21
IOWA PUBLIC EMPLOYEES’

RETIREMENT  SYSTEM
21.1(97B) Organization
21.2(97B) Records to be kept by the

employer
21.3(97B) Liable employers
21.4(97B) Definition of wages for

employment during the
calendar quarter—other
definitions

21.5(97B) Identification of employees
covered by the IPERS
retirement law

21.6(97B) Wage reporting and payment of
contributions by employers

21.7(97B) Accrual of interest
21.8(97B) Refunds and returns of

erroneously paid contributions
21.9(97B) Appeals
21.10(97B) Beneficiaries
21.11(97B) Application for benefits
21.12(97B) Service credit
21.13(97B) Calculation of monthly

retirement benefits
21.14(97B) Interest on accumulated

contributions
21.15(97B) Forgery claims
21.16(97B) Approved leave periods
21.17(97B) Membership status
21.18(97B) Retirement dates
21.19(97B) Wage-earning disqualifications

for retired members
21.20(97B) Identification of agents
21.21(97B) Actuarial equivalent (AE)

payments
21.22(97B) Disability
21.23(97B) Confidentiality of records
21.24(97B) Service buy-in/buy-back
21.25 Reserved
21.26(97B) Garnishments and income

withholding orders
21.27(97B) Rollovers
21.28(97B) Offsets against amounts payable
21.29(97B) Qualified domestic relations

orders
21.30(97B) Favorable experience dividend

under Iowa Code section
97B.49F(2)

CHAPTER 22
FEDERAL SOCIAL SECURITY

22.1 Reserved
22.2(97C) Records to be kept by the

employer
22.3(97C) Contents of records
22.4(97C) Reports
22.5(97C) Definition of wages for

employment during the
calendar quarter

22.6(97C) Identification of workers covered
by federal social security law

22.7(97C) Contributions by employers
22.8(97C) Accrual of interest

CHAPTER 23
EMPLOYEE ORGANIZATION DUES

23.1(20) General provisions
23.2(20) Membership qualifications for

payroll deductions
23.3(20) Prior approval
23.4(20) Annual certification
23.5(20) Limitations
23.6(20) Conditions to be met for

payroll deduction
23.7(20) Letter of authorization
23.8(20) State held harmless

CHAPTER 24
PEACE OFFICERS’

RETIREMENT, ACCIDENT AND
DISABILITY SYSTEM

24.1(19A) Meetings of board of trustees
24.2(19A) Election of system member
24.3(19A) Forms and information
24.4(19A) Computation of average final

compensation
24.5(19A) Age of qualification
24.6(19A) Spouse’s benefit upon remarriage
24.7(19A) Date of retirement
24.8(19A) Workers’ compensation—effect

on benefit payment
24.9(19A) Errors in payments
24.10(19A) Annual statement of account
24.11(19A) Accrued vacation—effect on

benefit payment
24.12(19A) Initial benefit for a child
24.13(19A) Recomputation under Iowa Code

section 97A.6(14)
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24.14(19A) Applications for retirement
24.15(19A) Books of account
24.16(19A) Computation for partial month
24.17(19A) Application of Iowa Code section

97A.6(12)
24.18(19A) One year of service
24.19(19A) Average final compensation—

less than five years’ service
24.20(19A) Abstracts of benefits—report
24.21(19A) Investment balance—report
24.22(19A) Application for benefits
24.23(19A) Receipt of application for

benefits
24.24(19A) Date of death
24.25(19A) Age of spouse
24.26(97A) Withdrawal of contributions
24.27(97A) Transfer of certain public safety

employees from IPERS to
POR

CHAPTER 25
COMBINED CHARITABLE  CAMPAIGN

25.1(19A) Policy
25.2(19A) Definitions
25.3(19A) Basic premises
25.4(19A) Administration
25.5 Reserved
25.6(19A) Eligibility of charitable agencies

CHAPTER 26
CONTESTED CASES

26.1(17A) Scope and applicability
26.2(17A) Definitions
26.3(17A) Time requirements
26.4(17A) Requests for contested case

proceeding
26.5(17A) Notice of hearing
26.6(17A) Presiding officer
26.7(17A) Waiver of procedures
26.8(17A) Telephone proceedings
26.9(17A) Disqualification
26.10(17A) Consolidation—severance
26.11(17A) Pleadings
26.12(17A) Service and filing of pleadings

and other papers
26.13(17A) Discovery
26.14(17A) Subpoenas
26.15(17A) Motions
26.16(17A) Prehearing conference
26.17(17A) Continuances
26.18(17A) Withdrawals
26.19(17A) Intervention
26.20(17A) Hearing procedures
26.21(17A) Evidence
26.22(17A) Default

26.23(17A) Ex parte communication
26.24(17A) Recording costs
26.25(17A) Interlocutory appeals
26.26(17A) Final decision
26.27(17A) Appeals and review
26.28(17A) Applications for rehearing
26.29(17A) Stays of agency actions
26.30(17A) No factual dispute contested

cases
26.31(17A) Emergency adjudicative

proceedings

CHAPTERS 27 to 30
Reserved

CHAPTER 31
DEPARTMENT PROCEDURE

FOR RULE MAKING
31.1(17A) Applicability
31.2(17A) Advice on possible rules before

notice of proposed rule
adoption

31.3(17A) Public participation
31.4(17A,25B) Fiscal impact statement
31.5(17A) Variance between adopted rule

and published notice of
proposed rule adoption

31.6(17A) Exemptions from public
rule-making procedures

31.7(17A) Concise statement of reasons
31.8(17A) Contents, style, and form of rules
31.9(17A) Department rule-making record
31.10(17A) Effectiveness of rules prior to

publication
31.11(17A) Review by department of rules


