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NOTICE
The statutes provide that the Code Editor may publish cumulative, semi·
annual supplements to the fowa Departmental Rules. Inquiry should be made
each six months of the Superintendent of Printing for distribution of these
supplements.

I
I
I

!k

I!
I

l

~·

i

I

j
ij

!,

~1

PREFACE

This volume is published in compliance with section 14.3(7) of the Code.
The rules of the various boards and departments are arranged in alphabetical
order, using the names of the departments in general use.

ii
j'

Not all of the rules and regulations promulgated by the state departments
have been included. The Act specifies "permanent" rules of "general appli·
cation." Where rules have been omitted hy the editor there is a notation
indicating where such rules may be obtained.
July 1969

THE EDITOR.

PUBLICATION OF DEPARTMENTAL RULES

Section 14.3 of the Code, subsection 7, requires the Code Editor to: '
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"Prepare the manuscript copy, and cause to be pri~ted by thei state
superintendent of printing in each year in which ·a Code is published,' Ii volume
which shall contain the permanent rules and regulations of general application,
promulgated by each.state hoard,_ .commission, .bureau, division or -deparb:nent,
other than a court, having state-wide jurisdiction and authority to make such
rules. The Code Editor may omit from said volume all rules and regulations
appiying -to "professional and regulatory examiiling and licensing provisions
an,d_ any rules and regulations of limited applica~on: The. Code Editor may
make reference in the volume as to where said omitted rwes-·and regUlations
may be procured.
"This volume shall be known as the Iowa departmental rules and any rule
printed therein may be cited as __ - - - - - - - - __ l.D.R. ____________ giving the
year of publication and the page where the particular rule, by number, may
be found.
"The Code Editor may provide cumulative, semiannual supplements for
insertion in the latest published volume and a place shall be provided in the
binding of such volume for insertion of such supplements."
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DEPARTMENTAL RULES
JULY 1969
AUDITOR OF STATE

.

Pursuant to the authority of section
534.31 of the Code as amended by 62nd
G.A., chapter 382, section 7, rules appear·
ing in chapter 3, January 1968 Supple·
ment to !.D.R., pages 9 and 10, and
amended in the July 1968 Supplement to
the I.D.R., pages 8 and 9, and amended
in the January 1969 Supplement to the
I.D.R., page 5, relating to the Savings and
Loan Division are hereby further
amended.
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[Filed May 13, 1969]
ITEM 1.
Chapter 3 is hereby amended by add·
ing the following section thereto:
3.3(534)

Ninety-riay

notice

accounts.

The term "notice account" means any
form of withdrawable account evidenced
by an account book containing a require·
ment that the holder of the account will
give the association written notice of at
least ninety days prior to making each
withdrawal from such account, except as
otherwise provided in this paragraph.
The association may provide that such
notice prior to withdrawal will not be
required at the end of a distribution period or within ten days thereafter in con·

nection with the withdrawal of funds
which have remained in such account for
at least ninety days. In an emergency
where it is necessary to prevent great
hardship to the holder of such an account, an association may pay without
such notice such account or the portion
thereof necessary to meet such emergen·
cy: Provided, that before making such
payment, the holder of such account
shall sign an application describing fully
the circumstances constituting the emer·
gency which is deemed to justify the pay·
ment of the withdrawal, which app.Jication shall be approved by an officer of
the association who shall certify that, to
the best of his knowledge and belief, the
statements in such application are true.
Where an emergency withdrawal of such
an account is paid, the holder of such account shall not be entitled to receive a~
crued and unpaid earnings for the pe·
riod of time the funds remained in the association since the last date as of which
the association regularly distributed earnings on its savings accounts.
This amendment is intended to implement sections 534.10 and 534.42 of the
Code.
[Effective May 13, 1969]

ENGINEERING EXAMINERS
Pursuant to authority of section 114.6
of the Code rules appearing in 1966 IDR,
pages 162 and 163, are hereby amen~~d
as follows.
[Filed April 8, 1969)

!'

I

Strike from rule NQ. 1 (e), lines 3-6, the
words "take (when he appears for re·

examination that are, in the opinion of the
board, necessary to establish his compe·
tence" and insert in lieu thereof the
words "appear for re-examination".
This l'ule is intended to implement
section 114.14 of the Code.
[Effective May 8, 1969]

HIGHWAY COMMISSION
Pursuant to authority of chapter 285 of of vehicles of excess size and weight are
the Acts of the 62nd General Assembly of hereby rescinded and the following adopt·
the state of Iowa, the rules and regulations ed in lieu thereof.
appearing in 1966 IDR at Pages 300-307
concerning the operation and movement
[Filed February 5, 1969]
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HIGHWAY COMMISSION

CHAPTER 2
SPECIAL PERMITS
OPERATION AND MOVEMENT OF
VEHICLES AND LOADS OF EXCESS
SIZE AND WEIGHT

6
2.1 (6) Nothing in the permit shall be
construed as waiving any load limitations
which have been or which might be es·
tablishe·d on any bridge or any road which
is posted with embargo signs ..

2.1 (7) The permit and any supple·
ments or additions thereto shall he void
in case the weights or dimensions of the
vehicle and load as operated exceed the
weights or dimensions as )Jrovided in the
permit and supplements or additions
2.1 (1) Permit issuing authorities will thereto. Provisions of the law as to maxi·
in their discretion and upon application mum weight and dimensions, chapter 321,
and with good cause being shown there· Code of 1966 as amended shall then apply.
fore issue permits for the movement. of
vehicles with indivisible loads carried
2.1 (8) No vehicle or combination of
thereon which exceed the maximum di· vehicles of illegal dimension with or withmensions and weights specified in sections out load shall he moved. on the highways
321.452 through 321.466 of the Code, but without permit except as provided in sec·
not to exceed the limitations of chapter tion 321.453 of the Code.
285 of the Acts of the 62nd General As·
2.1 (9) Permits are valid only for the
semhly.
transporting of a single article which ex2.1 (2) By whom issued. All permits ceeds statutory size or weight limits or
for the movement of oversize vehicles or both, and which cannot reasonably be
vehicles and loads on the primary road divided or reduced to statutory size and
system of Iowa will be issued only through weight limits, except in the transportation
the traffic weight operations department of property consisting of more than one
of the Iowa state highway commission, article exceeding the statutory size limits
Ames, Iowa except those authorized to he when the statutory weight limitations are
issued by the Resident Maintenance En· not exceeded and the additional articles
gineers of the Iowa state highway com· transported do not exceed statutory size
mission. All permits for the movements in any way in which such limits would
on other systems of highways and streets not he exceeded by the single article.
will be issued by the authority responsible
2.1(10) Permits issued shall he in writ·
for the maintenance of such systems of
ing and shall be carried in the cabs of the
highways or streets.
vehicles for which the permits have been
2.1 (3) Permits so issued may he issued and shall he available for inspection
single-trip permits or annual permits and at all times. The vehicle for' which the
the Iowa state highway commission will permits have been issued shall he open
issue single-trip permits on primary road to inspection by any peace officer or to
extensions in cities and towns in conjunc- any authorized agent of any permit grant·
tion with movement on the rural primary ing authority.
road system.
2.1(11) Movements by permit shall he
2.1 (4) The state of Iowa and the Iowa permitted only during daylight hours unstate highway commission and any other less it is established by the issuing authorpermit issuing authority assume no re~pon ity that the movement can he better acsibility for the property of the applicant. complished at another period of time be2.1 (5) During the moving of a vehicle cause of traffic-volume conditions. Except
as provided in section 321.457 of the Code,
or object under perm.it, the applicant
no movement of overdimension vehicles
shall comply with the terms and condi·
shall he permitted on Saturday, Sunday,
tions of the permit and take all reasonable
precautions to protect and safeguard the holidays or days preceding or following
holidays or special events when abnorlives and property of the traveling public
mally high traffic volumes can be expectand adjacent property owners, and shall
ed. Those legal holidays are: New Years,
hold permit issuing authorities harmless
Memorial Day, Independence Day, Labor
of any damages that may he sustained hy
Day, Thanksgiving Day, Christmas Day
the traveling public or adjacent property ancl Veterans Day.
owners or resu1ting to the highway systems
of the state on account of movements
2.1 (12) The towing unit for mobile
made hereunder.
homes or other towed loads, the weight

2.1 (62GA, Ch. 285) General stipulations.
All permits issued by permit issuing
authorities will be subject to the follow·
· ing general stipulations.

.
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HIGHWAY COMMISSION

of which towed load exceeds 4500 pounds,
shall be a one and one-hall ton or larger
truck or truck tractor having dual wheels.
The towing unit for towed loads exceeding ten feet in width shall have at least a
120-inch wheel base or shall have an
empty gross weight of 6000 pounds or
more. Hitching requirements shall be con·
sistent with those of the Iowa department
of public safety.

personal checks may be accepted at the
discretion of the issuing authority.

2.1(14) Financial responsibility. Proof
of public liability insurance in the
amounts of $100,000 bodily injury each
person, $200,000 bodily injury each occurrence and $20,000 property damage will
he required prior to the issuance of any
permit. Such proof to be made by the
submission of a certificate of insurance to
2.1(13) Fees and costs required under the permit issuing authority.
these rules shall normally be paid in the
2.1(15) Reserved /or future use. [Sec
form of certified check, cashier's check,
traveler's check or bank draft. Cash and rule~ following on page 26]

2.1 (16) Schedule of maximum axle weights and maximum gross weights including tolerance.
Wheel
Base
Feet

Max. Ldg.
Pounds
Weight

Wheel
Base
Feet

Max. Ldg.
Pounds
Weight

Wheel
Base
Feet

Max. Ldg.
Pounds
Weight

Wheel
Base
Feet

13
14
15
16
17
18
19
20
21

48,000
48,000
48,000
48,000
48,000
50,000
52,000
54,000
56,000

22

58,000
60,000
62,000
64,000
66,000
68,000
70,000
72,000
74,000

31
32
33
34
35
36
37
38
39

76,000
78,000
80,000
81,000
82,000
83,000
84,000
85,000
86,000

40
41
42
43

23
24
25
26
27
28
29
30

44
45
46
47

Max. Ldg.
Pounds
Weight
87,000
88,000
89,000
90,000
90,000
90,000
90,000
90,000
Maximum

No single axle shall exceed 18,540 pounds.
No tandem axle shall exceed 34,000 pounds.
No triple axle shall exceed 42,000 pounds for gross weights of 75,000 pounds or less.
No triple axle shall exceed 48,000 pounds for gross weights exceeding 75,000 pounds.
2.1 (17) Applications for permits
and escort authorization for movements
on the primary highway system shall 1be
made and permits and authorization~
shall be issued on highway commission
forms 563, 564, 566, 567 and 568 which
are set out in section 2.6 of the rules and
regulations. Any applications to local
authorities for permit or escort authorization made upon Forms 563, 564 and
566 through 568 shall he sufficient and
accepted as properly made by local
authorities.
Subject to the preceding, permit issuing authorities may adopt, amend or
modify such forms provided that amended or modified forms adequately identify
the applicant, the hauling vehicle and
load, the manner and extent that the ve·
hicle with load exceeds legal dimensions
and weights specified in sections 321.452

I
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through 321.466 of the 1966 Code of
Iowa, route and trip distance where applicable and authorization of issuing
authority.
2.2(62GA, Ch.285) Movements of loads
exceeding twelve feet five inches in width.

2.2(1) Permits for the movement of
indivisible loads exceeding twelve feet
five inches in width shall be restricted to
maximum trip distances in accordance
with the schedules on pages 4, 5, 6, and
7, including adjustments for road widths
of less than tewnty-four feet and traffic
volumes of less than 4000 vehicles per
day and adjustments for gravel roads.
(For 24-foot, 22-foot, 20-foot, 18-foot
paved roadways and gravel sudaces
where a=4000 or more vehicles per day,
b=3000 or more vehicles per day,
c=2000 or more vehicles per day,
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HIGHWAY COMMISSION
d=lOOO or more vehicles per day,
and e=under 1000 vehicles per day.)
2.2(2) A movement of an indivisible
load over a highway or highways having
sections carrying varying volumes of traffic and having varying surface widths
shall be computed for the total distance
of the lowest volume of traffic or the
greatest highway width whichever produces the greatest distance by the following schedule. No part of the movement
based on traffic volume and surface
width shall exceed the distance established by the specific traffic volume and
surface width for that section.
2.2(3) Computation of maximum trip
distance when permits are issued by more
than one authority to accomplish a single
trip.

.

a. Permit issuing authorities shall
issue permits for that portion of the total
trip distance made upon roads within
their jurisdiction using the schedule on
pages 4, 5, 6, and 7. No permit issuing
authority shall authorize a move for a
distance exceeding the maximum trip distance allowable for the portion of the
move within its jurisdiction.

b. The maximum trip distance
allowable for a movement requiring permits from more than one issuing authority will bei the greatest maximum distance
allowed for any segment of the permit
movement but shall not exceed fifty
miles. The maximum distance shall not
be extended by the fact that there is
more than one issuing authority.

PAVED SURFACE
Actual
Load
Width

13'

14'
15'
16'
17'
18'
19'
20'

21'
22'
23'

24' roadway (pavement)
b
c
d
e

a

50
50
50
50
41
32
23
15

50
50
41
32
23
15
10
8
7

10
61.4 8
5% 7

5

24'
25'

4%

26'

4

27'
28'
29'
30'
31'

32'
33'
34'
35'

36'
37'
38'
39'
40'

61.4

5%

50
50
50

so
so
so
41
32
23
15
10
8
7

6%
4% 5%
s
4
3% 4%
5

3%

31h
31.4
3

2%
2%
21.4
2

1%
1%
11.4
1

%

%

31h

4

50
50
50
50
50
50

so
so

41
32
23

lS
10
8
7

50
50
50
50
50
50

23
15

50
50
50
41
32'
23
15
10

5

so

10
8
7

6%
5%

5

6%
5%

2

4

3%
3%
3%
3

2%

2%

50
50
50
50
41
32
23
15
10

8
7

6% 8
3% 4% 5% 7
5
3% 4
6%
3% 3% 4% 5%
3
s
3% 4
2% 3% 3% 4%

5

5

10
8
7

4

21h

4%

50
50
41
32
23
15
10

6%
5%

8
7

5%

41
32
23
15

4%

6%

3% 4%
3
3% 4
2% 3% 3%
3%
2% 3
2% 2% 3%
2
2% 3
1% 2% 2%
2%
1% 2
1% 1% 2%
1
1% 2
3%

22' roadway (pavement)
a
b
c
d
e

2%

3

2%

21h

31h

3%
3

1% 2% 2%
1% 2
2%
1% 1% 2%
i
1% 2
% 1% 1%
1%
% 1
0
% 1%
0
0
0

0
0

%

1

%
%

4

50
50
50
50
50
50
41
32
23"
15
10
8
7

61A,

5%

5

3% 4%
3% 4
3% 3%
3
3%
2% 3%
2% 3
2% 2%
2
2%
1% 2%
1% 2
11.4 1%
1
1%

'..

; ..
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HIGHWAY COMMISSION

PAVED SURFACE

~

l

I'

i
t
1

!
l

l
I'

I

ll

I

I

.

Il
i

I

\,..
•
j

I
l

lI
l

l

l,.
j
i

,.

~

i
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'
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Actual
Load
Width

a

13'

7

14'
15'
16'
I7'
I8'
19'
20'
21'
22'
23'
24'
25'
26'
27'
28'
29'
30'
3I'
32'
33'
34'
35'
36'
37'
38'
39'

20' roadway (pavement)
b
c
d'
e

6(i

5~

40'

5
4%
4
3%
3%
3%
3
2f'2~
2%
2
I%
1%
I%
1
%
%
0
0
0
0
0
0
0
0

Actual
Load
Width

a

13'
14'
15'
16'
17'
18'
19'
20'
21'
22'
23'
24'
25'
26'
27'
28'

29'
SO'

SI'

32'
33'
34'
35'

10
8
7

6(i
5~

5
4%
4
3%
3}1
3~
3
2%

22~~
2
If'lfi
1~
1
%
%
0
0
0
0
0
0

23
15
10

8
7

56~2

5
4%
4
3%
3}1
3~
3
2%
2%
2%
2
1%
lf1
1~
1

41
32
23
15
10

8
7
6%
5%
5
4%
4
3%
3}1
3~
3
2%
2f1
2~
2
1%
lfi
1~
1

50
50
4I
32
23
15
IO
8
7
6~
5~
5
4%
4
3f'3}1
3~
3
2f'2fi
2~
2
lf'l(J.
I~
1

18' roadway (pavement)
a

b

4%
4
3fj
3}1
3~
3
2{}
2}1
2~
2
1%

5%
5
4%
4
3f'3}1
3~
3
2f'2~
2%
2
If'-

IfJ.

l~

I

0"~

0
0
0
0
0
0
%
0
%
0
0
%.
0
0
%
0
0
0
{1
0
0
0
~
GRAVEL ROAD ADJUSTMENT

30' Traveled Width
b

c

d

50
50
50
50
50
50
50
50
50
50
50
50
50
50
50
50
41
32
23
8
lS
10
7
8
56~2 7

50
50
50
50
50
50
50
50
50
50
50
50
50
50
50
50
50

50
50
50
50
50
50
50
50
50
50
50
50
50
50
50
50

50
50
50
50
50
50
50
50
50
50
50
50
50
50
41
32
23
· 15
10

so

41
32
23
15
10

so
so
so
so

41
32
23

t~

1
%
%
0
0
0
0
0
0
0
0
0
0

c

d

7

10
8
7

6(i

5~

5
4%
4
3%
3}1
3~
3
2%
2}1
2~
2
If'-

IfJ.

1~

I

"-

0
0
0
0
0
0
0
0

~

6(i

5~

5
4%
4
3%
3%
3%
3
2%
2}1
2~
2
1%
1%
I%
I
%
%
0
0
0
0
0
0

e

23
I5
10
8
7
6%
5%
5
4%
4
3%
3f1
3~
3
2%
2[J.
2~
2
1%
1%
I%
I

%

.%
0
0
0
0

28' Traveled Width
f!\

50
50
50
50
50
50
50
50
50
50
50
50
50
50
50
50
50

so
so
so
so

50
41

a

b

50
50
50
50
50
50
50
50
50
50
41
32
23
15
10
8
7

50
50
50
50
50
50
50
50
50
50
50
50
41
32
23
15
10

~~

s

4%
4
3%

c

50
50
50
50
50
50
50
50
50
50
50
50
50
50
41
32
23
8
15
7
10
8
56~2 7
5
4% 6~
52

d

e

50
50
50
50
50
50
50
50
50
50
50
50
50
50
50
50
41
32
23
lS
10
8
7

50
50
50
50
50
50
50
50
50
50
50
50
50
50
50
50
50
50
41
32
23
15
10

•
-~lil!IP!!lp!q
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HIGHWAY COMMISSION
Actual
Load
Width

36'
37'
38'
39'
40'

11·

·ltr

30' Traveled Width
a

b

5
4%
4
3f'-

6f1: 87
5~
s 6~
4% s 2

3~

4

c

5

d

e

15

32
23
15

10

8
7
10
6% 8

a

3%
3%
3
2fi
2~

r

28' Traveled Width
b
c
d
e
4
3f1
3~

3%
3

5
4%
4
3f'3~

.6%
5%
5
4%
4

f

l·
~

8

f

7
6%
5%
5

f

r

(.

GRAVEL ROAD ADJUSTMENT
Actual
Load
Width

13'
14'
15'
16'
17'
18'
19'
20'
21'
22'
23'
24'
25'
26'
27'
28'
29'
30'
31'
32'
33'
34'
35'
36'
37'
38'

39'
40'

("",

1i

10

a

50
50
50
50
50
50
41
32
23
15
10

8
7

6f'-

s~

5
4%
4
3%,
3%
3%
3
2%,
2%
2%
2
1%.
1%

26' Traveled Width
c
d
e

b

50
50
so
50
50
50
50
50
50
50
50
50
50
50
50 . 50
41
50
32
50
23
41
15
32
10
23
8
15
7
10
6% 8
5% 7
5
6f1:
4% 5~
4
5
3%, 4%
3}1 4
3%,
3~
3
3%
2f'- 3%
3
2~
2% 21}
2
2~

50
50
50
50
50
50

so

50
50
50

so

50
50
50
50
50
50
50
50
50
50
50
50
50
50
41
32
23
15

41
41
32
23
15
10
8
7
10
6% 8
5% 7
5
6%
4% 5%
4
s
3%, 4%
3% 4
31,4 3%,
3
3%

i
t

24' Traveled Width
a

b

c

d

~

50

50
50
50
50
41
32
23
15

50
50
50
50
50
50
41
32
23
15

50
50
50

50
50

so

41
32
23
15
10

8
7

6f'5~

5
4%
4
3%,
3}1
3~
3
2%,
2%
2%
2
1%,
1%
1%
I

"-

~

10

8

7

6f1:
5~

5
4%
4
3%,
33~:f,
3
2%,

2~
21:f,
2
1%,
1}1
l~
1

10

8
7

6~
512

5
4%
4
31}
3~

3%
3
2%,
2%
2%
2
1%,
1%

so

50
50
50
50
41
32
23
15
10

8

so

50
50
50
50
50
50
50
41
32
23
15

7
10
6% 8
5% 7
s 6%
4% 5%
4
5
3%, 4%
3% 4
3% 3%,
3
3%
2%, 3%
3
2~
21:f, 2%,
2
2%

2.3(62GA, Ch. 285) Permits-their limi(4) Weight (legal including all
tations and stipulations.
tolerances )-18,540 pounds (single axle) ,
34,000 pounds (tandem axle), 42,000
2.3(1) Annual permits (issued for a pounds (triple axle), and 73,280 pounds
period of one year) for:
(total gross weight). See schedule in sub.
a. Vehicles and indivisible loads mle 2.1(16).
including mobile homes not to exceed the
( S) Unlimited distance.
following dimensions and weights:
h. Vehicles with indivisible loads
(1) Width-twelve feet five not to exceed the following dimensions
inches including appurtenances.
and weights:
(2) Length-seventy feet zero
(I) Width-fourteen feet zero
inches over-all. Front-end projection may inches.
in the discretion of the is8uing authority
(2) Length-eighty feet zero
exceed fifteen feet.
~nches o~er-al~. Front-end. pr?jection may
(3) Height (legal) thirteen feet m the d1scret1on of the issuing authority
six inches.
exceed fifteen feet.
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HIGHWAY COMMISSION

(3) Height (legal) thirteen feet or assembly to a point outside the state.
six inches.
e. A fee of ten dollars payable
(4) Weight (legal including all prior to issuance of the permit.
tolerances )-18,540 pounds (single axle) ,
34,000 pounds (tandem axle) , 42,000
f. Annual permits will he issued
pounds (triple axle), and 73,280 pounds only upon receipt of a fully completed
(total gross weight). See schedule in sub- application form by mail or when the
rule 2.1 (16).
applicant appears in person.
g. Annual permits shall be issued
(5) Restricted to trip distances
not to exceed fifty highway and street to Iowa.base licensed vehicles only.
miles in total aggregate,
2.3(2) Single-trip permits (issued for
c. Vehicles with indivisible loads
the
movement of a single load that exnot to exceed the following dimensions
ceeds statutory size from point of origin
and weights:
to point of ultimate destination) for:
(1) Width-(legal) eight feet
zero inches.
a. Vehicles with indivisible loads
including mobile homes not to exceed the
(2) Length 100 feet zero inches following dimensions and weights:
over-all. Front-end projection may in the
discretion of the issuing authority exceed
( 1) Width-twelve
feet
five
fifteen feet.
inches including appurtenances.
thirteen
(3) Height-(legal)
(2) Length-eighty feet zero
feet six inches.
inches over-all. No mobile home may be
( 4) Weight-(legal
including moved if the actual mobile home unit
all tolerances)-18,540 pounds (single exceeds sixty-eight feet in length. Front·
axle) , 34,000 pounds (tandem axle) , end projection may in the discretion of
42,000 pounds (triple axle) , and 73,280 the issuing authority exceed fifteen feet.
pounds (total ~rose weight), See schedule
(3) Height-(legal) thirteen feet
in subrule 2.1(16).
six .inches.
( 5) Restricted to trip distances
(4) W eight-(legal
including
not to exceed fifty highway and street
all tolerances)-18,540 pounds (single
miles in total aggregate.
axle), 34,000 pounds (tandem axle),
d. The movement of truck trailers 42,000 pounds (triple axle) , and 73,280
manufactured or assembled in the state pounds (total gross weight). See schedule
of Iowa shall be limited to the following: in subrule 2.1 (16).
(I) Width-(legal) eight feet
(5) Unlimited distance.
zero inches.
Vehicles with indivisible loads
(2) Length-sixty-five feet over- not tob.exceed
the following dimensions
all. Front-end projection may in the dis· and weights:
cretion of the issuing authority exceed
fifteen feet.
(1) Width-twelve feet zero
inches.
(3) Height-thirteen feet six
inches.
(2) Length-eighty feet zero
( 4) Weight-(legal
including inches. Front-end projection may in the
all tolerances )-18,540 pounds (single discretion of the issuing authority exceed
axle), 34,000 pounds (tandem axle), fifteen feet.
42,000 pounds (triple axle), and 73,280
to
(3) Height-limited only
pounds {total gross weight). See schedule
limitations
of
underpasses,
Lriclges,
power
in suhrule 2.1 (16).
lines and other established height restric(5) Not to exceed forty-five tions.
miles per hour.
(4) Weight-(including all tol{6) Only on roadways of twenty· erances )-18,540 pounds (single axle) •
four feet in width or more.
Weights for groups of axles, see subrule
( 7) Solely for the purpose of 2.1 ( 16) 75,000 pounds (total gross
delivery from the point of manufacture weight).
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HIGHWAY COMMISSION
(5) Unlimited
specified routes.

12
distance

over cretion of the issuing authority exceed
fifteen feet zero inches.
thirteen
c. Vehicles with indivisible loads
(3) Height-(legal)
not to exceed the following dimensions feet six inches.
and weights:
including
(4) Weight-(legal
(1) Width-twelve feet zero all tolerances)-18,540 pounds (single
axle), 34,000 pounds (tandem axle) ,
inches.
42,000 pounds (triple axle), and 73,280
(2) Length-eighty feet zero pounds (total gross weight). See schedule
inches over-all. Front-end projection may 2.1(16).
in the discretion of the issuing authority
f. Vehicles with indivisible loads
exceed fifteen feet zero inches.
exceeding the total gross weight of 90,000
(3) Height-limited only to pounds may be moved in special or emerlimitations of underpasses, bridges, power gency situations.
lines and other established height restric( 1) Weight-gross weight on
tions.
any axle shall not exceed 18,540 pounds
(4) Weight-(including all tol- including tolerances.
erances)-18,540 pounds (single axle).
g. Special or emergency situations
Weights for groups of axles, see sub rule
2.1 (16)-90,000 pounds (total gross (definitions).
weight).
(1) Shall be defined as those
( 5) Unlimited distance over where it is necessary to co-operate with
national defense officials.
specified route.
(2) Or where it is necessary to
d. Vehicles with indivisible loads
subject to the following dimensions and co-operate with cities, towns, counties or
weights:
·
other state agencies in response to
national or other disasters.
( 1) Width-exceeding
twelve
feet zero inches and up to f orly feet zero
(3) Or where it is necessary to
inches over-all width.
co-operate with public or private utilities
in order to maintain their public services.
( 2) Length-not to exceed 120
feet zero inches over-all. Front-end pro(4) Or uncommon and extraorjection may in the discretion of the issu- dinary circumstances where the move·
ing authority exceed fifteen feet.
ment is essential to the existence of an
Iowa business and the move may be ac(3) Height-limited only to complished without causing undue hazlimitations of underpasses, bridges, power ards lo the safety of the traveling puhlic
lines and other established height restric- or undue damage to private or public
tions.
property.
(4) Weight-(including all tol( 5) The issuing authority at its
erances)-18,540 pounds (single axle). discretion may require an additional esWeights for groups of axles, see subrule cort either official or civilian approved.
2.1 ( 16)-90,000 pounds (total gross
h. Fees and costs.
weight).
( 5) Distance limited to the
(1) A f e& of five dollars will he
scheclule of total trip distances. See rule charged for each single-trip permit ttay•
2.2- ove1· specified routes, in all cases able prior to the issuance of the permit.
nmst be accompanied by an official es·
(2) Permit issuing authorities
cort approved by the issuing authority.
may charge any permit applicant a fair
e. Vehicles especially designed for and reasonable cost for the removal and
the movement of grain bins and vehicles replacement of natural obstructions or
with indivisible loads not to exceed the official signs and signals.
following dimensions and weights:
( 3) Permit issuing authorities
(1) Width-(legal) eight feet may charge any permit applicant a fair
and reasonable cost for measures necessary
zero inches.
lo avoill damage to public property in·
(2) Length-120 feet over-all. eluding structures and bridges payuhle
Front-end projection may in the dis- prior to the issuance of the permit.
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( 4) Permit

h11mi11g

uuthoritice

may require the applicant to file a bond,
certified check or other assurance in an
amount sufficient to cover the reasonably
anticipated cost of damage or loss to pri·
vate property, either real or personal,
likely to be caused by or arising out of the
movement of the vehicle and load. The
amount of the above may be reduced
either in whole or in part by the appli·
cant's submission to the permit issuing
authority of written permission from af·
fected third parties stating in substance
that the third party either owns or has
the right of exclusive possession and con·
trol over the affected property and does
hy his signature consent to the move and
states that the applicant has in hand paid
or secured the payment of the anticipated
cost of loss or damage to his property.

b. Twelve feet five inches in wi<lth
and eighteen feet zero inches width of
buildings.

c. Eighty feet zero inches over-all
length.
d. Fourteen feet four inches in
height (provided specific route will allow
the height of the load).

(5) By Iowa highway commis·
sion resident maintenance engineer's office when vehicle and load exceeds: (Must
have traffic weight operations concurrence
by telephone before the perm.it is issued).
a. 75,000 pounds hut not to exceed
90,000 pounds total gross weight.

b. Twelve feet five inches in width
hut not to exceed forty feet provided of·
ficial escort is obtained by the applicant.

i. Single-trip permits for move·
c. Eighty feet zero inches in length
ment on the primary highway system shall
he issued:
hut not to exceed 120 feet zero inches
provided approved escort is obtained by
(1) By the traffic weight opera· the applicant. ·
tions department (permit section), Iowa
d. F'ourteen feet four inches in
slate highway commission, Ames, Iowa,
upon receipt of permit application and height provided affected public utilities
are contacted and proper line crews are
the permit fee hy mail.
available.
(2) When the permit applicant
2.3(3) Warning devices for overdimen·
appears in person at the traffic weight op·
erations department (perm.it section), sion vehicles and loads operating under
Ames, Iowa.
single-trip or annual permit as follows:
telephone-telegraph
(3) By
when load does not exceed 90,000 pounds
total gross weight, width does not exceed
twelve feet five inches, over-all length does
not exceed eighty feet, height does not ex·
ceed fourteen feet four inches (provided
specific route will allow the height of the
load) . The permit section may he con·
tacted directly hy telephone except for
the movement of mobile homes and
buildings for which a permit must be submitted in person or hy mail at the permit
office. Upon approval of the permit ap·
plication submitted, a telegram permit
may then be issued provided that in cases
where an escort is required for the move,
an approved civilian or official escort is
indicated on the application. In all cases
the perm.it fee must be received prior to
the issuance of the permit.

a. Mobile homes must display:
(1) A sign at least fourteen
inches high by five feet long marked
"Oversize Load" with a minimum of ten·
inch black letters on a yellow background
and mounted on the rear of the mobile
home. Such sign must be mounted on the
rear of the load at least seven feet above
the highway surface measuring from the
bottom of the sign.
( 2) A similar sign as in "a" ( 1 )
above, mounted on the front bumper of
the towing unit.
(3) Red flags at least eighteen
inches square placed in holders on each
corner of the front bumper of the towing
unit and on the comers of the rear of the
load.

b. Buildings and other loads ex·
(4) By the highway commission cceding eight feet zero inches in width and
resident maintenance engineer's office up to sixty-five feet in length must diswhen the vehicle and load does not exceed play:
(without traffic weight operations con·
(1) A sign at least fourteen
currence):
inches high by five feet long marked
a. 75,000 pounds total gross weight. "Wide Load" with a minimum of ten-inch
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black letters on a yellow background and prior to their usage on oversize vehicles
and loads. Coloring schemes and dimen·
mounted on the rear of the load.
sions of signs shall be consistent with the
(2) A similar sign as in "b"(l) above requirements.
above, mounted on the front bumper of
towing unit.
2.4(62GA, Ch. 285) Escorting-civilian
and official.
( 3) Red flags at least eighteen
2.4(1) Civilian escort authorization.
inches square placed in holders on each
corner of the front bumper of the towing
a. A blanket authorization is an
unit and on the comers of the rear of the
authorization issued by the permit issuing
load.
authority for the escorting of vehicles and
c. Loads exceeding sixty-five feet loads subject to these roles under circum·
in length must display:
stances where the escort driver is an em·
ployee of the permit holder.
(1) A sign at least fourteen
inches high by five feet long marked
b. An individual authorization is an
"Long Load" with a minimum of ten-inch authorization issued by the permit issuing
black letters on a yellow background and authority for the escort of vehicles and
mounted on the rear of the load.
loads subject to these rules under circum·
(2) A similar sign as in "c"(l) stances where the escort driver is an agent
above, mounted on the front bumper of but not an employee of the ttermit holder
or is an individual or an employee of
the towing unit.
another under contract to provide escort
( 3) Two red flags at least
eighteen inches square and elevated two
feet above the load and mounted at each
rear corner of the hauling vehicle when
overlength loads (example: poles, pipes,
beams, etc.) are hauled where the abovedescribed sign in "c" (1) is not practical.
On these types of loads red flags or a
flashing amber light shall he placed strategically on any load extension beyond
the rear of the hauling vehicle. Such
flashing light must he at least five inches
in diameter and have at least. fifty candlepower.
(4) Red flags at least eighteen
inches square placed in holders on each
corner of the front bumper of the towing
unit and on the rear corners of the load.

service for the permit holder.

c. Permit issuing authorities may in
their discretion issue blanket P.l'cort
authorization to all annual permit holders
and to permit holders when it is necessary
to co-operate with:
(1) National defense officials.
(2) Cities, towns, counties or
other agencies of this state or other states
in response to national or other disasters.
( 3) Public or private utilities in
order that they may maintain their public
service.

( 4) Businesses where in the ordinary course of the permit holder's business it is necessary to move vehicles with
d. In those cases where the load loads that. qualify for single-trip permits.
being hauled is both long and wide and
2.4(2) General escorting requirements.
the over-all length exceeds sixty-five feet,
the warning devices as described in "c"
a. Shall use a vehicle of a general
above shall be required.
size approximating that of a normal pas·
senger automobile with sufficient mobility
e. Loads exceeding 73,280 pounds so as to be able to avoid and assist in the
total gross weight shall not he required to event of an emergency and of such design
display warning devices unless width or so as to afford clear and unobstructed
length exceeds legal dimensions.
vision both front and rear.
f. All warning devices described in
b. All escort operators shall be age
this section shall he clean at all times and twenty-one or over and shall be in posses·
shall he removed or covered when the sion of a valid chauffeur's license or have
vehicle is not being operated under per- recently passed the written and vision exmit.
amination for an Ioiwa chauffeur's license
g. Warning signs not consistent and have a valid operator's license.
with the wording requirements as dec. Shall equip the escorting vehicle
scribed in "a'', "b", and "c" above must.he with an amber revolving light. Such light
approved by the permit issuing authority shall be at least seven inches high, seven
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incl1£'s in diameter with ut lcusl a 100·
candlepower lamp and must provide 360°
warning. During the escorting of a permit
load, the revolving light shall be mounted
on top of the escort vehicle and shall be
burning. Additional escort vehicle mark·
ings may be approved or required by the
permit issuing authority.

authorization shall be good and effective
for a term of one year from the time of
its issuance, subject to the applicant's sub·
sequent compliance with official rules and
regulations promulgated under authority
of chapter 285 of the Acta of the 62nd
General Assembly.

2.4(4) Except as otherwise specifically
provided,
approved civilian and official
d. Two red flags shall be mounted
on the front bumper of the escort vehicle. escorts shall be required for movement
under single-trip permit as follows:
e. Shall maintain a distance of ap·
a. One approved civilian escort
proximately 300 feet in front of the load
be
required when the vehicle with
shall
and where required from the rear of the load exceeds:
same except when traveling within the
corporate limits of a city or town at which
(1) The roadway lane width and
time the escort shall maintain a reasonable the total gross weight of the vehicle with
and proper distance consistent with exist· load is 73,280 pounds or less and its width
ing traffic conditions.
does not exceed twelve feet five inches
and its length does not exceed eighty feet
f. A separate escort shall b~ pro· zero inches and its height does not exceed
vided for each load hauled under escort. thirteen feet six inches.
8· All traffic laws shall he obeyed.
(2) The roadway lane width and
h. The operator of the escort ve· the total gross weight of the vehicle with
hicle shall warn traffic by means of a red load is more than 73,280 pounds but less
flag, of the approaching load at danger than 75,000 pounds and its width does not
points auch aa bridges and comers where exceed twelve feet zero inches and the
the loaded vehicle is going to make a turn. length does not exceed eighty feet zero
inches.
i. Shall immediately prior to an es·
(3) 75,000 pounds hut not more
cort, find the escorting vehicles to be in
than 90,000 pounds total gross weight and
safe operational condition.
its width does not exceed twelve feet zero
and its length does not exceed
inches
2.4(3) Individual authorization re·
eighty feet zero inches.
quirements.
(4) Eighty feet zero inches in
a. All such operators shall submit length hut not more than 120 feet zero
their full names, the date of their birth, inches in length, or the vehicle is one es·
chauffeur's license number and date of pecially designed for the exclusive move·
iYuance in writing to traffic weight oper· ment of grain bins with a length of more
ations in Ames, Iowa.
than eighty feet zero inches hut not more
b. In those cases where the escort than 120 feet zero inches and their widths
vehicle is not operated under blanket do not exceed eight feet zero inches and
civilian authorization, the owner of the their total gross weights do not excecrl
escort vehicle shall file with traffic weight 73,280 pounds and their heights do not
operations proof of public liability insur· exceed thirteen feet six inches.
ance in the amounts of $100,000-$200,000·
b. An official escort operator shall
$20,000. Such proof to be made by the include any peace officer, (sheriff, deputy
submission of a certificate of insurance.
sheriff, policeman, highway patrolman,
and uniformed highway commission esc. Upon compliance with the above, cort) on or off duty and one such official
the individual civilian escort operator will escort shall be provided when the vehicle
receive proof of authorization from the with load exceeds:
director of traffic weight operations and
shall be in possession of same throughout
(1) Twelve feet five inches in
any move for which he is providing such width.
service.
(2) Eighty feet zero inches in
d. In consideration of the issuance length and either its width exceeds eight
of said authorization and in order to de· feet zero inches or its height exceeds
fray the expense of the same, the director thirteen feet six inches or its total gross
shall charge a fee of five dollars, which weight exceeds 73,280 pounds.
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(3) 75,000 pounds total gross
e. The report forms are to he subweight and either its width exceeds twelve mitted at the end of each day to traffic
feet zero inches or its length exceeds weight operations office in Ames, Iowa,
by the arresting officer. Said forms shall
eighty feet zero inches.
he completed in triplicate, the original
( 4) 90,000 pounds total gross copy going to the arrested driver, the
weight.
second copy to the Ames office and the
2.4(5) Approved escorts shall be re- third copy retained by the arresting ofquired when movement is made under ficer.
annual permit as follows:
f. The permit violation reports are
to
be
filed
by the traffic weight operations
a. One approved civilian escort
office and a record of the reports properly
shall be required when:
kept up to date.
(1) Vehicle and load exceeds the
roadway lane width of the highway or
2.5(2) Permit violation reports by
street being traversed.
traffic weight operations to the commission.
(2) The length of the vehicle
and load exceeds eighty feet zero inches.
a. The director of traffic weight
operations
is to report to the Iowa state
2.5(62GA, Ch. 285) Permit violation.
highway
commission
that a permit holder
All permit violations are to be reported
has
accumulated
violations
on five or
to traffic weight operations by the armore
occasions
or
has
one
violation
in a
resting officers who in turn twill make manner as to indicate a willful violation
periodic reports to the commission of the by the permit holder.
type and number of violations.
b. Such report shall contain:
2.5(1) Permit violation reports by the
arresting officer to include:
( 1) The name of the permit
a. The time, date, location, sum- holder in violation and the type and nummons number, the arresting officer's sig- ber of the permit.
nature, the nature of the violation or vio(2) The director of traffic weight
lations, the name of the violator, the name operations opinion as to whether or not
of the permit holder and type and number the permit holder is operating in willful
of permit.
disregard for the safety of the traveling
b. Remarks of the arresting officer. public and adjacent private or public
property owners.
( 1) The arresting officer shall
c. Such opinion shall he supported
note the circumstances of the violation to
include those tending to show the nature by a factual summary of all violations of
of the same. The arresting officer should sections 321.454, 321.456, 321.457, 321.463
also indicate whether in his opinion the and of chapter 285 [Acts 62G.A.] as reviolation was intentional or inadvertent. ported for every occasion upon which the
violation occurred.
c. Remarks by the arrested driver.
d. Before formulating such opin( 1) The arrested driver should ions the director of traffic weight operaread the arresting officer's report and tions shall consider the evidence relating
should note any corrections to the report to:
and give a summary of his reason for the
( 1) The character of the violaviolation.
tion.
(2) The arrested driver may sign
(2) The gravity of the violation.
the report.
( 3) The extent of the opera·
d. Remarks by the magistrate.
lions of any 'Vehicles by or on behalf of
(1) The magistrate before whom the permit holder upon the public high·
the case is presented shall be requested to ways of this state which did itot involve
indicate his decision and also his opinion violations.
as to whether the violation was intentional
e. Such report s·hall contain rec·
or inadvertent.
ommendations by the director of traffic
(2) The magistrate shall sign the weight operations to amend, modify, or
report.
revoke the permit.

.
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2.5(3) Hearing to show cause why

permit should not be amended, revoked
or modified.

-~

a. If the Iowa state highway com·
mission shall concur in the recommendations al! mentioned in suhrule 2.5 (2) "e",
above, the permit holder shall be notified
of the time and place at which he might
appear to present cause why the permit
or future permits should not he amended,
modified or revoked.

2.6 Iowa state highway commission
Forms 563, 564 and 566 through 568 to he
used for the issuance of permits and es·
cort authorization for movements of over·
size-overweight vehicles and loads on the
primary highway system of Iowa. High·
way commission Form 569 is for the reporting of permit violations on Iowa
roads.

Form 566
IOWA STATE HIGHWAY COMMISSION
CIVILIAN ESCORT BLANKET APPLICATION AND AUTHORIZATION

Blank.et Authorization No.
Date Issued
Authorization Fee $5.00
Applicant
(Company Name)
Address

Ins. Co.
Expiration .
Policy No. _ _ _ _ _ _ _ _ _ _ _ Date
Applicant does hereby agree to and does hereby state that the civilian escort
driver escorting under authority of this authorization will be and is an
employee of the applicant and not an independent contractor or agent of the
applicant or any third party who is not also applicant's employee and that
escort driver complies with the escort provisions as indicated on the hack of
this form •

..
Signature and official title
Applicant is hereby authorized to provide civilian escort service for movement
of vehicles and loads of excess size and weight under permit as provided in
Chapter 285 of the Acts of the 62nd General Assembly of the State of Iowa.
Expires
19_ _
Fee Received - - - - - - - Director, Traffic Weight Operations

BY
Copy of this authorization must be in the possession of the civilian escort
during escorting of a permit load. Make fee payable to the Iowa State Highway
Commission.
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Form 567
IOWA STATE HIGHWAY COMMISSION

CIVILIAN ESCORT APPLICATION AND AUTHORIZATION

Authorization No.
Date Issued
Authorization Fee $5.00
Applicant
(Please print)
Address

Expiration
Policy No. - - - - - - - - - - - - - - - Date - - - - - - - - Date
Birth Date - - - - - - - Chauffeur's Nd. - - - - - lssue....
d _ _ _ __
I do by my signature hereby certify that the above is true and correcL

Applicant's Signature
The above has been approved as a civilian escort and is hereby authorized to
provide civilian escort service for movement of vehicles and loads of excess
size and weight under permit as provided in chapter 285 of the Acts of the
62nd General Assembly of the state of Iowa.

Expires

19_

Fee Received - - - - - - Director, Traffic Weight Operations

BY

Authorization must he in the possession of the civilian escort during escorting
of a permit movement. Make fees payable to Iowa State Highway Commission.

19

HIGHWAY COMMISSION
llack Side of Form 566 and 567
AUTHORIZED CIVILIAN ESCORT PROVISIONS

1. Shall use a vehicle of a general size approximating that of a normal
passenger automobile with sufficient mobility so as to be able to avoid
and to assist in the event of an emergency an<l of such design so as to
afford clear and unobstructed vision both front and rear.

1

.

·1.~'
'

'

i

I
I

2. All escort operators shall be age 21 or over and shall be in possession of
a valid chauffeur's license or have recently passed the written and vision
examination for an Iowa chauffeur's license and have a valid operator's
license.
3. Shall equip the escorting vehicle with an amber revolving light. Such light
shall he at least seven inches high, seven inches in diameter with at least
a 100-candlepower lamp and must provide 360° warning. Durio~ t®
escorting of a permit load, the revolving light shall be mounted on top
of the escort vehicle and shall be burning.

4. Two red flags shall be mounted on the front bumper of the escort vehicle.
5. Shall maintain a distance of approximately 300 feet in front of the load and

l

where required from the rear of the same except when traveling within
the corporate limits of a city or town at which time the escort shall main·
tain a reasonable and proper distance consistent with existing traffic
conditions.

I

6. A separate escort shall he provided for each load hauled under escort.

Il

7. All traffic laws shall be obeyed.

i

J

l
l
I

8. The operator of the pilot vehicle shall warn traffic by means of a red flag,
of the approaching load at danger points such as bridges and corners where
the loaded vehicle is going to make a turn.

9. Shall immediately prior to an escort, find the escorting vehicles to be in
safe operational condition.

Form 568
CIVILIAN ESCORT FORl\1

Chauffeur's License Requirements

!

'

Iowa State Highway Commission
Ames, Iowa

l

1
i

f

I
j

Address
Birth Date

i
l

Name

Operator's License N o . - - - - - - - - - - - - - - - - Operator's Signature
The aforementioned has successfully completed the written examination and
vision examination for an Iowa chauffeur's license on
19_.
Remarks:
Examiner's Signature

No.

Send completed form to T.W.O., Highway Commission, Ames, Iowa.
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Form 569

~·

ff

PERMIT VIOLATION REPORT

Date of Violation - - - - - - - - Time - - - Location - - - - - - Name of Violator - - - - - - - - - - - - - - - - - - - - - - - Address
Name of Permit Holder - - - - - - - - - - - - - - - - - - - - Address
Permit Type - - - - - - - - Number - - - - Summons No. - - - *Nature of Violation or Violations - - - - - - - - - - - - - - - - -

t
t
i
(,

..t
~

.~
.I

I
w

I

1
t

~

t

..
**Remarks by Arresting Officer - - - - - - - - - - - - - - - - - -

- - - - - - - - - - - - - - - - Signed - - - - - - - - - - - T.W.O. Officer
***Remarks by Arrested D r i v e r - - - - - - - - - - - - - - - - - -

----------------Signed-----------Driver
****Remarks by Magistrate -------------------~

----------------Signed----=--------Magistrate
*Arresting officer should note circumstances of violation.
**Arresting officer should indicate whether in his opinion, the violation was
intentional or inadvertent.
***Arrested driver may sign his name at his option.
****Magistrate shall be requei;ted to indicate his decision and opinion as to
whether the violation was intentional or inadvertent.
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HIGHWAY COMMISSION

STATE OF IOWA
TRAFFIC WEIGHT OPERATIONS
Iowa State Highway Commission
Ames, Iowa

Permit and Receipt No. - - - - - Date of Permit - - - - - - - - Remit $5 fee payable to Iowa Highway
Commission.

SINGLE TRIP

Application and Permit and Receipt
APPLICANT MUST FULLY COMPLETE THIS FORM

(Please Print or Use Typewriter)

Name - - - - - - - Address - - - - - - 1. Applicant
2. Owner of V e h i c l e - - - - - - - - - - - - - - - - - - - - 3. Owner of Load
4. Is this move for hire? Yes_ No_ If yes, la.C.C. or I.C.C. No.,_ _ __
:Towing vehicle
Towed vehicle
5. General
Truck_ Semitrailer_
Truck-tractor_ Other_ __

6. Make

8. License Class - - - (tonnage)

12. Over-all dimensions of· vehicle
and load:
Length_Ft-In.
Height_Ft-In.
Width_Ft-In.
Front-End ProjectioD-Ft.-1n.

9. Empty W e i g h t - - - - - - - -

13. Axle spacing lsL..2nd._3rd_
4th_5th._6th_

10. Total Gross
Weight

14. Escort: Name and Authorization
Number

7. License No.
and State

..

11. Object or load to he moved:
General description - - - - Make
License No.
Serial No. - - - - - - - -

15. Maximum gross weight of any 2-axle assembly-1bs. Maximum gross weight
of any·3-axle assembly-1hs•
16. From _ _ _ _ _To._ _ _ __

17. Total Distance - - - miles.

Routes
18. Is any loss or damage to private or public property likely to occur as a
result of the move? Yee-No_ _ If yes, estimate amount----19. Does vehicle meet the safety standards as prescribed in Sections 321.381
through 321.451 of the Iowa Code? Ycs.__ No_ _

J
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HIGHWAY COMMISSION
20. Is it possible to make vehicle or load legal (width 8', height 13'6", length
55', weight 73,280 pounds) by adjusting manner or transport? Yes_ No_

H no, explain
21. Does applicant have public liability insurance ($100/200/20) on file with
Traffic Weight Office, Ames, Iowa? Yes__No_ _ If no, SUBMIT
CERTIFICATE OF INSURANCE
22.

do solemnly swear that I have read the entire permit and
application and have fully completed all statements and proVided all data
called for herein truthfully and correctly and I agree to abide by all
General Provisions set forth herein including those found on the reverse
side hereof,
(Notary Seal)

Signature

23. Subscribed and sworn to before me this _ _ day of _ _ _ __., 19_
- - - - in and for
Notary Public

County, State of - - - -

NOTE-DO NOT WRITE BELOW FOR OFFICIAL USE ONLY
24. TIDS IS YOUR AUTHORITY TO MOVE - - - - - - - - Of _length, _width, _height, _Front-End Projection, _Total Grol!8
Weight.
For _ _miles. Speed shall not exceed _ _MPH. Permit expires at sunset

-------~--~19---The vehicle, vehicle with load, shall he escorted hy ~Civitian Approved
_ _Official Escort.
25. Movement shall he made in compliance with 1 through 24 above and 'With
all General Provisions of this permit. This permit is voidable for falsifica·
tion of the application or for any violation of a term, condition, provision
or limitation of the permit.
Director, Traffic Weight Operations
BY
Permit Officer

RECEIVED FROM - - - - - • DOLLARS FOR PERMIT
_ ._DOLLARS FOR TELEPHONE
CHARGE
_,_TOTAL DOLLARS

CASHIER'S RECEIPT NO. _ _
DATE _ _ _ _ __, 19__
CHARGE TO ACCOUNT _

' r-"\

~
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HIGHWAY COMMISSION

~

GENERAL PROVISIONS

State of Iowa and highway commission assume no responsibility for property
of the permit holder by issuance of thii.i permit.

'

I
..

···:1

.

The permit holder shall comply with terms and conditions of the permit,
take all reasonable precautions to protect and safeguard the lives and property
of the traveling public and adjacent property owners, and shall hold the state
of Iowa and highway commission harmless of any damages that may be sustained on account of such move.
The permit holder shall hold the state and the highway commission harm·
less for any damages that may result to primary highways by movement made
hereunder and shall reimburse state or highway commission for any expendi·
ture which state or highway commission may have to make on account of
such move•
Nothing in the permit shall Le construed as waiving any load limitations
which have been or which might be established on any bridge or any road
with embargo signs nor the wheel base maximum load limitations of subrule
2.1 (16) of the Rules and Regulations for the issuance of permits.
Permit and any supplements or additions thereto shall be void in case the
weights or dimensions of the vehicle and load as operated exceed the weights
or dimensions as provided in the permit and supplements or additions thereto.
No vehicle or combination of vehicles of illegal dimensions, with or without
load, shall be moved on Iowa highways without permit.
Permit is valid only for the transporting of a single article per move exceed·
ing statutory size or weight limits or both, and which cannot reasonably be
divided, or reduced to statutory size and weight limits, etc., except in the
transportation of property consisting of more than one article exceeding the
statutory size limits when the statutory weight limits are not exceeded and
the additional articles transpol'ted do not exceed statutory size in any way
in which such limits would not be exceeded by the single article.

1

Permit shall he carried in the cab of the vehicle for which the permit is
issued and shall be available for inspection at all times. Vehicles for which
permit is issued shall be open to inspection by any peace officer or any
authorized agent of any permit granting authority.
Movements under permit shall be made only during daylight hours unless
it is established by the issuing authority that movement can be better accom·
plished at another period of time because of traffic volume conditions. Except
as provided in section 321.457 of the Code, no movement of over-dimension
vehicles shall be permitted on Saturdays, Sundays, or the day of, before or
after the following holidays: New Years Day, Memorial Day, Independence
Day, Labor Day, Thanksgiving Day, Christmas Day and Veterans Day or days
of special events when abnormally high traffic volumes can be expected.
The permit vehicle shall not exceed, consistent with the safety of the
traveling public, that speed specified by this permit.

I

I
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The permit holder must take steps necessary to avoid and reduce traffic
congestion by maintaining proper traffic interval, temporarily relinquishing
the travel way in order to provide a passing opportunity for following vehicles
desiring to travel faster than the preecrihed speed of the permit vehicle. Thia
shall be done as soon as conveniently possible as soon as a group of two or
more vehicles have accumulated in hack of permit vehicle.
The permit holder must notify the Director of Traffic Weight Operations,
Highway Commission, Ames, Iowa, in writing of the fact of the occurrence of
any reportable motor vehicle accident involving any permit vehicle.
All vehicles and loads exceeding legal dimensions must display warning
devices as stipulated in subrule 2.3(3) of the Rules and Regulations for the
issuance of permits.
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HIGHWAY COMMISSION
STATE OF IOWA
TRAFFIC WEIGHT OPERATIONS
Iowa State Highway Commission
Ames, Iowa

Permit and Receipt No. - - - - - Date of Permit - - - - - - - - Remit $10 fee payable to Iowa ffighway
Commi88ion

ANNUAL

Application and Permit and Receipt
APPLICANT MUST FULLY COMPLETE THIS FORM
(Please Print or Use Typewriter)
Name

Address

1. Applicant
2. Owner of Vehicle(s)_...,:..__ _ _ _ _ _ _ _...___ _ _ _ _ _ _ __
3. Owner of Load
4. Is this move for hire? Yes._ No_ H yes, Ia. C.C. or I.C.C. No.___Towing
Vehicle
Towed Vehicle----

5. General

Truck_ Semitrailer_
Truck Tractor- Othei::_ __

8. Make
9. Serial No.
10. License No.
and State
'

• 1'

6. Describe typical load: Check the
appropriate
Construction Equip_ Construction materials._ for heavy equip.
(SME) including towed equip.
Yes._ No_
Portable Bldgs_
Agriculture Equip. _
Poles & Pipe__ Military_
Mobile Homes.__ Other _ __

11. License Class - - - - - - - - 7. Over-all dimensions of vehicle and
(tonnage)
load
Length -Ft. -1n.
12. Empty Weigh..__ _ _ _ _ __
Width -Ft. --1n.
13. Total Gross
Height -Ft. -1n.
Weight
Front-End Projection -Ft. _In.
14. Axle Spacing lsL- 2nd_ 3rd_ 4th_ 5th_ 6th_
•'

15. Maximum groBB weight on any single axle 18,540 pounds which includes
tolerance.
Maximum gross weight of vehicle and load 73,280 pounds which includes
tolerance.
Maximum gross weight of any 2-axle assembly 34,000 pounds, of any 3-axle
assembly 42,000 pounds.
NATURE OF MOVE -

Answer all the following questions:

16. Is it possible to make vehicle or load legal (width 8', height 13'6", length
55', weight 73,280 pounds) by adjusting manner or transport? Yes._ No_
H no, e x p l a i n - - - - - - - - - - - - - - - - - - - - - . ; . . . _ 17. Does applicant have public liability insurance ($100/200/20) on file with
Traffic Weight Office, Ames, Iowa? Yes.__ No_ _ IF NO, SUBMIT
CERTIFICATE OF INSURANCE.

''

)

25.

HIGHWAY COMMISSION

18. Docs vehicle meet the safety slamlards as prescribed in sections 321.381
through 321.451 of the Iowa Code? Yes__ No_ _

19. I

do solemnly swear that I have read the entire
permit and application and have fully completed all statements and
provided all data called for herein truthfully and correctly and I agree
to abide by all General Provisions set forth herein including those found
on the reverse aide hereof.

Signature of Applicant
(Notary Seal)

20. Subscribed and sworn to Lefore me this _ _ day of - - - - - 1 9 - - - - - - - in and for
Notary Public
NOTE -

County, State of - - - - - -

DO NO'l' WRl'fE BELOW FOB OFFICIAL USE ONLY

21. THIS IS YOUR AUTHORITY TO MOVE - - - - - - - - Of -1ength, _width, _height, _Front-End Projection, _Total Gross

Weight.
For - - miles. Speed shall not exceed _MPH. Permit expires at sunset

19-

....

22. Movement shall be made in compliance with 1 through 21 above and with
all General Provisions of this permit. This permit is voidable for falsifica·
tion of the application or for any violation of a term, condition, provision,
or limitation of the permit.
Director, Traffic Weight Operations

BY
Permit Officer

RECEIVED FROM - - - - - -

CASHIER'S RECEIPT NO.

----~DOILARS

DATE

FOR PERMIT

19__

GENERAL PROVISIONS

.

State of Iowa and Highway Commission assume no responsibility for
property. of permit holder by issuance of this permit.
The permit holder shall comply with terms and conditions of the permit,
take all reasonable precautions to protect and safeguard the lives and property
of the traveling public and adjacent property owners, and shall hold the
state of Iowa and Highway Commission harmless of any damages that may
he sustained on account of such move.
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HIGHWAY COMMISSION
The permit holder shall hold the state and the Highway Commission
harmless for any damages that may result to Jll'imary highways by movement
made hereunder and shall reimburse state or Highway Commission for any
expenditure which state or Highway Commission may have to make on account
of such move.
Nothing in the permit shall he construed as waivmg any load limitations
which have been or which might he establishecl on any bridge or any road
posted with embargo signs nor the wheel base, maximum load limitations of
suhrule 2.1 (16) of the Rules and Regulations for the issuance of permits.

.f
l'

;
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Permit and any supplement or additions thereto shall he void in case the
weights or dimensions of the vehicle and load as operated exceed the weights
or dimensions as provided in the permit and supplements or additions thereto.

I~
!

No vehicle or combination of vehicles of illegal dimensions, with or without
load, shall he moved on Iowa highways without permit.
..'·'

Permit is valid only for the transporting of a single article per move exceeding statutory size or weight limits or both, and which cannot reasonably be
divided, or reduced to statutory size and weight limits, etc., except in the
transportation of property consisting of more than one article exceeding the
statutory size limits when the statutory weight limits are not exceeded and
the additional articles transported do not exceed statutory size in any way in
which such limits would not be exceeded by the single article.
Permit shall be carried in the cab of the vehicle for which this permit is
issued and shall be available for inspection at all times. Vehicles for which
the permit is issued shall be open to inspection by any peace officer or any
authorized agent of any permit granting authority.
Movements under permit shall he macle only during daylight hours unless it
is established by the issuing authority that movement can be better accom·
plished at another perfod of time because of traffic volume conditions. Except
as provided in section' 321.457 of the Code, 110 movement of overdimension
vehicles shall he permitted on Saturdays, Sundays or the day of, before or
after the following holidays: New Years Oay, Memorial Day, Independence
Day, Labor Day, Thanksgiving Day, Christmas Day, and Veterans Day or
days of special events when abnormally high traffic volumes can be expected.
The permit vehicle shall not exceed, consistent with the safety of the
traveling public, that speed specified by this permit.
The permit holder must take steps necessary to atvoid and reduce traffic
congestion by maintaining proper traffic interval, temporarily relinquishing
the travel way in order to provide a passing opportunity for following vehicles
desiring to travel faster than the prescribed speed of the permit vehicle. This
shall be done as soon as conveniently possible as soon as a group of two or
more vehicles have accumulated in back of permit vehicle •
.The permit h?l~er must notify t~e Di~~ctor of Traffic Weight Operations,
Highway Commiss10n, Ames, Iowa, in wr1tmg of the fact of the occurrence of
any reportable motor vehicle accident involving any permit vehicle.
Any ve~ic~e and load .exceedi~g 12_'5" in width. or ex~eeding 70' in length
shall be limited to maximum trip distances of fifty miles. All vehicles and
loads exceeding legal dimensions must display waming devices as stipulated
in subrule 2.3(3) of the Rules and Regulations for the issuance of permit.
Approved escort shall be provided for the movement of vehicles and loads
which ex.c.~ed the r~adway lane width or eighty feet in length when operated
under annual permit.
[Effective March 7, 1969]
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ATTACHMENT TO RULES

ATTACHMENT TO RULES

The following amendment is proposed
The following amendment is proposed
by the Attorney General to the Rules and by the Departmental Rules Review Committee to the Rules and Regulations as
Regulations as originally submitted.
originally submitted.
.
The enacting clause is amended by addSection 2.2 (3) "b" of the Rules and Reging the words "concerning the operation
and movement of vehicles of excess size ulations is amended by adding the followand weight" after the words "pages 300- ing sentence at the end thereof:
307".
"The maximum distance shall not be extended by the fact that there is more than
one issuing authority."
.';

.

HIGHWAY COMMISSION
(continued)

Pursuant to authority of chapter 285 of tured or assembled in the state of Iowa
the Acts of the 62nd General Assembly provided:
of the state of Iowa, the following num( 1) A minimum speed of forty
bered rule is adopted.
miles per hour can be maintained.
[Filed May 1, 1969]
(2) The vehicle with load does
not exceed eleven feet nine inches in
OPERATION AND MOVEMENT OF
width, thirteen feet six inches in height,
VEHICLES AND LOADS OF EXCESS seventy feet zero inches in over-all length
SIZE AND WEIGHT
and total gross weight of 73,280 pounds
2.1 (15) Movements on the Interstate (18,000 pounds per axle according to the
System (as defined in section 306.2 ( 7) of schedule in 2.1 (16)).
the 1966 Code of Iowa).
c. Single-trip permits may he is·
a. Subject to the provisions of "b", sued for movement, or a portion of a
"c" and "d" below, annual or single-trip move, on the Interstate System where in
permits will be issued for movements on the opinion of the director of traffic
the Interstate System provided the Inter- weight operations the move proposed on
state System is free from maintenance and the Interstate System will be to the beet
construction work or other hazardous interests of the safety of the traveling
conditions on the specific permit route public provided:
and abnormally high traffic volumes due
( 1) A minimum speed of forty
to special events are not present on the miles per hour can be maintained.
specific permit route and where:
(2) The vehicle with load does
(I) An alternate primary route not exceed eleven feet nine inches in
with a roadway width of twenty-four feet width, height limited to underpasses,
is not available, or
power lines and other established height
(2) The average daily traffic restrictions, seventy feet zero inches in
over-all length and total gross weight of
exceeds 3000 vehicles on the alternate
73,280 pounds ( 18,000 pounds per axle
primary route, or
according to the schedule in 2.1 ( 16) ) •
( 3) The travel distance is equal
( 3) The vehicle with load does
for both systems or is greater for the alnot exceed eighty feet zero inches in
ternate primary route.
over-all length and the width does not ex·
b. Annual permits may be issued ceed eight feet zero inches, the height
for movements on the Interstate System does not exceed thirteen feet six inches
not to exceed twenty-five miles except end the total gross weight does not exceed
th1tt the movement of road construction 73,280 pounds ( 18,000 pounds per axle
machinery, equipment or material and according to the schedule in 2.1 ( 16) ) in
agricultural machinery, equipment and special or emergency situations and only
materials may be for a distance exceeding at the discretion of the permit issuing
twenty-five miles if such machinery, authority. In such cases the provisions of
equipment and materials are to be used 2.1(15)"a" (1), (2) and (3) may be
within the state of Iowa or arc manuf ac- waived.
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LABOR BUREAU

d. Single-trip or annual permits
may be issued for mobile homes to make
a portion of a move on the Interstate Sys·
tem: ( l) at either the point of entry or
exit from this state and then only for
such distance necessary to make connection with the nearest primary highway
route, or (2) to by-pass urban areas over
specified routes provided:

of one year after the effective date of
such amendment as provided for in chapter 17A of the Code for the purpose of
evaluating the safety of such tnovements
on the Interstate System in co-operation
with the department of public safety.
(The above paragraph "f' added by
amendment. See attachment.)

[Effective May 1, 1969]
The vehicle with load does not exceed
eleven feet nine inches in width, thirteen
AMENDMENT TO RULES
feel six inches in height, 1.1eventy feet zero
inches in over-all length, and total gross
'fhe following amendment is proposed
weight of 73,280 pounds (18,000 pounds by the Oepnrtmental Rules Review Com•
per axle according to the schedule in mittee to the rule as originally submitted.
2.1 (16)).
Amend subrule 2.1 (15) by adding at
e. Permits for movement on the the end thereof a new paragraph as fol·
Interstate System shall he issued by the lows:
traffic weight operations office, Ames,
"/. Section 2.1 (15) of the rules and
Iowa, or by the resident maintenance en·
ginecr's office provided the proposed In- regulations shall he in force for a period
terstate System movement is approved by of one year after the effective date of
a telephone caJI to the traffie weight op- such amendment as provided for in chapter 17A of the Cocle for the purpose of
erations office, Ames, Iowa.
evaluating the safety of such movements
/. Section 2.1 (15) of the rules and on the Interstate System in co-operation
regulations shall be in force for a period with the department of public safety."

LABOR BUREAU
thickness of which is not more than 1/48
of their diameter for those up to, and
including, twenty inches in diameter, and
not more than 1/60 of their diameter for
those larger than twenty inches in diam·
EMPLOYMENT SAFETY RULES
eter, used for a multitude of operations
TITLE I
vario~s]y known as cutting, cutting-off,
groovmg, . slotting, coping and jointing,
INDUSTRIAL DIVISION
and the bke. The rwheels may be "solid"
CHAPTER 3
consisting of organic-bonded abrasive ma·
terial throughout, "steel centered" con·
VENTILATION CONTROL OF
sisting of a steel disc with a rim of organGRINDING, POLISHING AND
ic-bonded material molded around the
BUFFING OF FERROUS AND
periphery, or of the "inserted-tooth"
NONFERROUS METALS
!YPe consisting ~f a steel disc with organ3.1(88A) T. I Scope.
ic-bonded abrasive teeth or inserts me3.1 (1) These rules shall apply where chanically secured around the periphery.
grinding, polishing, buffing, scratch
3.2(2) "Belts" shall mean all powerbrushing, abrasive cut-off wheels, grind·
ing or polishing straps or belts are used driven, flexible, coated hands used for
and the dust, dirt, fumes and gases gener· grinding, polishing, or huffing purposes.
ated thereby constitute a hazard to the
3.2(3) "Branch pipe" shall mean the
health of the employees engaged in sucli
operation. These rules apply to the grind· part of an exhaust system piping that is
ing, polishing and huffing of ferrous and connected directly to the hood or enclosure.
nonferrous metals only.

Pursuant to authority of section 88A.ll
of the Code, the following rules are
adopted.
[Filed June 12, 1969]

3.2(88A) T. I Definitions.
3.2(4) "Cradle" shall mean a movable
3.2(1) "Abrasive cutting-off wheels" fixture, upon which the part to be ground
shall mean organic-bonded wheels, the or polished is placed.
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3.2(5) "Disc wheels" shall mean all
power-driven rotatable discs faced with
abrasive materials, artificial or natural,
and used for grinding or polishing on the
side of the assembled disc.

Imean any power-driven
"Portable grinder" shall
rotatable grind·

3.2(6) "Entry loss" is the loss in static
pressure caused by air flowing into a duct
or hood. It is usually expressed in inches
of water gauge.
3.2(7) "Exhaust system" shall mean a
syslem consisting of branch pipes oon·
nected to hoods or enclosures, one or
more header pipes, an exhaust fan, means
for separating solid contaminants from
the air flowing in the system, and a dis·
charge stack to outdoors, provided how·
ever, that where an exhaust system
washes, scrubs or filters the exhausted air
of dusts, vapors, gases or fumes such air
may he discharged indoors provided it
does not constitute a health hazard to the
employees.

3.2(14)

ing, polishing, or buffing wheel mounted
in such manner that it may he manually
manipulated.
3.2(15) "Scratch brush wheels" shall
mean all power-driven rotatable wheels
made from wire or bristles, and used for
scratch cleaning and brushing purposes.
3.2(16) "Swing frame grinder" 11ball
mean any power-driven rotatable grind·
ing, polishing, or buffing wheel mounted
in such a manner that the wheel with its
supporting framework can be manipulat·
ed over stationary objects.
3.2(17) "Velocity pressure" or "VP"
shall mean the kinetic pressure in the
direction of flow necessary to cause a
fluid at rest to flow at a given velocity. It
is usually expressed in inches of water
gauge.

3.2(18) "Vertical spindle disc grind3.2(8) "Grinding wheels" shall mean er" shall mean a grinding machine having

all power-driven rotatable grinding or a vertical, rotatable power-driven spindle
abrasive wheels, except disc wheels as de· carrying a horizontal abrasive disc wheel.
fined in this standard, consisting of
3.3(88A) T. I Application.
abrasive particles held together by artificial or natural bonds and used for
3.3(1) Every establishment perform•
peripheral grinding.
ing d1·y grinding, dry polishing, or buff.
ing that constitutes a health hazard shall
3.2(9) "Header pipe" or "main pipt!' provide suitable hoods or enclosures that
shall mean a pipe into which one or are connected to exhaust systems, except
more branch pipes enter and which con· as provided in 3.4(88A), Exceptions.
nects such branch pipes to the remain· Such exhaust systems shall be operated
der of the exhaust system.
continuously whenever such operations
3.2(10) "Hoods" and "enclosures" are carried on, and be capable of preshall mean the partial or complete en· venting contaminants from entering the
closure around the wheel or disc through breathing zone.
which air enters an exhaust system dur·
3.3(2) Where under unusual eircum·
ing operation.
stances recognized control measures can·
3.2(11) "Horizontal double-spindle not he applied, personal protective equip.:
disc grinder" shall mean a grinding ma· ment shall he used. Where respiratory
chine carrying two power-driven, rotat· protection devices are used, they shall
able, coaxial, horizontal spindles upon comply with the Iowa employment safety
the inside ends of which are mounted commission rules, general division, Title
abrasive disc wheels used for grinding IV, Chapter 1, "Head, Eye and Respira·
tory Protection".
two surfaces simultaneously.

I
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3.2(12)
"Horizontal single-spindle
disc grinder" shall mean a grinding ma·
chine carrying an abrasive disc wheel
upon one or both ends of a power-driven,
rotatable single horizontal spindle.
3.2(13)
"Polishing and buffing
wheels" shall mean all power-driven ro·
tatable wheels composed all or in part of
textile fabrics, wood, felt, leather, paper,
and may be coated with abrasives on the
periphery of the wheel for purposes
of polishing, buffing, and light grinding.

3.4(88A) T. I Exceptions.
3.4(1) Equipment, operations, and
processes shall be exempt from the pro·
visions of this rule when the concentra·
tion of any contaminant generated by the
grinding, polishing, or buffing of metals
or other materials does not exceed the
current threshold limit values as pub·
lished by the Iowa Employment Safety
Commission Rules, General Division,
Title IV, Chapter 2, "Threshold Limit
Values".
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LABOR BUREAU
3.5(88A) T. I Hood and branch pipe re- special-purpose machines shall have not
quirements.
less than the minimum exhaust volume
shown in Table 2.
3.5(1) Hoods connected to exhaust
systems shall be so designed, located, and
Table 2
placed that the dust or dirt particles shall
fall or be projected into the hoods in the
Buffing and Polishing Wheels
direction of the air flow. No wheels, discs,
straps, or belts shall be operated in such
Minimum
Wheel
manner and in such direction as to cause Wheel Diameter
Exhaust
Inches
Width
the dust and dirt particles to be thrown
Inches
Volume
into the operator's breathing zone.
(ftS/min)
3.5(2) Grinding wheels on floor
stands, pedestals, benches, and special300
2
9
purpose grinding machines and abrasive To
Over
9
to
16
500
3
cutting-off wheels shall have not less than
610
4
the minimum exhaust volumes shown in Over 16 to 19
740
Over
19
to
24
5
Table 1 with a recommended minimum
1,040
6
duct velocity of 4,500 feet per minute in Over 24 to 30
1,200
6
the branch and 3,500 feet per minute in Over 30 to 36
the main pipe. If the best practical hood
is a poor enclosure {more than twenty·
3.5(4) Grinding wheels or discs for
five percent of the wheel exposed), the
exhaust volume shall be increased by fif. horizontal single-spindle disc grinders
ty percent. The entry losses for all hoods shall be hooded to collect the dust or dirt
except the vertical-spindle disc grinder generated by the grinding operation and
hoo<l, shall equal 0.65 velocity pressure the hoods shall be connected to branch
for a straight takeoff and 0.15 velocity pipes having exhaust volumes as shown
in Table 3.
pressure for a tapered takeoff.
Table 1

Table 3

Grinding and Abrasive
Cutting-Off Wheels

Horizontal Single-Spindle Disc Grinder

Wheel Diameter
Inches

To
Over
Over
Over
Over
Over

9
9 to 16
16 to 19
19 to 24
24 to 30
30 to 36

Wheel
Width
Inches

1%
2
3

4
5
6

Disc Diameter
Inches
Minimum
Exhaust
Volume Up to 12
(ft.3/min) Over 12 to 19
Over 19 to 30
Over 30 to 36
220

I

I

'l

4

!·

t

I

.·(\

Exhaust Volume
(ft3/min)
220

390
610
880

390

3.5(5) Grindin.g wheels or discs /or
500
horizontal
double-spindle disc pindera
610
880 shall have a hood enolosinif the grinding
1,200 chamber and the hood aha he connected
to one or more hi:-anch pipes having ex:•
haust volu111es as shown ill Table 4.

For any wheel wider than wheel diam·
Table 4
eters shown in Table 1, increase the ex·
haust volume by the ratio of the new Horizontal Double-Spindle Disc Grinder
width to the width shown.
Disc Diameter
Exh t V I
Example:
aus o u6ml0e
Inches
(ftS/min)
If wheel width = 4% in.,
then 4.~ x 610 = 686 (rounded to 690)
Up to 19
4
Over 19 to 25
880
Over 25 to 30
1 200
3.5(3) Scratch-brush wheels and all Over 30 to 53
'
l,77o
buffing and polishing wheels mounted Over 53 to 72
on floor stands, pedestals, benches, or ===============6=,2=8=0

~

'

t
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·
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3.5(6) Griruling wlwt?ls or cliscs for
vertical single-spindle disc grinders shall
he encircled with hoods to remove the duet
generated in the operation. The hoods
shall he connected to one or more branch
pipes having exhaust volumes as shown in
Table 5.
Table 5

MERIT EMPLOYMENT DEPARTMENT
3.6(88A) T. I Design of exhaust. Exhuuet
systems for grinding, polishing, and buff.
ing operations shall be designed to ef·
fectively remove such duets, vapors, gases
and fumes and such exhaust systems shall
be operated continuously during any such
operation and shall he provided with duet
arresters, collectors or precipitatore to col·
lect the duet before the air or gases are
discharged therefrom.
·

Vertical Spindle Disc Grinder

3.7(88A) T. I Testing of exhaust systems.
Exhaust systems for grinding, polishing,
aml buffing operations shall he tested
Diec
% or More of Diec Not regularly
to ascertain their effective re·
Diameter
Diec Covered
Covered
moval
of
contaminants.
Inches
No.* Exhaust No.* Exhaust
3
3
(ft /min)
(ft /min)
3.8(88A) T. I Collection of dust and dirt.
All exhaust systems shall be provided
Up to 20
1
500
2
780 with suitable dust collectors.
Over 20 to 30 2
780
1,480
2
Over 30 to 53 2
3.9(88A) T. I Hood and enclosure
1,770
4
3,530
Over 53 to 72 2
3,140
5
6,010 design.
3.9(1) Grinding, polishing, buffing and
*Number of exhaust outlets around pe·
riphery of hood, or equal distribution pro· abrasive cutting-of/ wheel hoods. It is the
function of these hoods to protect the op·
vided by other means.
erator from the hazards of bursting wheels
as well as to provide a means for the re·
3.5(7) Grinding and polishing belts moval of dust and dirt generated.
shall he provided with hoods to remove
dust and dirt generated in the operations
Due to the variety of work and types of
and the hoods shall be connected to grinding machines employed, it is neces·
branch pipes having exhaust volumes as sary to develop hoods adaptable to the
shown in Table 6.
particular machine in question, and such
hoods shall he located as close as possible
to the operation. Hoods on horizontal
Table 6
grinders using inorganic-bonded abrasive
wheels (excluding centerless grinders)
shall cover at least seventy-five percent of
Grinding and Polishing Belts
the grinding wheel unless approval is
granted by the labor commissioner after
Exhaust Volume it has been proven to him that it is im·
Belt Width
possible to operate the grinding wheel ef.
(ft3/min)
Inches
ficiently with a seventy-five percent cov·
erage of such wheel subject to further re·
220
Up to 3
view by the employment safety commie·
300
Over 3 to 5
sion.
390
Over 5 to 7
500
Over 7 to 9
The adjustable tongue where applicable
610
Over 9 to 11
shall be kept in working order and shall
740
Over 11 to 13
be adjusted within %, inch of the wheel
periphery at all times.

i

l
4

~
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3.5(8) Cradles and swing-frame grind·
ers. Where cradles are used for handling
the parts to he ground, polished, or huffed,
requiring large partial enclosures to
house the complete operation, a mini·
mum average air velocity of 150 feet per
minute shall he maintained over the en·
tire opening of the enclosure. Swing-frame
grinders shall also he exhausted in the
same manner as provided for cradles.

3.9(2) In all cases recognized engineer·
ing principles shall be applied in the de·
sign and construction of hoods and ex·
haust systems so they effectively remove
the dust, dirt, fumes and gases from
grinding, polishing, buffing, scratch buff.
ing, abrasive cut-off, grinding or polishing
strap that would constitute a health hazard to employees engaged in such oper·
ationa.
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This rule is intended to implement
chapter 88A of the Code of Iowa (as
.
provided above).
[Effective June 12, 1969]

these rules was given by the attorney gen·
eral April 24, 1969. The opinion found
objection and approval was withheld. It
was not concurred in by the commission
nor the departmental rules review com·
Editor's Note. An advisory opinion to mittee.

'

I

i

MERIT EMPLOYMENT DEPARTMENT
Pursuant to authority of chapter 95,
2.2(3) Division "C" shall include po·
Acts of the 62nd General Assembly, the sitions involving unskilled, semiskilled,
following rules are adopted.
domestic, attendant or custodial work.
[Filed April 1, 1969]
CHAPTER 1
DEFINITIONS
(Chapter 1 is reserved for a listing of
terms used in the merit employment de·
partment rules. This list will be com·
pleted when the complete set of rules is
deveJoped and the need for definitions
determined.) [See page ...• ]

...

CHAPTER 2

STATE SERVICE AND ITS DIVISIONS

The director shall assign each class in
the position classification plan to Divi·
sion "A", "B", or "C".
2.3(62GA, ch.95) Nonstate employment.

Specialized personal services rendered by
an individual to the state under contract
as an independent contractor and as a
part of, or incidental to, the individual'a
regular profession or occupation and not
as a state employee shall be designated aa
nonstate employment and shall not be
subject to the provisions of these rules.
The appointing authority shall report
each such employment to the director in
such form and such detail as the director
may require. If, after such investigation
as he deems necessary, the director deter·
mines that the proposed employment is
of such a nature as to constitute state em·
ployment, he shall so notify the appoint·
ing authority and the state comptroller
and that notice shall constitute advice
that such employment is not in conform·
ance with the provisions of the merit
employment Act.

2.1 (62GA, ch.95) Exempt service. The
exempt service shall include those posi·
tions as determined by the commission in
accordance with the provisions of section
95.3, 62GA. Positions in the exempt serv·
ice shall be listed in Appendix I of these
rules and made a part hereof. The director may, upon request, assist and advise
In evaluating contracts for personal
appointing authorities concerning salary
the following guidelines shall be
services,
rates appropriate for positions in the
used:
exempt service.
2.3(1) Whether the contract is with a
2.2(62GA, ch.95) Classified service. The
recognized
organization rather
classified service shall consist of all po· than with anexisting
individual,
and the organi·
sitions now existing or hereafter created zation has the facilities and
expertise to
and not included in the exempt service.
fulfill
the
contract.
However,
a contract
There shall be in the classified service
with
an
individual
may
be
appropriate
three divisions, to be known as Division he is an independent "entrepreneur". if
"A", Division "B", and Division "C".

2.3(2) Whether the contract clearly
2.2(1) Division "A" shall include only indicates the "independent contractor"

those positions and employments for concept with the agency having no direct
which is practicable to determine the administrative or supervisory responsibilmerit and fitness of applicants by as- ity of the day-to-day carrying out of the
sembled examination.
contract. So long as the agency has the
right to control both the method and re2.2(2) Division "B" shall consist of
all positions requiring peculiar and ex- sult of the services, the individuals in·
cannot be considered as indepen·
ceptional qualifications of a scientific, volved
dent contractors.
managerial, professional, or educational
character and for which an unassembled
2.3(3) Whether the contract includes
examination may be used.
a terminal date with the end product (re-
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port, service lo he accomplished, etc.)
clearly set forth.
2 3(4) Wh th
h
.
.h
.·
. e ter t cf agenchy 1.s d~ 1 ~dh oId mg
various axes rom t e ID 1v1 •
I'
l
If th · d · · d l .
th
ua 8 sa ary.
e m. ivi ua 18 on
e
a~ency p~y~oll a?d mcome taxes a~e
withheld, 1t 1s obvious t~iat. t~ie age!lcy is
the ~mployer and the ~ndiVIdual is not
workmg for or as an mdependcnt con·
tractor.

CHAPTER 3
CLASSIFICATION PLAN
3.1(62GA, ch.95) Purpose of the classification plan. The classification plan pro·
vides a systematic arrangement and inventory of the many and varied kinds of
work performed in the positions in the
classified service. The plan groups the
various positions into understandable
classes indicative of the range of duties,
responsibilities and level of work per·
formed.

..

Ification
plan shall be so developed and
maintained that all positions suhstantially similar with respect to the kind,
difficulty and responsibility of work are
· I d d · h
l
th
h
me u e m t e same c ass, at t e same
qualifications may he used for filling all
positions within a class, and that the same
schedule of pay may he applied with
equity to all positions in a class in the
same geographical area
'
The classification plan shall be pre·
pared by the director with such assistance
as necessary and shall he presented to the
commission for approval.
3.3(62GA, ch.95) Amendment of the
dassification plan. Whenever any change
in organization, creation of a new position or change in duties or responsihili·
ties of an individual position makes the
revision of the classification plan neces·
sary, the director shall prepare the nee·
essary revisions and submit them to the
commission for approval.

Whenever, in the opinion of the direcThe position classification plan shall tor, there is urgent necessity for establishbe used:
ing a new class in the classification plan
in order to permit the announcement and
3.1 (1) To provide equal pay for equal holding of an examination or the filling
work.
of a position without delay, he may an3.1 (2) To establish educational and ticipate formal action by the commission
work experience qualifications, standards by adding such new class tentatively to
for recruiting, testing and other selection the classification plan. He may then pro·
ceed to announce and hold an examinapurposes.
tion for the class or authorize appoint·
3.1 (3) To provide appointing author· mcnt. Such action shall be subject to
ities with a means of analyzing work dis- commission ratification by the necessary
tribution, areas of responsibility, lines of amendment to the schedule of classes at
authority, and other relevant relation· its next meeting.
ship!' between individual and groups of
3.4(62GA, ch.95) Content of the classlflpositions.
cation plan. The classification plan shall
3.1 (4) To assist appointing author· consist of:
ities in determining personal service costs
3.4(1) Position descriptions reflecting
and projections for annual budget re·
the duties and responsibilities assigned to
qui rem ents.
the various positions in the classified
3.1 (5) To provide a basis for develop· service.
ing standards of work performance.
3.4(2) Class specifications defining
3.1(6) To establish lines of promo· the type of work and level of responsibiltional opportunity.
ity normally assigned positions allocated
3.1 (7) To indicate employee tra1mng to each class and defining the qualifica·
tions of training and experience required.
needs and development potentials.
3.4(3) A schedule of classes of posi3.1 (8) To provide uniform and mean·
tions
utilized in the classified service toingful titles for all positions.
gether with a schedule of classes of po·
3.1 (9) To provide the fundamental sitions utilized in each separate agency.
basis of the pay plan and other aspects
3.5(62GA, ch.95) Position descriptions.
of the personnel program.
Position descriptions shall he supplied by
3.2(62GA, ch.95) Prepara.tion and adop- the appointing authority for each position of the classification plan. The classi- tion under his jurisdiction on forms pre-
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scribed hy the director. The forms eh~ll
be deeignecl to .elicit an accur~t~ ~~scrip·
tion of the duties and reepone1b1lit1ee ae·
signed to positions and other pertinent
information concerning the position.
In contrast to the class specification
which contains broad, general definitions
of types of work and levels of reeponsibil·
ity as guidelines for all.o?ating p~eit~on
to a n'iven class, the poe1t1on descnpt1on
shall :h()IW specific duties and reeponeibilitiee assigned to a position.

34·

these rules, written specifications for each
class in the classification plan. The class
specification shall include the distinct
characteristics of the duties and respon·
sibilities normally assigned to positions
for which the class is established. While
the exact assignments, or combination of
assignments, may differ among individual positions, the type of duties and level
of responsibility shall be sufficiently comparable that the same title, qualifications,
and range of pay can be applied to all
positions allocated to the class.

..

3.5(1) Use of position description br
The class specification shall consist of
agencies. The position descripti4?n ie .P~· four parts:

marily a tool of management e1~ce 1t 1e
the principal source of factual mforma·
3.6(1) Class title. The class title shall
tion ae to assigned duties and reeponeibil· be indicative of the work of the class and
ities for individual positions. Some of its shall be the official title of every posi·
ueee are:
tion allocated to the class for all purposes
a. For orientating and training new having to do with the position, and shall
be used on all personnel, accounting,
employees appointed to the position.
budget, and other official records and re·
b. For employee counselling and ports relating to the position, but an ab·
development in the position.
breviation or code symbol approved by
c. Ae a basis for determining need the director may be used in lieu of the
title to designate the class of a position
for additional training.
in any such connection. Any other title
d. Ae a basis for performance eval- requested by the appointing authority to
uation.
be used to identify a position for purposes of internal administration may be
e. To identify overlaps in duty as· approved by the director provided such
eignmcnte and delineate lines of author· title does not conflict with titles in the
ity.
classification plan.

f

I

l

l

I.

I
f
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3.5(2) Use of position descriptions by
No person shall be appointed to a posi·
the merit employment department: The tion in the classified service under a title
position description will be the primary

basis for allocating the position to the
proper class in the classification plan. In
addition to serving ae a record of the of·
ficial assignment of duties and responsi·
bilitiee of the position, it shall be used
in the comparison ?~ p~eitione to .insure
uniformity of clase1f1cat1ons and m the
establishment and revision of classes. It
may also be used in other studies such. ae
manpower utilization, work flow, and Job
enrichment.
3.5(3) Position description to be
maintained on a current basis. Position

descriptions shall be maintained on a cur•
rent basis as provided irt rule * . . of these
rules. A copy of each revised positioil; de·
scription shall be forwarded to the direc·
tor.
3.6(62GA, ch.95) Class specifications.
The director shall provide, and may
amend in accordance with rule 3.3 of

I

not contained in the classification plan.

i

l

3.6(2) Distinguishing characteristics.

This rule shall include statements as to ·i
the kind of work and level of responsibil- l''
ity the class encompasses and statements · ~
which distinguish it from other classes of . ·
work and levels of responsibility. This
section of the class specification shall he .·.·.
the primary basis for determining
whether or not a position can be properly
allocated to the class,
f,

I

3.6(3) Examples of work. This section
shall include statements which illustrate
specific duties and responsibilities per·
formed in positions which are allocated
to the class. The statements included in
this rule are examples only and are not
inclusive or exclusive of duties which
may be required for all positions allocat·
ed to the class.
3.6(4) Education, experience and spe·

*To be filled in when rule number ie de- cial requirements. Thie rule shall in·
termined.
elude:

i
l
l
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a. Minimum education and exper·
ience requirements. This subrule shall in·
elude statements of the minimum train·
ing and experience normally needed to
satisfactorily perfonn the duties of a po·
sition allocated to the class.

.

by employees or the public under reason·
able conditions during business hours.

3.8(62GA, ch.95) Interpretation of class
specifications. The specifications of the
classee of positions in the classification
plan and their various parts are hereby
b. Desirable education and exper· declared to have the following force and
ience requirements. This suhrule shall in· effect:
elude statements of desirable training and
3.8(1) The class specifications are de·
experience, if any. Desirable qualifications scriptive and explanatory and are not re·
must be such as to directly contribute to: Rtrictive. They are designed to indicate
( 1) A shorter period of orienta· the kinds of positions that are allocated
tion and training upon appointment to to the several classes, as determined by
their duties and responsibilities, and shall
the position.
not he construed as declaring what the
(2) More proficient perform· duties or responsibilities of any position
ance at the time of appointment over ap· shall be. Nor shall they be construed as
plicants with minimum qualifications.
limiting or modifying the power of the
(3) Greater potential for career appointing authority to take from, add
development to meet program needs of to, eliminate entirely, or otherwise change
the duties and responsibilities of a posi·
the agency.
tion, or to assign duties or delegate re·
c. Necessary special requirements. sponsibilities to employees, or to direct
This rule shall be used for those classes and control their work. The use of a parwhere requirements limit practice of a ticular expression or illustration as to
profession or occupation to persons who duties or responsibilities shall not be in·
possess a specific license or certificate is· terpreted to exclude others not men·
sued by an agency of licensure. It shall tioned which are of a similar kind or
also he used to enumerate especially criti· quality.
cal physical and other practical require·
3.8(2) In determining the class to
ments for specific classes. This section which any position should be allocated,
lists specific prerequisites which must he the specification for each class shall be
met by applicants before otherwise qual· considered as a whole and he construed
ifying for positions in the class.
as a general description of the kinds of
When the nature of the work of a class work characteristics which shall he allois such that age limits are necessary, the cated to the class.
director, after consultation with the ap3.8(3) Although not expressed, quali·
pointing authority, may recommend to fications commonly required of all inthe commission the age limits, which lim· cumbents of positions such as acceptable
its, if approved by the commission, shall physical condition, freedom from dishe stated in the examination announce- abling diseases, honesty, sobriety and in·
ment.
dustry, shall he considered as qualifications for entrance into each class.
3.7(62GA, ch.95) Official copy of class
3.9(62GA, ch.95) Allocation of positions.
specifications. The director shall main·
tain a master set of all approved class
3.9(1) New positions. When a new
specifications. Such specifications shall position, approved by the executive counconstitute the official class specifications cil, is to be established, the appointing
in the classification plan. The copies of authority shall notify the director in writthe specification for each class shall indi- ing supplying a description of the duties
cate the date of adoption or the last re- and responsibilities of the position and
vision of the specification for such class. the director shall allocate the position to
its appropriate class.
The director shall provide each ap·
pointing authority with a set of the class
3.9(2) Notice of allocation and effecspecifications of those classes to which tive date. After the director makes an alpositions in .his department are allocated location, he shall notify the appointing
und such other classes as he sees fit. Such authority concerned of that allocation in
class specifications in the office of the writing. The allocation eihall become efdirector or the offices of the appointing fective immediately unless the appointing
authorities shall he open for inspection authority files a request for reconsidera-
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tion thereof in accordance with rule 3.11 or exhibits which are desired to be considered by the director. The director shall
of the rules.
act on th.e request within forty calendar
3.10(62GA, ch.95) Realloca.tion of posi- days and notify the parties concerned of
tions.
his final action. An allocation shall become effective immediately unless the
3.10(1} Whenever, because of changes appointing authority files an appeal to
in the organizational structure of an the director's action in accordance with
agency, in the duties of a position, or for rule 3.12 of these rules. A reallocation
some other reason, a position appears to shall become effective on the first day of
be improperly allocated, the director the pay period following the date of noshall, upon his own initiative, or upon the tice of the director's final action unless
written request of a permanent employee the permanent employee or the appointor an appointing authority, investigate ing authority files an appeal of the directhe duties of the affected position. Fol- tor's action in accordance with rule 3.12
lowing that investigation he may reallo- of these rules.
cate it to an appropriate class. In making
a request for the review of a position, the
3.12(62GA, ch.95) Appeal of allocation
permanent employee or the appointing or reallomtion. An appointing authority
authority shall set forth the changes that affected by an allocation or a reallocahave occurred in the particular position tion, or a permanent employee affected
since the last review or other factors by a reallocation may, within fourteen
which in his opinion warrant reallocation days of the date of the notice of the di·
of the position. If the director makes a rector•s final action on a request for re·
reallocation, he shall notify the appoint· consideration, file a request for re\'iew of
ing authority and the employee affected the dfrector's final action hy a classillc::a·
of his action in writing. The reallocation tion committee appointed by the cobi•
shall become effective on the first day of mission. The request shall he filed in
the pay period following the date of the writing with the directorl as secretary to
director's notice of the action, unless a re· the commission, and sha 1 he accompan·
quest for reconsideration is filed by the ied . by written evidence by way of affipermanent employee or the appointing davits, statements or exhibits which are
authority affected in accordance with desired to be considered by the classification committee.
rule 3.11 of these rules.
3.10(2) when a position is reallocated
to a different class, the incumbent shall
be deemed eligible to continue in the position only if he is eligible for original
appointment, promotion, transfer, or de·
motion, to a position of the new class
while he was serving in the position as it
was previously allocated. If he is ineli·
gible to continue in such position, he
may be transferred, promoted, or de·
moted, by appropriate action in accordance with such provision of these rules
as the appointing authority may deem to
be applicable. In any case in which the
incumbent is ineligible to continue in the
position and he is not transferred, pro·
moted, or demoted, the provisions of
these rules regarding separations shall
apply.
3.11 (62GA, ch.95) Request for review of
allocation or reallocation. An appointing
authority affected by an allocation or a
reallocation, or a permanent employee
affected by a reallocation may, within
fourteen calendar days of the date of the
director's notice, file a request, in writing,
for reconsideration, together with written
evidence by way of affidavits, statements,,
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The classification committee shall
make such investigation as it deems necessary to determine the proper allocation
of the position and shall make its report
to the director in writing. The findings
of the classification committee shall be
hincling on all parties concerned.
3.13(62GA, ch.95) Assignment of leadworker duties. When an employee is assigned lead-worker responsibilities over
employees in the same class or a class
having the same entrance salary, the appointing authority may request the director to approve the position as a "Leadworker Position".
3.13(1) The designation of a leadworker shall normally be based on one
employee in a group performing the
same duties as other employees in the
class, but having added duties and res1>onsibilities of a limited supervisory nature, such as distribution of work assign·
ment, maintaining a balanced workload
among the group and keeping record of
work, production, or attendance.
·
3.13(2) The responsibilities of such
positions shall he such that the realloca-

.
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!ion o~ the position to a supervisory class
a higher pay range is not justified.
3.14(62GA, ch.95) Position numbering
system. The director shall develop a po·
sition numbering system that will uni·
f ormly identify the agency and osition
location, the class code number ~nd the
position number of each established po·
sition in the classified service. Once a
position is established, it shall not he
transferred from one organizational unit
to another or from one location to an·
other without a determination of the di.
f
r~~ t or of t h e proper a IIocatlon o the po·
s1!1~!1· base.d on the duties and responsi·
hiht1es assigned to the position in the
new location.

lD

-~

..

3.15(62GA, ch.95) Work out of class. No
employee whose position has been allo·
cated to its appropriate class shall he as·
signed or required to perform duties gen·
erally performed by persons holding po·
sitions in other classes, except in case of
emergency or training, or for other lim·
ited periods of time. In no case shall the
time period exceed one calendar month
without specific authorization by the di·
rector and, provided, further, the clause
in each class specification "performs re·
lated work as required" shall be liberally
construed.
3.16(62GA, ch.95) Review of schedules
of classes of positions. The director shall
submlt a schedule of classes of positions
reflecting the types of employment in
each agency to the governor annually.
The governor shall review the schedules
and submit them to the executive council
for continuing approval.

CHAPTER 4
PAY PLAN
(Chapter 4 is reserved for the rules for
establishing and administering the pay
plan as provided in Acts of the 62nd Gen·
eral Assembly, chapter 95, section 9, subl!ection 2. Since this rule cannot be effec·
tive until the pay plan is adopted and im·
plemented, it is not being submitted at
this time to allow development of addi·
tional sections needed to provide for
compensatory time off and overtime
payment and othe!; special pay prob·
lems.) [See page 4.1.]
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Iclasses
maintain eligible lists for the various
of positions within the classified
service. To a~c?mplish !his end, recruit·
men~
qualified applicants must he a
contmmng progi:am, condu?ted on a mu·
tual and co-ordmated ~as1s by the department and the agenc1e~ served
the
depar~me~t. In order .to msure eff1c1ent
co-ord11!-at1on of re~rm!ment efforts and
~rocess~ng of. appltcations, . all applica·
}ions ~dd w1thh agedncy offices shall he
orwar e to t e epartme!1t no later
tha~ one work day followmg date of
receipt.

o!

hr .

5.1 (1)
Discrimination prohibited.
There shall he no discrimination against
any person in recruitment, examination,
appointment, training, promotion, reten·
tion, or any other personnel action because of political or religious opinions or
affiliations or hccause of race, national
origin or any nonmerit factors.
5.1(2) Employment of handicapped.
The department shall assist in and en·
courage the employment of handicapped
persons who are able and qualified to
perform the duties of the class for which
they have applied.
5.2(62GA, ch.95) Announcement of ex·
aminations•
5.2(1) Open competitive examina·
tions. Examinations for entrance to the
classified service shall be conducted on an
open competitive basis. The director shall
give public notice of all entrance examina·
tions at least fifteen calendar days in
advance of the closing date for receiving
applications and shall make every reason·
able effort to attract qualified persons to
compete in the examinations.
Notice of open competitive examina·
lions shall be published by posting [an·
nouncements on the department and
other official bulletin hoards, and in such
other places as the director deems advis·
able, including at least one newspaper in
general circulation in the state]

5.2(2) Promotional examinations.
Promotional examination announcements
shall he posted on the bulletin boards of
the department and of agencies con·
cerned and shall be sent to each appoint·
ing authority who has employees eligible
. CHAPTER 5
to compete, but need not be published in
newspaper. Each such appointing
RECRUITMENT AND EXAMINATION any
authority shall take necessary steps to
5.1 (62GA, ch.95) Recruitment. The di- bring announcements to the attention of
1·ector shall, insofar as is practicable, eligible employees in his agency.
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MERIT EMPLOYMENT DEPARTMENT
5.2(3) Content of announcements. Examination announcements shall specify
c1aes title and salary range of the class for
which the examination is announced;
the nature of the work to he performed;
the minimum qualifications required
for the performance of the work of the
class; the time, place and manner of making application; the closing date for receiving applications; and other pertinent
information. For those classes for which
there is to he continuous recruitment, a
statement shall bet included in the announcement to the effect that applications
will he received until further notice.
5.3(62GA, ch.95) Eligibility to compete
in examinations.

38
as if he had taken the original promotional examination.

5.4(62GA, ch.95) Applica,tlon and admission.
5.4(1) Application form. All applications shall be made on forms prescribed
by the director. The application form
shall contain no question so formed as to
elicit any information concerning political, racial or religious affiliations. However this provision shall not prevent in·
quiry as to whether the applicant supports the Constitution of the United
States of America and the state of Iowa.
Applications may require information
concerning personal characteristics, education, experience, references, and other
pertinent information. All applications
shall be signed and the truth of the statements contained therein certified by such
signature. The director may require such
proof of age, education, experience and
other claims as may be appropriate.

5.3(1) Open competitive examinations. Competitive examinations for original appointment to a class of position in
the classified service shall be open to all
applicants who meet the minimum training and experience requirements, and the
5.4(2) Accepting applications. The
necessary special requirements, if any,
director
may accept applications for exprescribed in the class specification for
aminations on a continuous basis for any
the class.
or all classes of positions. Applications
5.3(2)
Promotional examinations. received for a class in the office of the
Promotional examinations shall he open director prior to close of business on the
to all permanent and probationary em- am,iounced closing date for accepting apployees who meet the requirements and plications for an examination shall be
the necessary ~pecial requirem~1;1ts, . if processed and qualified applicants shall
any, prescribed ID the class sp~c1f1~at1on be called for the examination. Applicafor the class and who are servmg ID ap- tions received after the announced closing
propriate classes as determined by the. di- date for accepting applications for an exrector in the agency or other orgamza- amination shall be processed and qualtion ~nit for which the examination is ified applicants shall he called for the
being held; provided, however, that n? next scheduled examination.
probationary employee shall become eli5.4(3) Admission to examinations.
gible for certification from the promo·
tional eligible list until he satisfactorily
a. Applicants who submit applicacompletes his probationary period in the tions on or before the last date for filing,
lower class unless or until the names of and whose applications show clearly that
fewer than three eligibles with perma- the applicants meet the requirements for
nent status in a lower class appear on the admission to the examination as specified
in the official announcement, shall he adeligibfo list.
mitted to compete in the examination.
The incumbent permanent employee When doubt exists as to whether an a p·
who is occupying a position at t~e time it plicant meets the requirements for admisis reallocated to a class for which a pro- sion to an examination, the director may
motional list exists shall he eligible to authorize conditional admission to the extake the same examination or equivalent amination, hut such action shall not he
thereof which was given to establish the construed as entitling the applicant to beexisting list; provided that his name is come eligible for certification or appointnot on that list, that he did not take and ment until the circumstances leading to
fail the examination given to establish the conditional acceptance are clarified
the list, and that he was eligible to take to the satisfaction of the director. Each
that examination at the time it was given. applicant, whose application has been ac·
If he attains a final rating above passing, ceptecl for any examination, shall be no·
his name shall be placed upon the orig- tifie1l of lhe 1lnte, time, an(l plnce of the
inal promotional list in the same manner examination within a reasonable time to
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permit him to appear for examination.
No person shall be permitted to take any
examination without an authorization or
other !'latisfactory evidence of acceptance
or conditional acceptance of his applica·
tion by the director. A person who has
failed three times the examination for the
same classification shall not be admitted
to succeeding examinations for one year
from the date of the last examination.

b. An applicant, currently en·
rolled in an educational institution, who
does not meet the minimum education or
training requirements may he admitted
to examinations, provided he will meet
the requirements within eight months.
The name of an applicant, so admitted,
who attains a qualifying rating shall have
his name placed on the eligible list. His
name may he certified subject to his com·
pleting the education or training requirements necessary for admission to the
class, but he shall not be appointed until
all requirements are met.

i

i

5.5(62GA, ch.95) Disqualification of ap-

pli~ants. The ?irector may refuse. to. ex·
amme an applicant, or after exammat1on,
may disqualify such applicant or remove
his na1!1e from t~e. eligible lis~ or refuse
to certify. any eligible. o~ a list or. m~y
con~ult with the appomtmg authority m
takmg steps to remove such person already appointed if:
:I

5.5(1) It is found that he does not
meet any one of the qualification require·
ments established for the class of positions for which the examination is being
conducted.

5.5(2) He is so disabled as to render
him unfit for the performance of the
duties of the class of positions.

\
,. I

5.5(3) He has made a false statement
of material fact in his application.
5.5(4) He has used or attempted to
use political pressure or bribery to secure
an advantage in the examination.
5.5(5) He has directly or indirectly
obtained information regarding the ex·
amination to which, as an applicant, he
was not entitled.
5.5(6) He has failed to submit his ap·
plication correctly or within the prescribed time limits.
5.5(7) He has taken part in the compilation, administration, or correction of
the examination for which he is an ap·
plicant.

•···wmsnma.t2aw22 ••,
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5.5(8) He IJas previously been dismissed from a position in the state service or private industry for cause or has
resigned while charges for dismissal for
cause were pending.
5.5(9) He has reached, or will within
one year of the date of the examination
reach, retirement age as prescribed by
law.
5.5(10) He has been convicted of a
felony or an indictable misdemeanor or
he has a record of conduct which is unbecoming a state employee.
5.5(11) He is addicted to the use of
narcotics and other self-induced stimulants which are illegally obtained and
utilized.

5.S(l 2) He is known to use intoxicat•
ing beverages to excess.
A disqualified applicant or eligible
shall promptly be notified in writing of
such action at his last known address. A
disqualified applicant or eligible may request review of the reason for his disqualification. Such req~est shall .he in
writing and upon receipt the director
shall give full consideration to the reJ quest, and notify the .applicant or eligible
in writing of the action taken thereon.
5,6 (62 GA, ch.9 5) Postponement or canf
f
• f
I th
t
11
ce ~•.on o examina ions .. !1 e cv~n a
sufficient number of qualified applicants
have not made application for any examination, the director may postpone the
last filing date and the date of the ex·
amination and shall, in such cases, give
written notice to the applicants and department heads concerned.
5.7(62GA, ch.95) Character of examinations. Examinations may be assembled or
unassembled and may include written,
oral, physical, or performance tests, or
any combination of these. They may take
into consideration such factors as education, experience, aptitude, knowledge,
character, physical fitness, or any other
qualifications or attributes which in the
judgment of the director enter into the
determination of the relative fitness of
applicants.
5.7(1) Assembled examinations. Assembled examinations shall be conducted
for those classes for which written tests
are practical. Such examinations may in·
clude one or more of the following in addition to the written tests: Skill demonstration tests, physical tests, oral interviews, and evaluations of training and experience.
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MERIT EMPLOYMENT DEPARTMENT
Where official certification, registratic:n or licensing is accepted in lieu of
basic "kills testing, other factors which
enter into the determination of the relative fitness of applicants may he included
in the examination.
5.7(2) Unassembled examinations.
For those classes of a craft nature or
where peculiar and exceptional qualifications of a scientific or professional nature
are required and competition through an
assembled examination is impracticable,
an unaBtlembled examination may be
held. Such examinations shall consist of
an evaluation of a statement of training
and experience and such other materials
as the applicants may he required to submit as evidence of fitness for a position,
and may or may not include oral interviews for evaluation of personal and technical qualifications and evaluations of
other factors which enter into the determination of the relative fitness of applicants.
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todial work, where the character or conditions of employment make it impracticable to supply the needs of the service
through procedures prescribed above, the
director may adopt or authorize the use
of such other procedures as he determines
to he appropriate which will assure the
selection of such employees on the basis
of merit and fitness. Examinations so
given shall conform with and utilize such
methods, forms and techniques as the director may require.

It

5.8(62GA, ch.95) Development and administration of exa.minations.

5.8(1)
Examination development.
The director shall develop examinations
for the various classes of positions in the
classified service. The director may also
contract for teeit services or purchase test
material, an<l may use qualified technical
consultants in developing tests. Final test
material shall he known only to the direc·
tor and to authorized employees of the
department. Every precaution shall he
5.7(3) Types of examinations. Exam- exercised by all persons participating in
inations shall be announced as one or a the development of tests to maintain the
combination of the following:
highest integrity in the examination process.
a. Open competitive. Open competitive examinations shall he open to all
a. Special test sections. The direc·
persons meeting the minimum training tor may provide for special test sections
aml experience and other requirements or options within an examination for a
announced for admission to the examina- single class when appropriate, to provide
tion.
for special assignments to positions within
b. Promotional. Promotional ex· a class. For a group of classes with
aminations shall be open only to employ· common requirements, the director may
ees in the classified service meeting the proviclc one basic test with any approminimum education and experience and priate additional options which may he
other requirements stipulated in the spec- necessary to lest special requirements of
any class in the group. These test sections
ification for the class concerned.
may he used in comLination with ratings
c. Open continuous examiR4!ions. on other portions of the test to provide
When it is necessary to meet contmued the basis for selective certification of sperequirements for filling po~itions and a cially qualified persons,
sufficient number of applicants for a
b. Oral examinations. The direc·
class ii! unavailable, applicants for any ex- tor shall
develop the forms, procedure
amination may be tested continuously in
and
instmctions
for conducting oral ex·
such manner and at such times and places aminations.
as the director may provide. The closing
date for any open continuous examinac. Ratings of training and expertion may he set at any time by the direc- ience. The director shall develop a protor, hut notice of the action shall he cedure for the evaluation of the training
posted at least fifteen days prior to the and experience qualifications for the var·
effective date of the action. Applicants ious elaseies of positions when applicable.
making qualifying ratings shall be placed The procedure shall give primary conon eligible lists in order of their final rat- sideration to the quality, recency, and
ings irrespective of the date on which the pertinency of training and experience
examination was taken.
and secondary consideration to the quantity.
5.7(4)'l's{hiplified examination procedure. For positions involving unskilled,
5.8(2) Examination administration.
semiskilled, domestic, attendant or cus· Examinations shall he conducted in as

I
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many places as are necessary for reason·
able convenience of applicants within
practicable limits for proper administra·
tion and control. The director shall appoint monitors necessary to conduct ex·
aminations, and provide them with in·
structions. The director shall arrange for
use of public or other buildings suitable
fo1· the conduct of examinations.

a. Number to be admitted to ex.
amination. The director may announce,
in advance of the establishment of an
eligible list, the maximum number of ap·
plicants who shall have their names
placed on the list, or who shall he per·
mitted to compete in any of the separate
parts of the examination. Under such pro·
cE>dure those considered as having passed
or as being permitted to take the remainder of the examination shall he the set
number of candidates rating highest in
the examination or a part thereof.
b. Anonymity of applicants. The
identity of persons taking written examinations shall not he disclosed to examin·
ers except for open continuous examina·
tions where conditions of anonymity are
impractical. An identification number
shall he used to identify examination pa·
pet·s of applicants when practicable. In
such cases, if any examination paper
hears the name of the applicant or iden·
tification other than an identification
number, the applicant shall be disqualified. In case of disqualification, the
applicant shall he promptly notified in
writing.
c. Oral, examination. When an oral
examination constitutes all or a part of
the total examination, the director shall
appoint one or more oral examination
boards as needed. An oral examination
board shall consist of two or more mem·
hers who shall he known to be interested
in the improvement of public administration and in the selection of efficient gov·
ernment personnel, one of whom shall he
technically familiar with the character of
w01·k in the position for which the appli·
cants will be examined. Any person holding political office or any officer or com·
mittee member of any political organization, or, any person actively engaged in
the work of any political organization,
shall not· serve as a member of an oral ex•
amination board. If practicable, all ap·
plicants qualifying for the oral examina·
tion for the same class shall be rated hy
the same oral examination hoard. A
member of an oral examination board

.
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shall disclose each instance in which he
knows the applicant personally.

d. Examination of the handicapped. Persons under such disability as
not to make them ineligible by reason
thereof, shall be examined in such manner as will fairly test their ability to per·
form the duties of the position, notwith·
standing such disability.
e. Special, examinations. Except in
the case of a manifest error in the admis·
sion or examining of an applicant, no
applicant shall he given a special examination unless the commission by formal
recorded action finds that the applicant's
failure to take or complete an examina·
tion was due to circumstances entirely beyond the control of the applicant. The
commission's findings and recommendations shall he recorded in its minutes. No
claim for a special examination shall he
allowed unless it is filed in writing with
the director within ff teen days after the
date of the original examination. Any
special examination shall be constructed
on a pattern similar to, and as extensive
as, the original examination. Any such
special examination shall not invalidate
any certification or appointment pre·
viously made.

f. Retaking examinations. Appli·
cants may, at the discretion of the director, retake an examination, except that an
applicant may not take the same form of
a written test more than once in any sixmonth period. Procedures adopted for re·
testing must be administered uniformly
to all applicants. In all cases, the most re·
cent pt?ssing score will he used to determine the candidate's standing on the eligible list. Any applicant who fails the
typing or shorthand performance part of
any examination may repeat that part of
the examination, if scheduled, after the
lapse of &even calendar days provided the
perfot:mance test is scheduled. If the ap·
plicant fails to pass the performance portion of the examination the second time,
he shall he prohibited thereafter from re·
peating that part of the examination in
less than one-month intervals.
g. Removing examination material
/rnm premises. Any applicant or unauthorized employee of the state removing
examination materials from the premises
at which examinations are being admin·
isterecl or stored, in any manner whatso·
ever, shall he subject to prosecution under
sect.ion 95.20 of the Merit Employment
Act.

•
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5.9(62GA, ch.95) Rating examinations.
The director shall utilize appropriate sci·
entific techniques and procedures in rat•
ing the results of examinations and in determining the final scores of the appli·
cant. In determining the system for rating
results of the examinations, the director
shall give due regard to the number of
applicants and to the number of vacancies
which may reasonably be expected to oc·
cur in the life of the eligible list. All applicants for the same class of positions
shall he accorded uniform and equal
treatment in all phases of the examina·
tion rating process. Ratings shall be based
on a scale of one hundred.
5.9(1) Setting minimum ratings. In
all examinations the minimum ratings by
which eligibility may he achieved shall be
set by the director. Such minimum ratings
may also apply to the rating on any parts
of the tests and applicants may be re·
quired to obtain minimum ratings on separate parts in order to receive qualifying
ratings or to be rated on the remaining
parts of the tests.
5.9(2) Computing final ratings. The
final earned rating of each applicant shall
be determined by computing the earned
ratings on each part of the examination
in accordance with the weights established
for each part of the examination. All applicants may be required to obtain at least
a minimum rating in each or any part of
the examination in order to receive a final
qualifying rating or to he allowed to participate in the remaining parts of the ex·
amination.
5.9(3) Rating for lower class. The re·
sults of examination of applicants who
fail to qualify as eligibles for the class for
which the examinations were taken, may,
with the approval of the director, he
rated with reference to their eligibility
for a lower class for which an examination is in process, if the applicants have
signified their willingness to accept
appointments to positions in such lower
class. Eligibles for a given class may be
certified to a lower position in the same
class if they signify their willingness to
accept an appointment to a position in
the lower class.
5.9(4) Preference for veterans on entrance examinations. Veterans preference
as provided by law shall be added to
qualifying , ratings on open competitive
examinations. Proof of eligibility for
preference shall he provit1ell by the veteran in the form of a discharge paper, offi.
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cial order of separation from active duty,
or a certified or photostatic copy, or other
satisfactory evidence of honorable service,
In addition, disabled veterans shall submit proof of current disability certified
by the United States Veterans Adminis·
tration.
5.9(5) Verifying information. The di•
rector may verify statements contained in
an application and secure further information concerning the applicant's character and fitness. If, after a list is established, information is obtained which
ruaterial1y affects the rating of experi·
ence, training, or fitness of the applicant,
the director shall make a new rating of
the applicant's examination and make
necessary adjustments in eligible lists.
The director shall promptly notify the
applicant of any change made in his
standing and the reasons therefor.
5.9(6) Adjustment of errors. A mani·
fest error in the rating of an examination,
if called to the attention of the director
within one month after receipt by the
applicant of the notice of examination
results, shall be corrected by the director
provided, however, that such correction
shall not invalida1e any certification and
appointment previously made.
5.10(62GA, ch.95) Order of names on
eligible lists. Names of eligibles shall be
placed on eligible lists in the order of
their final earned ratings, starting with
the highest, including any veterans pref.
erence credits to which they may be entitled. Where ties exist, names shall be
listed in order of ratings earned in that
part of the test 1hat has Leen given the
grea~est weight; provided that in open
continuous tests, where such procedure is
impracticable, names shall he listed in
order of date of examination. Ties on
open competitive lists which are not
broken by these procedures shall he resolved by assigning the higher rating to
the candidate whose application was received first. Ties on promotion lists not
broken by above procedures shall be resolved by assigning the higher rating to
the eligible with the greater length of
unbroken total state service.
5.11 (62GA, ch.95) Notice of examination results. Each applicant shall be notified by mail of the results of the examinations as soon as the rating of the examination has been completed and the
eligihle list established.
5.12(62GA, ch.95) Review of ratings.
Any applicant may request the director
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to review the rating of his examination,
provided such request is filed within fif.
teen days of the date the notice of exam·
ination results was mailed. Review of ex·
amination ratings shall be limited to the
applicaut and the appointing authority
to whom the eligible has been certified
for appointment. Such review shall be
provided only during regular business
hours in the offices of the department.
CHAPTER 6

I

i

ELIGIBLE LISTS

ice credit in the class from which tho em·
ployces were separated, as determined
under the provisions of rule 11.1 (3) "e" of
these rules shall be used to place names
on the reinstatement list.
6.2(3) Promotional lists.

a. Agency promotional list. Agency
promotional lists shall he established by
class and agency and consist of the names
of all employees of the agency or organizational unit who attain a qualifying rat·
ing on the promotional examination for
the class.

6.1(62GA, ch.95) Responsibility for
b. State-wide
promotional list.
maintenance of eligible lists. It shall be State-wide promotional lists shall he es·

the duty of the appointing authorities to
notify the director as far in advance as
possible of vacancies which may occur in
the agencies. The director shall he re·
sponsible for the establishment and maintenance of appropriate eligible lists for
the various classes of positions and for
the determination of the adequacy of ex·
isting eligible lists.

tahlished by class and shall consist of the
names of all employees who attain a
qualifying rating on the promotional ex·
amination for the class.

c. Order of names on promotional
lists. Names shall he placed on promotional lists in the order provided under
rule 5.10 of these rules.

6.2(62GA, ch.95) Types of eligible lists.
6.2(4) Open competitive list. Open
1'he following types of eligible lists shall competitive lists shall he established by
he used, as needed, to meet the needs of class and shall consist of the names of all
the classified service.
persons who attained a qualifying rating
6.2(1) Preferred employment list. on the examination for the class. Names
The names of permanent employees sep· shall be placed on open competitive lists
arated from the service in good standing in the order provided under rule 5.10 of
by layoff, or demotion in lieu of layoff, these rules.
shall he placed on the preferred employ·
6.3(62GA, ch.95) Duration of eligible
ment lists established for the agency or
Usts
and ellglbillty. Eligible lists shall be
the organizational unit thereof enforcing
the layoff. Total service credit in the class deemed to he in continuous existence.
from which employees were laid off, as The names of eligibles shall be added to
determine<! under the provisions of rule aml removed from eligible lists on a con·
11.1 ( 3) "e.. of these rules, shall he used tinuous basis. Eligible lists may he termi·
to place names on the preferred employ- nated by the director, hut the reason
ment list. Names of such laid-off em· therefor shall be reported to the commis·
ployees shall also he placed on the state· sion, Eligibility for appointment from el·
wide reinstatement list. The name of a igible lists shall he as follows:
permanent employee, who has been dis6.3(1) Preferred employment list.
missed for reasons found to he insuffi. One year from the date of layoff or the
cient by the commission after hearing the establishment of the list, whichever is
appeal, may be placed on the preferred later.
employment list at the discretion of the
commission.
6.3(2) Reinstatement list. For a period after the date of separation equal to
6.2(2) Reinstatement list. The names the period of continuous employment,
of permanent and probationary employ- however, such period may not exceed two
ees laid off under the provisions of rule years.
11.1 ( 3) of ~hese rules shall be placed
6.3(3) Promotional and open conipet·
upon agency and state-wide reinstatement
lists. The names of permanent employees itive list. The director shall determine the
separated in good standing for reasons period of eligibility for promotional and
other than layoff may be placed on the open competitive eligible lists. However,
reinstatement list upon written request the period of eligibility shall not he less
and approval of the director. Total s.~rv- than one nor more than three years.
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6.4(62GA, ch.95) Removal of names
n. Upon a finding by the director
from eligible lists.
that the JJerson is not qualified to per·
form the duties of tl1e class.
6.4(1) Reasons for removal. In addi-

o. Willful violation of any of the
tion to the causes stated in rule 5.5 of
Lhese rules, the director may remove provisions of the Merit Employment Act
names from eligible lists temporarily or or the rules promulgated thereunder.
permanently for any of the following
6.4(2) Notice of removal of names
reasons:
from eligible lists. Any person whose
a. Certification and appointment name is removed from an eligible list
of an applicant from the list to fill a per- shall be promptly notified in writing by
the director of the reason for such remanent position.
moval, except where said removal is
b. Certification and appointment made because of appointment to a per·
to fill a permanent position with the manent position in the class for which
same or a higher pay range from a differ- the eligible list was established or a
ent list. However, any applicant whose lower class in the eame series.
name is so removed may have it restored
6.5(62GA, ch.95) Restoration of names
by making written application to the di- to eligible lists. Any person whose name
rector.
is removed from an eligible list as provided
above may make a written request to
c. Failure to respond within five
the
director for the restoration of his
working days to a written inquiry, or
name
to such a list for the duration of
within three working days to a telehis
eligibility.
Such request shall set
graphic inquiry of the director or an
appointing authority relative to avail- forth the reasons for the conduct result•
ing in removal of the name from the list
ability for appointment.
and shall further specify the reasons add. Refusal of offer of an appoint· vanced for restoration of the name to the
list. The director, after full consideration
ment without adequate explanation.
of the request, may restore the name to
e. Failure to report for duty with· the eligible list or may refuse such re·
in a reasonable time specified by the ap· quest. The person shall be notified in
pointing authority.
writing of the director's action on his ref. Expiration of the term of eligi· quesL
bility on the list.
6.6(62GA, ch.95) Use of eligible lists.
g. Failure to maintain a record of
6.6(1) In the classified service. Except
his current address with the department as otherwise provided in rules 10.2, 10.3,
as evidenced by the return of a properly 10.4, 11.2 (4) of these rules, all vacancies
addressed unclaimed letter, or other evi· in the classified service shall be filled by
dence.
certification and ap1>ointment from. ell·
gible lists.
h. Consideration for a permanent
appointment from one list by three dif•
6.6(2) In the exempt service. The di·
ferent appointing authorities or three rector, upon request, shall make the
times by one appointing authority and names of eligibles from eligible lists
not appointed.
available to appointing authorities for the
i. Making of a statement by the purpose of making appointments to posi·
eligible that he is not willing to accept tions in the exempt service of agencies
served by the department.
appointment.
6.7(62GA, ch.95) Availability of eligij. He has failed to conceal his
bles. It shall be the responsibility of eliidentity on an assembled examination.
gibles to notify the department in writing
k. Declination of an appointment of changes in address, or other changes
under such conditions as the eligible had that may affect availability for employment. However, the director may, from
indicated previously he would accept.
time
to time, circularize lists or use other
l. Failure to appear for the emmethods to determine current availability
ployment interview.
of eligibles. Whenever an eligible submits
m. ·fnca:se of promotional lists, sep· a written statement restricting the condiaration from the classified service or tions under which he will be available
from the department or organizational for employment, his name shall be withunit for which the list is established.
held from certifications which do not
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meet the conditions specified. New writ· one, certification shall normally be made
ten statements may be filed at any time from lists in the following order:
within the duration of an eligible list
a. Agency preferred employment.
modifying conditions under which em·
list.
ployment would he accepted.
b. Agency promotional list.
CHAPTER 7
CERTIFICATION AND SELECTION
7.1(62GA, ch.95) Method of filling po-

.

c. State-wide promotional list.
d. Agency reinstatement list.
e. State-wide reinstatement list.

f. Open competitive list.
sitions. Vacancies in the classified service
shall be filled by re-employment, promo•
tion, transfer, demotion, reinstatement or
Upon written request of the appointing
originul appointment as provided by authority, the director may vary the or·
these rules.
der in which lists are used. At the discretion of the director, certification may be
7.1(1) Request for employees. When· made simultaneously from reinstatement
ever an appointing authority wishes to and open competitive employment lists.
fill a vacancy or a ne:w position in the However, no certification may he made
classified service, a request for certifica- from any other list if a qualified em·
tion of eligibles shall he submitted to the ployee who has been laid off by the
director 011 the form prescribed by him. agency in which the vacancy exists is
The request may be for one or more po· available for assignment.
sitions in the same class in the same geo·
7.2(2) Order and number of names
graphical area and shall include the iden·
tification number of each position to be certified. Names shall be certified in or·
filled, the class to which the positions der of their standing on the list. The
have been allocated, the type of appoint· numbers certified shall be as follows:
ment the appointing authority wishes to
a. Agency preferred list. The num·
make, a statement of necessary special or her of names certified shall be equal to
desirable qualifications, if any, and such
other information as may be pertinent. the number of vacancies.
The appointing authority shall make
b. Agency promotional list. The
such request as far in advance as possible number of names certified for one posi·
of the date the employee is to begin tiou shall be three, with one additional
work.
name for each additional vacancy, or the
upper one-half of the promotional list,
7.1(2) Anticipating needs. To provide whiche,·er is greater.
for prompt service in certification of elic. Other lists. The number of
gibles, appointing authorities shall anticipate their personal requirements as far names certified for state-wide promotion·
in advance of the actual need as possible. al reinstatement and open competitive
They shall notify the director of antici- lists shall be three, with one name added
pated expansions which 'will call for cer· for each additional vacancy. However, the
tification of more than an ordinary num- director may add supplementary names
ber from frequently used eligible lists or to a certificate to be used in event the
for classes for which eligible lists are not names certified are not available for ap·
pointment. In such case, each appoint·
maintained on a continuous basis.
ment must be made in order considering
7.2(62GA, ch.95) Certification of eligi- the highest three eligibles available for
bles. Upon receipt of a request for certi· each appointment•
fication of eligibles, the director shall cer7.2(3) Selective certifications.
tify the proper number of names from
the appropriate eligible list or authorize
a. Special qualifications. An ap·
some other type of appointment as provided in these rules. No appointment ex- pointing authority may specify, in writ·
cept au emergency appointment shall he ing, requirements of particular exper·
made without such certification or prior ience, education, or skill when he deems
such requirements necessary for a posi·
authorization.
tion. If, after investigation of the duties
7.2(1) Order of use of eligi.ble lists. and responsibilities of the position, the
If the position to be filled is a permanent' director finds the particular experience,
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education, or skill essential for successful
performance he may certify, in order of
standing on the list, the names of those
eligibles who possess those qualifications
specified. If, in certifying the names of
such eligibles, the director finds there are
fewer than three such eligibles, he shall
complete the certificate by adding, after
the names of such eligibles, the names of
other eligibles uailable for the appoint·
ment in the order of their standing on
the list.
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rector fin els there are fewer than three
such eligibles, he shall complete the certificate by adding after the names of such
eligibles, the names of eligibles in con·
tiguous counties available . for appoint•
ment in the order of their standing on the
list.

e. Temporary appointment certifi·
cation. Whenever the services to be ren•
dered by an appointee are for temporary
periods, not to exceed one hundred ana
eigbty daye, the director shall certify
b. Desirable qualifications. An ap· names of those eligibles who have indi·
pointing authority may request, in writ• cated their availability for temporary
mg, the certilication of those eligili1es services.
meeting the desirab1e training and exper·
7.2(4) Additional certification to a
ience requiremen,ts stipulated in the c1ass
vacancy.
The director may certify .addispecification, if any, giving the reason for
t'uch request. Jf approved by the director, tional names to a vacancy upon receipt of
only the names oi those eligibles on the a written report from an appointing
list who meet the desirable training and authority that, in the director's judgexperience qualifications shall be certi- ment, justifies a finding that one or more
fied in the order of their standing on the of the eligibles certified would not be
list. Jf, in certifying the names of such eli- suitable for the position that is to be
gibles, the duector finds there are fewer filled.
than three such eligibles, he shall com7 .2(5) Certification from related lists.
plete the certificate .by adding after the Whenever the number of names on an
names of such eligib1es, the names of eligible list is insufficient to make a com·
other eligibles available for appointment plete certification, the director may cer·
in the oruer of their standing on the list. tify names of eligibles willing to accept ·
c. Physical qualifications. An ap- employment from lists for classes of high·
pointing authority may specify, in writ- er standing or from lists for other com·
ing, exceptional requirements of partic- parable classes, if he determines the qualular physical characteristics when he ifications for those classes are comparable
deems such requirements necessary for a to the class for which the certificate is
position. 1£ after investigation of the du- being issued, and the examination reason·
ties and responsibilities of the position, ably measures their abilities to perform
the director finds the exceptional require- the duties thereof. The director may, if
ments of the characteristic essential for appropriate, rerate training experience
successful performance, he may, certify on the basis of the minimum qualificain order of standing on the list, the names tions required for the class in which the
of those persons who possess the qualifi- vacancy exists.
cations specified. If, in certifying the
7.2(6) Life of certificate of eligibles.
names of such eligibles, the director finds The life of a certificate of eligibles shall
there are fewer than three such eligibles, he three weeks from the date of issue un·
he shall complete the certificate by add- less extended by the director for a period
ing, after the names of such eligibles, the not to exceed one week. Any appoint·
names of other eligibles available for the ment made from a certificate shall not be
appointment in the order of their stand- affected by any change in the condition
ing on the lisL
of the list during the life of certification.
the event appointment is not reported
d. Geographic certification. In fill- In
within one month of the date of issue, the
ing a position in a unit serving a limited
certificate shall expire and any appoint·
area, an appointing authority may re- ment
reported thereafter shall be voided.
quest, in writing, the certification of eligibles who are residents of the county in
7.3(62GA, ch.95) Selection. Written inwhich the position is located. Upon re- quiry as to availability shall be sent by
ceipt of such a request, the director may the appointing authority to each eligible
certify the names of the highest available certified for appointment, except in cases
eligibles who are residents of that county where certificates are used to clear profirst. If, in certifying the names of such visional appointments. Evidence of haveligibles for a vacancy in a county, the di- ing sent a written notice must be sub-
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mitted with the report of action on a
certificate for each eligible reported as
having failed to reply or as being unavailable for appointment.

1,
i
.'~

.

ing authority shall be reported in writing
to the director. At the same time, the ap·
pointing authority shall indicate the disposition of the other names listed on the
certificate and shall forward to the direc7.3(1) Appointment from open com- tor for permanent record evidence of the
petitive lists. In making appointments nonavailability of any eligibles passed
from the open competitive lists, the ap- over for that reason.
pointing authority shall select for each
position an eligible whose score is among
7.3(3) Request to withhold certificathe three highest on the certificate of eli- tion. If, in the exercise of his choice, the
gibles exclusive of the names of those appointing authority passes over the
eligibles:
name of an eligible on a list in connection
with three separate appointments
a. Who decline appointment or request that they not be considered for ap- which he has made from the lists, written
request may he made of the director that
pointment;
the name of such eligible be omitted
b. Who fail to reply within a per- from any subsequent certifications from
iod of five working days to the written in- the same list, to the same appointing auquiry of the appointing authority for an thority. This request must contain suffiinterview, or within three working days cient evidence to indicate the eligible's
to a telegraphic inquiry, or who do not unsuitable characteristics for an appointarrange to report for such an interview ment in the class for which the list was
within a reasonable time, or who fail to established. If the director approves such
appear for an interview which they have request, either the name of such eligible
arranged with the appointing authority; shall not thereafter be certified to him
from that list for other vacancies in that
c. Who accept an appointment and class, or his name will be removed from
fail to present themselves for duty at the the list.
time and place agreed to without giving
reasons for the delay satisfactory to the
7.3(4) Notification after interview.
appointing authority;
Those eligibles or applicants certified. to
d. To whom the appointing au- an agency who are interviewed but not
thority offers an objection in writing appointed shall be notified by the apbased on rules 5.5 or 6.4 of these rules, pointing authority within five working
which objection is sustained by the days after the appointment is made.
Notification is not necessary to those perdirector.
sons who waive or decline appointment.
7.3(2) Report of action on certifi[Effective May 1, 1969]
cates. The final selection by the appoint-
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(continued)

Pursuant to authority of chapter 95, related directly to the position classificaActs of the 62nd General Assembly, the tion plan for the classified service and
shall he determined with due considerafollowing rules are adopted.
tion to pay grades for other classes, the
[Filed July 14, 1969]
relative difficulty and responsibility of
work in the several classes, the recruiting
CHAPTER 4
experience of the state, the availability of
PAY PLAN
employees in particular occupational cat4.1(62GA, ch.95) Preparation and adop- egories, prevailing rates of pay for similar
tion of t.he pay plan. The director, after employment in private and other public
consultation with appointing authorities, jurisdictions in the area, employee turnshall prepare and recommend to the com· over, cost of living factors, the financial
mission a pay plan for all classes of posi· policies and economic considerations of
the state. The minimum and maximum
tions in the classified service.
rates of pay assigned the several classes
4.1(1) Factors to be considered in pre- of positions shall be those which most
paring the pay plan. Pay grades shall he, nearly reflect these factors.
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4.1(2) Adoption by commission. The
4.3(62GA, ch.95) Content of the pay
commission, after holding a public hear- plan. The pay plan for the classified serv·
ing, shall adopt the pay plan, or a re· ice shall include:
vision the1·eof, and forward same to the
4.3(1) A schedule of numbered pay
executive council for approval.
grades with the minimum; maximum and
4.1(3) Approval by executive council. intermediate steps for each pay grade.
The pay plan shall become effective on
4.3(2) A list of classes of positions by
the date it is approved by the executive
council unless another date is specified. occupational groups and the pay grade to
which each class is assigned.
·
4.2(62GA, ch.95) Pay plan review and
4.4(62GA, ch.95) Pay of employees.
amendment. The director, at his discretion,
4.4(1) Employees to be paid at one of
but not less than annually, shall review
the pay plan, giving consideration to fac- the steps in the pay plan. Each employee
tors as specified in sub rule 4.1 ( 1) of these shall be paid at one of the steps of pay
rules, and may recommend revisions to set forth in the pay plan for the class of
the commission. Revision in the pay plan positions to which the position he ocshal1 be made in the same manner as the cupies is allocated except as provided in
adoption and approval of the original pay paragraph 4.5 ( 1) "/", subrule 4.5 (5) and
plan under rule 4.1 of these rules. Any subparagraph 4.6(1) "i" (2) of these rules
appointing authority may initiate a writ- or w~ei;i otherwise authorized by the
ten request for amendment of the pay comm1ss1on. Such pay shall constitute the
plan to the director.
total compensation for the employee for
services rendered to the state.
4.2(1) Revisions in pay grade assign4.4(2) Total remuneration. No emments. When the director determines that
the pay grade assignment of a class is not ployee shall receive any pay under govcompetitive or is not properly related to ernmental jurisdiction other than that
the over-all pay plan, he may recommend specifically authorized by the commission
the reassignment of the class to a differ· for the discharge of the duties of his poent pay grade. Upon approval, pay grade sition or additional duties which may be
reassignments shall he implemented in ac- assigned to him or which he may undercordance with subrule 4.5(8) of these take, or volunteer to perform as a state
employee.
rules.
4.2(2) Assignment of a new class to a
pay grade. Whenever, in the opinion of
the director, there is an urgent adminis·
trative necessity for establishing a new
clues in order to recruit and employ applicants without delay, he may anticipate
formal action by the commission and the
executive council by assigning such new
class to a pay grade tentatively. He may
then procce(l to announce and hold an
examination for the class or authorize an
appointment. Such action shall be subject
to the commission ratification of the as·
l:lignment at the next meeting and to subsequent approval by the executive council.
4.2(3) Economic pay adjustment.
When the director's investigations show an
increase or decrease in the cost of living,
he may recommend a percentage increase
o~ decrease in pay for all pay grades.
Upon approval, each step in each pay
grade in the pay schedule shall be recalculated to reflect the percentage increase
approved. Each employee shall then he
placed on his proper step in the revised
pay schedule.

In any case in which part of the com·
pensation for services in a classified posi·
tion, exclusive of military training leave,
is paid by another department, division,
or an outside agency such as the city,
county, or federal government, or from a
different fund or account, any such pay·
ments shall he deducted from the com•
pensation of the employee concerned to
the end that the total cojfensation paid
to any employee from a sources com•
hined, for any period, shall not exceed
the amount payable at the tale pre•
scribed for the class of positions to wliich
the employee is certified and appointed.
4.4(3) Subsistence or maintenance al.
lowances received in lieu of cash shall be
considered as part of total compensation.
In each case where an employee and his
family are provided with full or part
maintertance, consisting of one or more
meals per d:iy, lodging or living quarters,
and dotnest1c or other personal services
such compensation in kind shall b~
treated as part payment and its value
shuU he <1c<lucted from the appropriate
pay rate in accordance with the schedule
promulgated by the director after consul-

.
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tation with appointing authorities and ap- class as the position in which he preproval of the commission.
viously held status, he may he paid at a
step in the pay grade at or below the
4.5(62GA, ch.95) Administra·tion of the step he was being paid when separated.
pay plan.
·
.
(2) When the former employee
.
4.5(1) Entrance rate of pay. The minis reinstated to a class of position in a
imum step (A) of the pay grade class lower pay range than the class in which
shall normally be used upon original ap- he held status at the time of his separapointment to a class. The following are tion he may he paid at any step in the
designated as exceptions which may be pay grade for the class to which he is
approved:
reinstated, provided it does not exceed
a. Appointment based on scarcity the rate he would be eligible to receive
of qualified applicants. If the director de- in the class in which he held status.
!e.rmines i~ is not possible to recruit quald. Special appointment rates. When
ified applicants at the established mini- the director finds that qualified applicants
mum step of the pay grade for a class, he for a class cannot be recruited at the minmay, at the request of the appointing imum step (A) of the pay grade due to
authority, authorize recruitment for that economic or employment conditions in a
class of position at the second (B) step limited geographical area or state-wide,
of the pay grade. If qualified applicants he may submit a request to the commiscannot be .recruited at the second (B) sion that appointing authorities be
step, the director may authorize recruit- authorized to make appointments at a
ment at the third (C) step of the pay higher step in the pay grade for the
grade. All employees in the same class in class. Upon approval by the commission,
the same agency in the same geographical such special entrance step shall remain
area who are being paid at a lower step in effect until rescinded by the commisshall be adjusted in pay to the step ap- t:ion or until such time as the pay grade
proved. Requests for appointment above is revised or the pay grade assignment of
the third. ( C) step of the pay grade shall the class is revised, whichever is earlier.
be submitted to the commission for con- All employees in the same class within
sideration.
the geographical area to which the speb. Appointment based on excep- cial appointment rate is applied who are
tional qrialifications. The director may being paid at a lower step shall be
authorize appointment of a qualified ap- adjusted to the step approved, and
plicant at the second ( B) or third ( C) thereafter all new employees shall he
step of the pay grade for a class, provided appointed at that step in the pay grade.
such exception is based on the outstand- For purposes of promotion, such step
ing and unusual character of the appli- shall be considered to be the minimum
cant's experience, and provided further step.
that all other employees possessing simie. Reappointment from preferred
lar qualifications in the same class in the
employment
lists. The appointing authorsame agency in the same geographical
ity may re-employ a former employee
area are adjusted in pay to the step apfrom the preferred employment list in
proved. Requests for appointment above
accordance with rule 8.4 of these rules at
the third (C) step shall be submitted to
the same step in the pay grade for the
the commission for consideration.
class from which he was laid off or at any
The appointing authority may appoint
an applicant who has been certified by
the director as meeting the desirable
qualifications stipulated in the class specifications at the second (B) step of the
1lay grade for the class.

c. Appointment by reinstatement.
The director may authorize appointment
of a former employee eligible for reinstatement under rule 8.5 of these rules at
11teps above the minimum step (A) of the
pay grade as follows:

step in the pay grade if he is re-employed
in a class of position in a lower pay grade,
provided it does not exceed the rate he
would have been eligible to receive in the
class from which he was laid off.

f. Appointment below minimum.
step (A) of the pay grade. The director
may authorize appointment below the
minimum step (A) of the pay grade for
a class as follows:

(I) Career development appointment. When a career development ap(1) When the former employee pointment is made in accordance with
is reinstated to a position in the same sub rules 8.1 (8) or 8.2 ( 6) of these rules,
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the rate of pay shall be set one step
below the minimum step (A), or the epe·
cial appointment rate, whichever ie applicable, for each six months experience the
appointee lacks in meeting the minimum
experience requirements for the class to
which the career development appoint·
ment is being made. If the appointee ie a
permanent employee, and hie rate of pay
equals or exceeds the rate provided here·
in, he shall be permitted to accrue pay
rights in the class from which he is ap·
pointed until such time as his eligibility
for pay increase exceeds the rate to which
he is entitled in his former class.
(2) Co-operative training and
trainee appointments. When co-operative
training and trainee appointments are
made in accordance with subrules 8.1(9)
and 8.1 (10), respectively, of these rules,
the rate of pay shall he set one step
below the minimum step (A) or the spe·
cial appointment rate, whichever is ap·
plicahle, for each semester of training the
appointee lacks in meeting the minimum
training requirements for the class to
which the co-operative training or the
trainee appointment is being made.
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by official performance ratings and other
pertinent data.

b. Merit pay increase eligibility.
Employees shall be eligible and may be
given consideration by the appointing
authority for a one-step merit pay in·
crease at the beginning of the pay period
following the satisfactory completion of
the periods of service prescribed below
for progression from step to step within
the pay grade for the class to which their
positions are allocated. The periods of
service shall be exclusive of time spent on
educational leave, leave without pay, and
periods during which service was rated
less than satisfactory as reOected by an
official performance rating. Periods of
satisfacto9 service required for eligibility
are as follows:
·

I
I

I

( 1) Progression frottt step A tu
B and step B to C-six months.
(2) Progression from step C to
D, step D to E and step E to F-twelve
months.

( 3) Progression from step F to
G and step G to H-twenty-four months.
The service must be continuous under
permanent, probationary, provisional,
duration or substitute appointments, except as provided in subparagraph
4.5 (9) "b" (2) of these rules.

( 3) Budget limitation. If the di·
rector is advised by the state comptroller
that an agency is unable to make appoint·
ments at the minimum step (A) of the
pay grade for a class be~ause of. budget
c. Merit pay increase review dates.
limitations, he may authorize appomtment
at such i;tep helow the minimum as bud·
(1) New merit pay increase re·
getary conditions will permit.
view dates will be estabJished when:
(4) Competitive rates below minAn employee is originally ap·
imrim. When the director determines that pointed to the classified service, the merit
the competitive entrance rate for a class pay increase review date shall be estab·
in a geographical area is below the min· lished on the first day of the pay period
i.mum step (A) of the pay grade, he may for those employees who enter on duty
authorize appointment of eligibles at on the first work day of a pay period. For
such step below the minimum as is nee· those employees who enter on duty after
essary to avoid payment of premium en· the first day of a pay period, the merit
trance rates in that area. Such rate shall pay increase review date shall be estabhe used for all appointments made in the lished on the first day of the pay period
geographical area concerned, until such following the date of entry on duty.
time as economic conditions warrant a
An employee is granted a merit
higher entrance rate.
pay increase later than the date of his
4.5(2) Merit pay increases. A merit normal eligibility, unless such delay is
pay increase is a periodic increase in pay due to budgetary limitations in which
from one step to the next higher step case his review date shall remain the
within the pay grade for a class.
same.
a. A basis for merit pay increases.
An employee is granted leave or
Merit pay increases shall not he automatic leaves without pay, the cumulative total
or retroactiv~ .. All such pay increases shall of which exceeds fourte~n days in which
he upon specific recommendation of the cusc his review date shall be set forwar1l
appointing authority and shall he based one pay periotl for each fourteen days of
on standards of performance as indicated such leave.

'::...
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An employee's performance is
rated less than satisfactory, as reflected
by an official performance rating, for a
period exceeding fourteen days or more
in which case his pay i·eview date shall
be set forward one pay period for each
fourteen days his performance rating re·
mains less than satisfactory.
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must be Ruhmitted to the commission and
approved in advance of granting the pay
increase.

c. No more than one exceptionally
meritorious service pay increase may be
granted in any twelve-month period.

4.5(4) Pay increase upon promotion.
A
promotion
means a change from a posi·
A change in the merit pay in·
crease review date is specified by the ap· tion in one class to a position in another
pointing authority, with the approval of class having a higher minimum step (A).
the director, as a condition of a personnel
a. An employee who is promoted
transaction.
shall have his pay increased to the
(2) Merit pay increase review minimum step (A) of the pay grade for
the higher class if his rate of pay before
dates shall not be changed when:
promotion falls below said minimum (A)
An employee's position class is step. In the case of overlapping pay
assigned to a new or different pay grade grades and the employee's rate of pay is
unless specified by the commission as a at or above the minimum (A) step of the
condition for implementing revisions in pay grade for the class to which he is pro·
pay grades.
moted, he shall receive a one-step promo·
An employee receives an excep· tional }Jay increase except as otherwise
tionally meritorious service pay increase provided in "b" and "c" below.
as provided in subrule 4.5 ( 3) of these
b. For promotions between classes
rules.
with a one- or two-pay step differential
An employee receives a promo· between the pay grades, the director may
tional pay increase or a pay increase for approve a tiwo-step promotional increase,
assuming lead worker responsibilities as provided the appointing authority certi·
provided in subrules 4.5(4) and 4.5(5) of fies that a change of residence beyond a
normal commuting distance is required of
these rules.
the appointee.
An employee is transferred from
c. For promotions between classes
one agency to another in the same or a
with a three· or more pay step differen·
different class in the same pay grade.
tial between the pay grades, the director
An employee is demoted to a may approve a two-step promotional in·
position in a lower class unless a change crease upon written request of the ap·
is specified in a disciplinary action. .
pointing authority.

..
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An employee's position is reallo·
4.5(5) Pay for lead worker duty as·
cated to a lower class.
sisnment.
An employee receives a pay in·
a. An employee who is occupying
crease upon detail to special duty as pro· a position which has been classified by
vided in subrule 4.5 (6) of these rules.
the director as a lead worker position, as
4.5(3) Pay increase for exceptionally provided in rule 3.13 •of these rules, shall
meritorious service. A pay increase of one be eligible for a one-step pay increase in
step within the pay grade for the class addition to his regular step in the pay
may he made for exceptionally meritor· grade for the class to which the position
ious service, in addition to merit pay in· is allocated.
creases _provided in subrule 4.5 {2) of
b. At such time as the employee is
these l'Qles, upon recommendation of the removed from the position or the lead
appointing authority and the approval of worker duties are removed therefrom,
the commission. Exceptionally meritor· the employee's pay shall be reduced one·
ious service pay increases shall be gov· step to his regular step in the pay grade
emed by the following:
for the class.
a. The employee must have served
4.5(6) Pay upon assisnment to special
in the position for at least three months. duty. When an employee is assigned to
b. Written justification, setting special duty in another position, as pro·
forth in detail the nature of the excep· vided in subrule 8.2(7) of these rules his
tionally meritorious service rendered, pay may be increased to the minimum

•
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step he could receive upon promotion to duced at least one-pay step below the rate
he is receiving or to the maximum of the
such position, provided that:
pay grade for the lower class, whichever
a. Any such temporary increase is lower.
granted shall not affect the employee's
eligibility for pay increases in his regular
4.5(8) Pay adjustments incident to
position.
pay grade reassignments.
b. At the expiration of the assign·
a. In the event a class is assigned
ment to special duty, his pay shall revert to a higher pay grade, the following pay
to his authorized rate in his regular po- adjustments will be made to employees
eition.
occupying positions of that class:
4.5(7) Pay on demotion.

a. Demotion because of failure to
complete a probationary period. When
an employee is demoted because of failure to complete a probationary period in
a promotional position, his pay rate shall
he reduced to the step in the pay grade
for the lower class for which he would
have been eligible had he not been promoted. Such employee's review date shall
revert to that established prior to promo·
ti on.
b. Demotion because of layoff or
reallocation of position. When an em·
ployee is demoted because of layof£ pro·
cedures or because his position was reallocated to a lower class, his rate of pay in
the class to which he is demoted shall be
the step in the pay grade nearest to that
of his rate of pay in the higher class, provided funds are available, in the case of
layoff. In the event funds are not available, his rate of pay shall be the highest
step that can equitably he paid to all employees affected by the layoff.
c. Demotion because of disciplinary acti~n•.When an employee is dem.o!ed
for disciplinary reasons from a pos1t10n
in one class to a position in a lower class,
his rate of pay shall be reduced at least
one step below the rate of pay he was re·
ceiving in the higher class, and shall be
reduced to a step within the pay grade
for the class to which he was demoted.

.

(1) H the new pay grade as·
signed is one or two grades above the prevailing pay grade assignment, all em·
ployees in positions of that class shall be
increased at least one step if their pay is
on an intermediate or maximum step of
the original pay grade or to the new min·
imum step in cases where the one-step adjustment is not sufficient.

(2) If the new pay grade assigned is three or more grades above the
prevailing pay grade assignment, all em·
ployees sha11 be increased at least two
steps if their pay is on an intermediate
or maximum step or to the new minimum
step in cases where the two-step adjustment is not sufficient.

!

r\

b. In the event a class is assigned
to a lower pay grade, the following pay
adjustments will be made to employees
occupying positions of that class:
(1) The rate of pay of an em·
ployee who has served at least six months
at his current rate of pay may remain. the
same.

(2) The rate of pay of an em·
ployee who has less than six months' service at his current pay step will be reduced at least one-pay step below the step
he is receiving or the maximum of the
pay grade for the lower class, whichever
is lower.

4.5(9) Pay for appointments of one
hundred
and eighty days or les'8.
d. Demotion, voluntary. When an
employee is voluntarily demoted from a
a. Entrance pay. Pay for employ·
position in one class to a position in a ees appointed on temporary, seasonal and
lower class:
intermittent positions shall he in accord·
(1) The rate of pay of an em• ance with the provisions of sttbl'Ule
ployee, who has served at least six months 4.5 (1) of these rules.
of service at his current pay step, may
b. Merit pay increases.
remain the same provided it does not exceed the maximum step of the pay grade
(1) Service under emergency
for the lower class.
appointment shall not he creditable toward me1·it pay increases.
(2) The rate of pay of an employee who has less than six months serv(2) Service under seasonal or
ice at his current pay step, must he re- intermittent appointments shall he cred-
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itahle on a cumulative basis from year to
c. When a position is reallocated
year toward merit pay increases provided to a different class in the same pay grade.
in suhrule 4.5(2) of these rules.
no change shall he made in the rate of
pay.
4.5(10) Pay upon reassignment. An
4.5(13) Pay for part-time employemployee who is reassigned from a posi·
tion in one class to a different position in ment. Pay for part-time employment in a
the same class or to a position in a differ· position shall he proportionate to the rate
ent class in the same pay grade shall not of pay for full-time employment.
he eligible for a pay increase nor shall
4.5(14) Effective date of pay changes.
such reassignment have any effect on his All pay changes shall he made effective
merit pay increase eligibility.
on the first day of a pay period. Original
appointments. re-employments, and rein·
4.5(11) Pay upon. transfer.
statements shall he effective on the first
a. When an employee ie trans· day the appointee reports for duty•
ferred from a position in one agency to a
4.5(15) Pay for overlap in position.
position in the same class or another class
In
cases
where it is deemed necessary by
in the same pay grade in another agency,
his rate of pay shall he no higher than the appointing authority to fill a position
the pay he was receiving prior to transfer, on an overlap basis pending the separa·
and his eligibility for merit pay increases tion of an incumbent employee, an ap·
shall not he affected, unless a later eligi· pointment of a new employee may he
hility date is stipulated as a condition of made in accordance with the rules
for a period not to exceed one month.
the transfer.
Any overlap for a longer period must be
b. When an employee is trans· approved by the director.
f erred from a position in one agency to a
4.5(16) Pay for certified instructional
position in a higher or lower pay grade personnel. Employees of state institutions
in another agency, his rate of pay shall who are incumbents of teaching positions
he fixed by the rules governing promo- allocated to classes for which teaching
tions or demotions. whichever ie appli· certificates are required shall he paid in
cable.
accordance with the prevailing rates of
4.5(12) Pay upon reallocation of po· pay for the school district in which they
are employed. The appointing authority
sition.
shall file a copy of the pay plan for each
a. When a position is reallocated school district, in which positions requir·
to a class in a higher pay grade9 the rate ing teaching certificates are located, with
of pay shall be determined in accordance the director not later than September 1 of
with subrule 4.5 (4) of these rules per· each year. Such pay plan shall clearly intaining to pay on promotion and imple- dicate the rates of pay for classes of
mentation of same shall be subject to cer· teachers comparable to those utilized by
tification by the state comptroller of the the institution. Rates of pay for such
availability of funds.
classes shall require the approval of the
b. When a position is reallocated director and shall be effective on the first
to a class in a lower pay grade, the rate day of the normal contract year for the
of pay shall be determined in accordance school district.
with paragraph 4.5(7)"b" of these rules
4.6(62GA, ch.95) Overtime. Time that
pertaining to pay on demotion after the an employee works in excess of the preexpiration of a three-month period which scribed number of hours for a standard
shall be allowed a permanent employee work week or an extended work week
to seek an appointment to a position in shall he credited. to the employee as over·
the same or a comparable class to that to time.
which his position was previously allo·
4.6(1) General policy on overtime.
cated. During this period his pay shall
not be increased if he is being paid at a
a. Overtime shall be held to a minstep which exceeds the maximum of the imum consistent with the needs of the
pay grade for the lower class to which the service.
position has been reallocated. In order to
b. All overtime work must be auassist the employee in obtaining an ap· thorized by the appointing authority in
pointment to a position in the higher advance of the performance of the work.
class. his name shall be placed on the
c. Normally, compensatory time
agency and the state-wide reinstatement
off shall be granted for overtime; how·
lists.
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ever, upon request of the appointing audays
thority and certification by the state
comptroller of the availability of funds,
(2) Extended work week. An
the director may approve cash payment
for overtime as follows:
extended
workrequire
week shall
posi·
tions which
more include
than forty
hours
of
work
in
seven
consecutive
days
(1) To any employee eligible
for overtime payment under the pro- on regular daily assignments or more
visions of the Fair Labor Standards Act than eighty hours of work in fourteen
irrespective of whether the position is consecutive days for shift assignments.
subject to said Act, or the Code of Iowa. Extended work weeks shall he approved
by the director only after certification by
(2) To any employee eligible the state comptroller of the availability
for overtime payment under suhrule of funds. Extended work weeks may be es·
4.6 (5) pertaining to overtime accumula- tahlished on increments of two additional
tion.
honrs per week up to forty-eight hours.
The rate of pay for the position shall he
It shall be the responsibility of the ap· increased one step for each two-hour inpointing authority to determine whether crement above forty hours per week. Upon
or not an employee is eligible for over·
reduction of the work week the pay of
time payment under the provisions of the the
incumbent employee shall be reduced
Fair Labur Standards Act.
accordingly, without the right of appeal
d. Compensatory time off shall be The extended work week shall not be ap•
granted as soon as possible after overtime plicable to positions in hospitals, nursing
is earned. Compensatory time off must be homes, schools and institutions of higher
granted within one year of the date education which al'e subject to the Falr
earned, except that employees of hos· Labor Standards Act.
pitals, nursing homes, schools and institu•
(3) Nonstandard work week.
tions of higher education which are subject to the Fair Labor Standards Act The nonstandard work week shall include
must be granted such compensatory time all positions not assigned to the standard
off within the pay period that it is work week and the extended work week
earned. Within the time limitations spec· categories. Such positions shall he conified herein, the appointing authority sidered to he compensated on a total job
shall respect the wishes of the employees basis.
relative to the time at which compensa4.6(2) Rate for crediting overtime
tory time off may he used, insofar as he
determines the needs of the service will work. An employee who works overtime
shall be credited one hour for each hour
permit.
worked in addition to the prescribed
e. Additional pay for overtime work week for the position he holds.
work shall not be considered as a part of
the employee's base pay.
4.6{3) Rate for granting compensaf. All cash overtime payments 1 tory time off· An employee shall he
shall be separately recorded on the pay- granted one hour of compensatory time
off for each hour of overtime earned.
roII•
g. Any additional cash compensa·

4.6(4) Rate of pay for overtime work.

tion shall cease to be payable, without Employees shall be compensated at the
right of appeal, whenever the employee's regular rate of pay for their position for
each hour of overtime earned except for
work week is reduced to forty hours.
employee~ occupying positions in hospi·
h. The state is considered as one tals, nursmg homes, schools and instituemployer for the purposes of dete1·mining tions of higher education which are subthe number of hours worked.
ject to the Fair Labor Standards Act, who
i. Positions shall he categorized by shall be compensated in accordance therethe director for purposes of determining with. It 1>ha1l he the responsibility of the
appointing
authority
to
determine
eligibility for overtime as follows:
whether or not a position is subject to
(1) Standard work week. A coverage by the Fair Labor Standards
standard work week shall include posi- Act.
tions which require forty hours of work
in seven consecutive days on regular daily
4.6(5) Overtime accumulation. Over·
assignments or of eighty hours of work in time may he accumulated up to an
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amount equal to four times the number for such accumulated overtime as cannot
of hours in the prescribed work week.
he liquidated hy compensatory time off
prior to the effective date of such action.
a. If an employee has accumulated
overtime equal to four times the number
4.6(6) Overtime computation. For
of hours in his prescribed work week, he purposes of computing overtime, total
shall not he eligible to earn further over- hours worked shall exclude all absences
timfl until his accumulated hours of over• from duty, leave without pay and time
time are reduced or cash compensation specifically allowed for meals. Time durfor additional overtime is approved, in ing which the employee is excused from
accordance with paragraph 4.6(l)"c" of work because of holidays, sick leave, vathese rules.
cation or compensatory time off shall he
b. If overtime has not been liqui- construed as time worked.
dated within one year of the date of
4.6(7) Overtime records. The ap·
accrual, the employee shall he compen· pointing authority shall, in addition to
sated in cash for that overtime.
other time records, include as a minimum
c. If an employee is transferred or each overtime accrual and compensation,
promoted from one agency to another or whether time off or cash, separate from
separates or retires from the classified regular work and compensation. Such
service, he shall he compensated in cash time records shall be open to inspection
by the agency from which he is so trans· by the director.
ferred, promoted, separated or retired,
[Bee notes at the end or ch. 12]

MERIT EMPLOYMENT DEPARTMENT
(continued)
CHAPTER 8

Temporary appointments shall he governed by the following:

APPOINTMENTS

a. Temporary appointments shall
insofar as practicable, he made from eligible lists. If after the director has made
a reasonable effort to certify eligibles for
temporary appointment from an existing
eligible list, and he has found it impracticable to make such certification, he may
authorize the temporary appointment of
a person designated by the appointing
authority provided such person meets the
minimum education and experience requirements for the position. The accept·
ance or refusal by an eligible of a tem·
porary appointment shall not affect his
standing on the eligible list, nor shall the
period of temporary service he counted
11s a part of his probationary period in
case of subsequent appointment to a permanent position.

[Filed July 14, 1969]

8.1(62GA, ch.95) Original a1ppointments.
8.1 (1) Probationary appointment.
The appointing authority may make a
probationary appointment, in accordance
with rule 7.3 of these rules, to fill a per·
manent position. Probationary appointments shall he governed by the follow·
ing:

a. Probationary appointments shall
be subject to the completion of a probation period as prescribed in chapter 9 of
these rules.

b. Probationary appointments shall
be made to fill only positions authorized
and established on a permanent basis.

b. Temporary appointments may
be
made
to fill positions:
not confer upon the appointee any privilege or right of promotion, transfer, re·
(1) Which are authorized and
employment, reinstatement or demotion eetahlished for a period of 180 days or
to any position in the classified service, less.
nor does it confer any right of appeal
(2) When leaves of absence not
upon te~nation of the appointment.
exceeding 180 days are granted employees
8.1 (2) Temporary appointment. When in permanent positions.
the services to he rendered by an apc. Successive temporary appointpointee are for a temporary period not to
exceed 180 days, an appointing authority ments to the same position or of the same
may make a temporary appointment. person shall not he made.

c. Probationary appointment shall
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d. Temporary appointment shall unless a longer period is approved by the
not confer upon the appointee any privilege or right of promotion, transfer, reemployment, reinstatement or demotion
to any position in the classified service,
nor does it confer any right of appeal
upon termination of the appointment.

commission.

c. Duration appointments shall not
confer on the appointee a:Qy privilege or
right of promotion, transfer, re-employment, reinstatement or demotion to any
permanent position in the classified service; however, he shall have the right of
appeal upon satisfactory completion of
one year of probationary service, except
when his duration employment is terminated upon expiration of the position. Upon expiration of the position, the appointee's name may be placed on the reinstatement list provided he has satisfactoriJy completed at least one year of probationary service.

8.1 (3) Provisional appointment. When
there is no appropriate eligible list available, or when there is not a sufficient
number of eligibles on appropriate lists
who are willing to accept appointment,
the director may authorize the appointing
authority to make a provisional appoint·
ment of a person meeting the established
minimum qualifications for the class to
which the position is allocated. Provisional
appointments shall be governed by the
8.1 (5) Substitute appointment. When
following:
a permanent position is vacant due to the
a. Provisional appointments shall granting of an extended leave of absence
to the incumbent, the appointing authorbe limited to 180 days.
ity may make a substitute appointment.
b. Successive provisional appoint- Substitute appointments shall he governed
ments of the same person to the same or by the following:
other positions in the same class shall not
a. Substitute appointments shall be
he made.
made from eligible lists in the same manc. A provisional appointment shall ner as regular appointments. The acterminate no later than one month from ceptance or refusal by an eligible of a
the date the director certifies available substitute appointment shall not affect his
eligibles from an appropriate list for the standing on the eligible list.
position or at the end of 180 days, whichb. Subsititute appointment shall be
ever is earlier.
made only to fill permanent positions vad. Provisional appointment shall cant because leaves of absence in excess of
not confer upon the appointee any privi- 180 days are granted incumbents for:
lege or right of promotion, transfer, reemployment, reinstatement or demotion
(1) Military leave.
to any position in the classified service,
(2) Educational leave.
nor does it confer any right of appeal
upon termination of the appointment.
(3) Leave to accept exempt ap8.1 (4) Duration appointment. When pointments.
an appointment is limited in duration by
(4) Leave for detached duty.
scope of work, project grants, contracts,
(5) Leave without pay due to
funds or other reasons and is expected to
illness.
last more than 180 days, but no longer
than two years, unless a longer period is
(6) Other authorized leaves of
approved by the commission, such ap- absence.
pointment shall he designated a duration
A substitute appointmeni !!hall he terappointment and governed by the followminated upon expiration of the leave of
ing:
absence granted the incumbent employee.
a. Duration appointments shall he
c. In event a vacancy occurs in a
made from eligible lists in the same manner as re~lar appointments to permanent J>ermanent position in the same class and
positions. The acceptance or refusal by an the substitute appointee's rating on the
eligible of a duration appointment shall examination would rank him among the
not aflect his standing on the eligible list. top three eligibles available on the certificate, the appointing authority may reb. Duration appointments may be quest the director to add his name to the
made only to positions authorized and es- certifica le so that he can be certified for
tablished for a specified period of not less a probationary appointment to fill the vathan 180 days, nor more than two years, cancy. The position vacated may then be
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filled by a substitute or a temporary ap· Sucb intermittent appointments shall be
governed by the following:
pointment, whichever is applicable.

d. Substitute appointment shall not
confer on the appointee any privilege or
right of promotion, transfer, re-employ·
ment, reinstatement or demotion to any
position in the classified service; however,
he shall have the right of appeal upon
satisfaclory completion one year of proba·
tionary service, except when his duration
employment is terminated at the end of
the specified period. Upon termination of
the substitute appointment, the substitute
appointee's name may be placed on the
reinstatement list, provided be has satis·
f actorily completed at least one year of
probationary service.

a. Intermittent appointments shall
be limited to persons who have previously
qualified by examination and were ap·
pointed from eligible lists and iwho pre·
viously held temporary, probationary or
permanent appointments in appropriate
classes in the classified service.

8.1 (6) Seasonal appointments. When
the services to be rendered in a position
occur, terminate, and reoccur periodically
and regularly, the appointing authority
may make a seasonal appointment. Such
seasonal appointments shall be governed
by the following:

d. Intermittent appointments shall
not confer upon the appointee any privi·
lege or right of promotion, transfer, re·
employment, reinstatement or demotion
to any position in the classified service,
nor does it confer any right of appeal
upon termination of the appointment.

a. Seasonal appointments shall be
made from special eligible lists established
under tlubrule 5.7(4) of these rules. In the
absence of a list :With at least three avail·
able eligibles, the director may authorize
a provisional appointment in accordance
with subrule 8.1 ( 3) of these rules.

8.1 (8) Career development appoint·
ment. When a position cannot he filled he·
cause of the lack of qualified eligibles or
applicants meeting the minimum qualifi·
cations for the class, the director may
authorize the appointing authority to
make a career development appointment
of a person meeting the minimum educa·
tional requirements, but who lacks the ex·
perience necessary to qualify. Career de·
velopment appointments shall be governed
by the following:

b. Seasonal appointments shall be
made to fill only positions which are
authorized and established as seasonal
positions for a specified period each year,
not to exceed eight months in any twelve·
month period, on a continuing basis, year
after year. Appointees shall be placed on
leave without pay upon completion of
each period of seasonal employment and
may be returned to duty the following
season in a position in the same class the
following year.

b. Employment under intermittent
appointment shall be limited to 180 days
or 1020 hours in any twelve-month period.
c. Intermittent appointments may
he made to fill only positions which are
authorized and established as intermittent
positions.

a. Career development appoint·
ments only in the absence of qualified
eligibles or applicants eligible for provi·
sional appointment and only after reason·
able efforts have been made to recruit
qualified applicants.

b. Career development appoint•
c. No person shall be employed ments shall he limited to one year unless
un<ler seasonal appointment for more than the commission authorizes a longer ap·
eight months in any twelve-month period. pointment period. Appointees must meet
d. Seasonal appointment shall not the minimum experience requirement
confer upon the appointee any privilege upon expiration of the appointment.
or right of promotion, transfer, rec. Career development appoint·
employment, reinstatement or demotion ments shall he made from appropriate
to any position in the classified service, eligible lists or special eligible lists estab·
nor does it confer any right of appeal lisbed for this purpose. However, in the
upon termination of the appointment.
absence of appropriate eligible lists, the
director may authorize an appointment
8.1 (7)
Intermittent appointments. subject to examination at a later date.
Wben the services to be rendered in a
d. Career development appoint·
position occur on an intermittent or irregular basis, the appointing authority ment shall not confer on the appointee
may make an intermittent appointment. any privilege or right of promotion, trans-
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{l) The appointee shall he cer·
fer, re-employment, reinstatement or demotion to any position in the classified tified by the educational institution as to
service, nor does it confer any right of ap- his student status and course of study.
peal upon termination of the appointment.
(2) Such appointment shall not
exceed
180
days or the equivalent in part·
8.1(9) Co-operative training appointment. Upon request the director may time employment.
authorize the appointing authority to
(3) Appointment shall he made
make co-operative training appointments only to permanent positions.
to one or more permanent positions. Cob. Appointment exceeding half·
operative training appointments shall he
time. Trainee appoinments which exceed
governed by the following:
one-half time may he made of bona fide
a. Two co-operative training ap- students pursuing a course of training
pointments shall he made to each position. which will qualify them for appointment
The appointees shall work alternate pe· to a position in the classified service.
riods, one being enrolled in full-time study Such appointments shall be governed by
while the other is working. No appointee the following:
may he employed more than three semes(1) Appointees must he at least
ters or the equivalent, in any two-year
fourteen years old and possess working
period.
permits if required by law.
b. Co-operative training appoint·
(2) Such appointments shall not
ees:
·exceed 180 days in any twelve-month pe·
(1) Must he bona fide students riod.
in an accredited educational institution;
(3) Appointments shall be made
(2) Must he pursuing a study only to authorized and established tem·
program which is directly related to the porary positions.
work of the position and which prepares
c. Trainee appointments shall not
him to meet the minimum qualifications confer upon the appointee any privilege
for the class to which appointment is or right of promotion, transfer, te•
made;
employment, reinstatement or demotiott
( 3) Must have successfully com· to any position in the classified service,
pleted one year of the study program for nor does it confer any right of appeal
upon termination of the appointment.
which he is enrolled.

c. Co-operative training appoint·
ment shall not confer on the appointee
any privilege or right of promotion, trans·
fer, re-employment, reinstatement or demotion to any position in the classified
service, nor does it confer any right of ap·
peal upon termination of the appoint·
ment.
8.1(10) Trainee appointment. When
there is a need for services which can he
performed by student trainees, the director may authorize the appointing authority to make a trainee appointment of a
person who does not meet the minimum
education and experience requirement as
follows:

8.1 (11)
Emergency
appointment.
When the necessity for making a short
term employment exists in order to pre·
serve the public peace, health, or safety
or to prevent the stoppage of public business, an appointing authority may make
an emergency appointment withou~ prior
approval. Such emergency appointments
shall he governed by the following:

a. The nature of the emergency
shall be such that it is not practical to
secure the needed person or persons from
eligible lists in time to meet the emergency.
b. The appointing authority shall
forthwith, but in no case later than three
working days, report to the director any
emergency appointment giving the name
of the appointee, the rate of pay, the
probable length of employment, the na·
turc of the emergency, and the nature of
the duties performed.

a. Appointments for half-time or
less. Trainee appointments may be made
on a half-time, or less, basis of students
currently enrolled in a course of study
which will qualify them for the position
to which the appointment is made within
one year. Such appointments shall he govc. Whenever possible, an emergency
erned by the following:
appointment shall ordinarily be made at

\

t

'

59
the minimum step for the class to which
the duties performed can he properly allocated. The director shall allocate the position filled by emergency appointment
and shall notify the appointing authority
of such allocation and the pay step appli·
cable thereto. After such notice no payroll
purporting to pay the appointee at an·
other pay step shall be approved.

d. Emergency appointments shall
not exceecJ sixty days (or 320 hours) and
no appointee shall serve under such ap·
pointment for more than sixty days (or
320 hours) in any twelve-month period.

..

e. A vacancy of which the appoint·
ing authority had reasonable notice, or
any employment of which he had previous
knowledge, shall not be considered an
emergency. The director shall have the
right to make such investigation as he
deems necessary to determine whether an
emergency actually exists.

8.2(62GA, ch.95) Promotional appointments.

MERIT EMPLOYMENT DEPARTMENT
promotional temporary appointment from
existing eligible lists, he may authorize
the temporary appointment of a perma·
nent employee designated hy the appointing authority provided such employee
meets the minimum education and experience requirements for the position. The
acceptance or refusal by an eligible of a
promotional temporary appointment shall
not affect his standing on the eligible list,
nor shall the period of temporary service
be counted as a part of his probationary
period in case of subsequent appointment
to a permanent position.

b. Promotional temporary appointments may be made to fill positions:
(1) Which are authorized and
established for a period of 180 days or
less;
(2) When leaves of absence not
exceeding 180 days are granted employees
in permanent positions;

c. Successive promotional tempo·
rary appointments to the same position
8.2(1) Probationary appointment. The or of the same employee shall not he
appointing authority may make a promo- made.
tional probationary appointment in acd. Promotional temporary appointcordance with subrule 10.1 (2) of these
rules, to fill a permanent position. Pro- ment shall not confer upon the appointee
motional probationary appointments shall any privilege or right of promotion, trans·
fer, re-employment, or reinstatement to
be governed by the following:
any position in the classified service, nor
a. Promotional probationary ap· does it confer any right of appeal upon
pointment shall he subject to the comple- termination of the appointment. However,
tion of a one-year probationary period as the appointee shall retain his permanent
status rights in the class from which he
prescribed in rule 9.2 of these rules.
was promoted.
b. Promotional probationary ap·
pointment aha U not confer upon the ap·
8.2(3) Provisional appointment. When
pointee any privilege or right of transfer, there is no appropriate eligible list availre·employment or reinstatement to any able, or when there is not a sufficient
position in the classified service, nor does number of eligibles on appropriate lists
it confer any right of appeal upon termi- who are willing to accept appointment,
nation of the appointment. However, the the director may authorize the appointing
appointee shall retain his permanent sta· authority to make a promotional provi·
tus rights in the class from which he was sional appointment of a permanent empromoted.
ployee meeting the established minimum
8.2(2) Temporary appointment. When qualifications for the class to which the
the services to be rendered in a position position is allocated. Promotional proviare for a temporary period not to exceed sional appointments shall he governed by
180 days, an appointing authority may the following:
make a promotional temporary appoint•
a. Promotional provisional appoint·
ment in accordance with subrule 10.l (2) ments shall he limited to 180 days.
of these rules. Promotional temporary ap·
b. Successive promotional provi·
poil!tments· shall be governed by the fol·
sional appointments to the same class shall
lowmg:
not be made,
a. Temporary appointments shall
c. A promotional provisional ap·
insofar as practicable, he made from eligible lists. After the director has made a pointment shall terminate no later than
reasonable effort to certify eligibles for one month from the date the director
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certifiet'l available eligibles from an appro· status rights in the class from which he
priate list for the position or at the end was promotecl and his name may be placed
on the reinstatement list for the class in
of 180 days, whichever is earlier.
which he held a promotional duration ap•
d. In those instances where a pro· pointment, provided he has. satisfactorily
motional provisional appointee has served completed at least one year of probation·
180 days and no examination for the class ary service.
has been given, the appointee shall he
placed on probationary status if the ap·
8.2(5) SubSfitute appointment. When
pointing authority declares in writing at a permanent position is vacant due to the
least fourteen days prior to the expiration granting of an extended leave of absence
of the 180-day period that such appointee to the incumbent, the appointing author·
is competent and the director determines ity may make a promotional substitute
him qualified by an appropriate examin· appointment. Promotional substitute ap·
ation.
pointments shall he governed by the fol·
lowing:
e. Provisional appointment shall
not confer upon the appointee any privi·
a. Promotional substitute appoint·
lege or right of promotion, transfer, ri: ments shall be made from eligible lists in
employment or remstatement to any pos~· the same manner as regular appointments.
tion in the classified service, nor does 1t The acceptance or refusal by an eligible of
confer any right of appeal upon termina· a promotional substitute appointment
tion of the appointment. However, the ap· shall not affect his standing on the eligible
pointee shall retain his permanent status list.
·
rights in the class from which he was pro·
moted.
b. Promotional substitute appoint·
ments
shall be made only to fill perma8.2(4) Duration appointment. When a
nent positions vacant because of leaves of
promotional appointment is limited in absence in excess of 180 days are granted
duration by scope of work, project grants, incumbents for:
contracts, funds or other reasons and is
expected to last more than 180 days, hut
( l) Military leave.
no longer than two years, unless a longer
(2) Educational leave.
period is authorized by the commission,
such appointment shall be designated a
(3) Leave to accept exempt ap·
promotional duration appointment and pointments.
governed by the following:
(4) Leave for detached duty.
a. Promotional duration appoint·
ments shall he made from eligible lists in
(5) Leave without pay due to ill·
the same manner as regular appointments ness.
to permanent positions. The acceptance
(6) Other authorized leaves ot
or refusal by an eligible of a promotional
duration appointment shall not affect his absence.
standing on the eligible list.
A substitute appointment shall be terminated upon expiration of the leave of
b. Promotional duration appoint· absence
granted the incumbent employee.
ments may be made only to positions authorized and established for a specified
c. In event a vacancy occurs in a
period of not less than 180 days, nor more permanent position in the same class and
than two years, unless a longer period is the substitute appointee's rating on the exauthorized by the commission.
amination would rank him among the top
eligibles
available for appointment on the
c. Promotional duration appoint·
men ts shall not confer on the appointee promotional certificate, the appointing
any privilege or right of promotion, trans· authority may request the director to add
fer, re-employment, or reinstatement to his name to the certificate so that he can
any permanent position in the classified be certified for a probationary appointservice; however, he shall have the right ment to fill the vacancy. The position va·
of appeal upon satisfactory completion of cated may then he filled by a substitute
one year of probationary service, except or a temporary appointment, whichever
when his. , pro~otional duration employ· is applicable.
mcnt is terminaied upon expiration of the
d. Promotional substitute appoint·
position. Upon expiration of the position, ment shall not confer on the appointee
the appointee shall retain his permanent any privilege or right of promotion, trans-
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fer, re-employment or reinstatement to any
position in the classified service; however,
he shall have the right of appeal upon
satisfactory completion of one year of probationary service, except when his duration employment is terminated at the end
of the specified period. Upon termination
of the promotional substitute appointment, the appointee shall retain his permanent status in the class from which he
was promoted and his name may he
placed on the reinstatement list for the
class in which he held a promotional substitute appointment provided he has
satisfactol'ily completed at least one year
of probationary service.

which he was promoted and upon satis·
factory completion of a career develop·
ment appointment, the appointee shall
have the right of certification to the po·
sition upon qualifying by examination for
the class.
8.2(7) Assignment to special duty.
When the need for services in a higher
level position is for a period of not less
than one month nor more than three
months, the director may authorize an
assignment to .special duty of a permanent
employee designated by the appointing
authority. Assignments to special duty
shall he governed by the following:

a. Assignments to special duty may

8.2(6) Career development appoint• he made to fill positions:

ment. When a position cannot be filled
because of the lack of qualified eligibles
or permanent employees meeting the minimum qualifications for the class, the di1·ector may authorize the appointing
authority to make a promotional career
development appointment of a permanent
employee meeting the minimum education requirements, but who lacks the experience necessary to qualify. Promo·
tional career development appointments
shall he governed by the folloJWing:

.

( 1) Which are authorized and
established for a period of not less than
one month or more than three months;
(2) When leaves of absence not
exceeding three months are granted em·
ployees in permanent positions;
(3) When a vacant position
needs to be filled on an emergency basis
in absence of a qualified eligible.

b. Successive assignments to special
duty to the same position or of the same
a. Promotional career development employee shall not he made.
appointments shall he made only in the
c. Assignment to special duty shall
absence of qualified eligibles or perma- not confer upon the assignee any privilege
nent employees eligible for provisional ap· or right of promotion, transfer, re-employpointment and only after reasonable ef- ment, or reinstatement to any position in
forts have been made to recruit qualified the classified service, nor does it confer
applicants.
any right of appeal upon termination of
the assignment. However, the assignee
b. Promotional career development shall retain his permanent status rights in
appointments shall be limited to one year the class from which he was promoted.
unless the commission authorizes a longer
appointment period. Appointees must
8.3(62GA, ch.95) Permanent appointmeet the minimum experience require- ment. The appointing authority may make
ment upon expiration of the appointment. a permanent appointment of an employee
c. Promotional career development who has satisfactorily completed a probaappointment shall be made from appro- tion period as prescribed in chapter 10 of
priate eligible lists or special eligible lists these rules.
established for this purpose. However, in
8.3(1) Permanent appointments may
the absence of appropriate eligible lists, be made only to positions authorized and
the director may authorize an appoint· established on a permanent basis.
ment subject to examination at a later
8.3(2) Permanent appointment shall
date.
confer on the appointee all rights and bend. Promotional career development efits that accrue to permanent employees
appointment shall not confer on the ap- in the classified service.
pointee any privilege or right of promo8.4(62GA, ch.95) Re-employment. The
tion, transfer, re-employment or reinstate·
ment to any position in the classified serv· appointing authority shall re-employ the
ice, nor does it confer any right of appeal top eligible available from a preferred em·
upon termination of the appointment. ployment list iE<suecl to fill a position. ReHowever, the appointee shall retain his employments may he made to permanent
permanent status rights in the class from or other types of positions. However, the
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acceptance or refusal of other than a permanent position shall have no effect on
the cligihlc's standing on the preferred
employment list. Persons re-employed in
positions in the classified service shall not
he required to serve a probationary period
and they shall he credited with the reten·
tion points they had at the time of layoff.

probationary period as prescribed in rule
9.2 of these rules.

8.6(62GA, ch.95) Preappointment clearance.
8.6(1) Background investigation. It
shall he the responsibility of the appoint·
ing authority to conduct pre-employment
investigation of the education and employment records and of the personal fitness
of applicants or eligibles being considered
for appointment. Evidence that an appli·
cant or eligible who has been certified
does not meet the training and experience
requirements for the class, or that he is
otherwise unsuitable for employment with
the state, shall be reported to the director.

8.5(62GA, ch.95) Reinstatement. The appointing authority shall reinstate former
employees from a reinstatement list issued
to fill a position in accordance with rule
7.3 of these rules. Reinstatements may he
made to permanent or other types of po·
sitions. However, the acceptance or re·
fusal of other than a permanent position
shall have no effect on the eligible's stand8.6(2) (This section is reserved for a
ing on the reinstatement list. Persons reinstated to positions in the classified serv- mle on physical examinations.)
[See notes at the end of eh. 12]
ice shall he subject to completion of a

MERIT EMPLOYMENT DEPARTMENT
(continued)
CHAPTER 9

pointment to that position if the employee is to he continued in the classified
~erv~ce. Verificatio.n. of satisfactory service m !he n~w position by the appointing
9.1(62GA, ch.95) Purpose. The proba- authority will also constitute verification
tionary period shall he an integral part of of . s~tisfactory service in the original
the examination and selection process and pos1t1on.
shall be utilized by the appointing author·
9.3(62GA, ch.95) Evaluation of performity to closely observe the employee's
ance
during probationary period. During
work, to train and aid the employee in
adjustment to the position to which he has the probationary period the appointing
been appointed, and to reject any em· authority shall report in writing his ob·
ployee whose performance .fails to meet servatiom of the employee's work, his
judgment as to the employee's willingness
the required work standards.
and ability to perform his duties satisfac•
9.2(62GA, ch.95) Duration of prob.atlon- L01'11y anti hi11 habits anti clependaLUity at
ary period. All original and promotional such time anti iu such manner as the diappointments shall he tentative and sub- rector may prescribe.
ject to a probationary period of one year
9.4(62GA, ch.95) Removal during probaof actual service. Any interruption of serv·
ice during the probationary period shall tionary period. At any time during the
not he counted as a part of the one year of probationary period, an appointing au·
total service. The period of uninterrupted thority may remove an employee whose
service in a position as a provisional or performance does not meet the required
a substitute appointee which immediately work standards. Notice in writing, giving
precedes certification of the employee to the cause or causes therefor, shall he given
the position shall he counted as a part of the employee and the director, not less
than ten day~ before the effective date of
the employee's probationary period.
the removal or the end of the probationAn employee who is promoted prior to ary period whichever is earlier. If the
the completion of his probationary period director determines that an employee, who
to a higher position in the same occupa· is removed from his position during or
tional field shall complete his probation- at the end of his probationary period, is
ary period in the lower position by service suitable for appointment to another po·
in the higher position and the appointing sifion, he may restore his name to the list
authority sha11 certify him for permanent from which it was certified. Removals
status in the lower position at the encl of 1luring the probationary period shall he
the one-year period following his ap· governed by the following:
PRORATIONARY PERIOD
[Filed July 14, 1969]
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9.4(1) Demotion during probationary permanent status in the class from which
he was promoted.
period.
b. An employee serving a proha·
a. An employee serving a probationary period ns a result of appointment tionary period as a result of an original
from a promotional list, who is removed appointment may he discharged in ac·
from the new position for reason other cordance with sub rule 11.2 ( 5) of these
than for cause as stipulated in subsection rules. Such employee shall have no right
16, section 9, and sections 18 and 19 of of appeal of the discharge action.
chapter 95, Acts of the 62nd General As·
c. Removal of more than two em·
semhly, and who was a permanent status ployees appointed successively to the same
employee in another position in the agency position within a three-month period shall
immediately prior to the promotional ap· he deemed to require such explanation of
pointment, shall he demoted to a position these and all succeeding removals within
in his former class. If there is no vacant such period as will satisfy the director of
position in his former class, the rules per· the reasonableness of further certification
taining to layoff shall apply.
from an eligible list or for granting of
authority to fill the vacancy by provisional
f,, If, at any time during the pro· appointment.
bationary period, an employee is subject
to lavoff because of reduction in force,
9.5(62GA, ch.95) Completion of probathe appointing authority, with the consent tion·ary period. At least ten days prior to
of the employee and approval of the di· expiration of an employee's probationary
rector, may demote such employee in lieu period, the appointing authority shall no·
of layoff if a position is available in an tify the director in writing whether the
appropriate lower class. The name of the services of the employee have been satisemployee demoted during the probation· factory or unsatisfactory and whether the
ary period shall he restored to the eligible employee will be continued in his position.
list from which it was removed at the time A copy of this notice shall he given to the
of appointment, in the order of his origi· employee by the appointing authority.
nal examination rating. The probationary Upon receipt by the director of a favorable
period of an employee demoted in lieu of report, the appointment of the employee
layoff shall include the period of service shall he made permanent, as provided in
in the cfass from which he was demoted. rule 8.3 of these rules, upon expiration of
No demotion of this kind shall he made the probationary period. If the employee's
if it will result in the separation of any service is unsatisfactory, he shall he re·
moved from the payroll ten days from the
other employee with longer service.
date of the notice thereof hut in no case
9 .4(2) Discharge during probationary later than the date of expiration of his
period.
probationary period. Failure of the ap·
a. An employee serving a proha· p~inting authority to certify the services
tiomnv period as a result of appointment of an employee as being satisfactory or
unsatisfactory as prescribed by subsection
from
promotional list who was a per8, section 9, Acts of the 62nd General Asmanent status employee prior to the pro·
motional appointment may he discharged sembly, shall result in the employee being
dropped from the payroll upon expiration
for cause in accordance with suhrule of
his probationary period.
11.2 ( 5) of these rules. Such employee
[See notes at the end of ch. 12]
shall have appeal rights based on his
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MERIT EMPLOYMENT DEPARTMENT
(continued)
CHAPTER 10
PROMOTIONS, REASSIGNMENTS,
TRANSFERS, AND DEMOTIONS

of the system. Promotions shall he based
on merit and fitness and shall he made in
accordance with procedures established in
these rules .

. [Filed July 14, 1969)
10.1(2) Appointment from promotional lists. Appointments from promotional
10.1( 1) Vacancies in the classified lists shall he made in the same manner as
service shall be filled by Jlromotion when· prescribed for open competitive lists in
evc1· practicable and in the best interest @uh rule 7.3 ( 1) of these rules, except that

10.1 (62GA, ch.95) Promotions.
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appointment may be made from the upper
one-half of the eligible list if the number
of eligibles on the list exceeds six. In cases
involving odd numbers, a fraction shall
be construed as a whole number in certifying eligibles.

pay grade in another agency, provided the
director has authorized the transfer and
has received approval of both appointing
authorities concerned. In the case of trans·
fer to a different class, the director shall
require the employee to meet the mini·
mum qualifications and qualify on an ap·
10.2(62GA, ch.95) Reassignments. An ap· propriate examination if he has not prepointing authority may, at any time, re- viously passed such examination.
assign an employee under his jurisdiction
10.3(3) Transfer to a higher clasa
i;
from one position to a position in the same
class in the same agency, except that:
position.. Any transfer of an employee--.-••.
frottt a posltf(jn in a lowet to a position in
10.2(1) No employee, certified to fill a higher class shall be made in accordance
a vacancy on a geographical basis in ac- with the rules governing promotions.
cordance with paragraph "d," subrule
10.3(4) Transfer to a lower class of
7.2(3) of these rules, shall be reassigned
position.
Any transfer of an employee
to a position outside the geographical area
from a position in a higher to a position
to which he was certified until the proin a lower class shall be made in accord·
bationary period has been completed.
ance with rules governing demotions.
10.2(2) No employee, certified to fill
10.3(5) Effective date of transfers. All
a vacancy on the basis of specific require- transfers shall be made effective at the
ments of particular experience, education, beginning of a pay period.
skill or physical characteristics in accord10.4(62GA, ch.95) Demotions.
ance with paragraphs "a" or "c," of subrule 7.2 ( 3) of these rules, shall he reas10.4(1) Voluntary demotion. H, for
signed from that position until the proba- personal reasons, a permanent employee
tionary period has been completed unless witihes to he demoted to a position in a
the director finds that the position to lower class, the appointing authority may,
which reassignment is proposed requires upon written request of the employee,
the same special qualifications which justi- make such demotion. However, no such
fied the original certification.
demotion shall be made unless the em10.3(62GA, ch.95) Transfers. Permanent ployee is certified by the director as being
employees way he transferred on an inter- eligible for appointment, nor shall such
agency or intra-agency basis as follows: appointment he made if any permanent
employee in the Io.wer class will be laid
10.3(1) Intra-agency transfers. The ap· off by reason of such action.
pointing authority may transfer an em·
10.4(2) Demotion in lieu of layoff. Deployee from a position in one class to a
position in another class in the same pay motion in lieu of layoff shall be made in
grade, provided the director finds that the accordance with the provisions of paraemployee possesses the minimum qualifi- graph "k", suhrule 11.l ( 3) of these rules.
cations and has passed an appropriate ex10.4(3) Demotion during probationary (
amination for the nelw class. The director period. Demotion during the probationary
may require a qualifying examination if period shall he made in accordance with'~the employee has not previously passed an
appropriate examination for the new class.
Disci- ·
10.3(2) lnteragency transfers. A per- plinary demotions shall he made in acmanent employee may he transferred from cordance with subrule 11.2(4) of these ;
a position in one agency to a position in rules.
i
[See notes at the end of ch. 12)
~the same or a different class in the same
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MERIT EMPLOYMENT DEPARTMENT
(continued)
CHAPTER 11
SEPARATION AND DISCIPLINARY
ACTIONS
[Filed July 14 1969]
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employee shall. submit a letter of resigna·
tion to his appointing authority.
.

a. I n ord er to

·

res~gn

·
d
d
m goo stan •

! mg an employee must give the appointing

11.1(62GA, ch.95) Separations.
j authority at least fourteen days notice
11.1 (1) Resignation.. Upon voluntary · prior to the effective date of his resigna11cparation from the classified service, an I tion. However, the appointing authority,
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because of extenuating circumstances, may
agree to a shorter period of notice. With
the approval of the appointing authority
an employee may withdraw his resignation
any time prior to the effective date thereof. However, withdrawal shall not he approved if it will result in the layoff of an
employee appointed to fill the position
made vacant by the resignation.

former employee is eligible under rule
5.5 of these rules.

c. The director may make such investigation as he deems to he warranted
for the purpose of verifying reasons for
resignations. No form of resignation filed
without a date or with a future date, that
is not intended to be a bona fide and voluntary resignation to be acted upon at
the time of filing, shall he accepted by
the director as a resignation. Each sep·
aration under such circumstances shall he
deemed a discharge and the provisions of
these rules pertainin,; to discharge shall
apply. Any demand or request of an ap•
pointing authority for the filing of any
such form of resignation for possible future action at the option of the appoint·
ing authority shall he deemed to consti·
tute prima-facie evidence of coercion in
contravention of these rules.

"

·~
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d. Any person who has served sat·
isfactorily as a permanent employee in
the classified service, and who has been
separated therefrom by 'written resigna·
tion which is approved by the director as
constituting a separation from the service
in good standing, may request the director to place his name on a reinstatement
list for a period, after the date of sepa·
ration, equal to his period of continuous
employment hut not to exceed two years.
The director shall review the circum·
stances of separation and place the name
of such person on the reinstatement list
he deems appropriate for the remainder
of his period of eligibility provided the

a ::a
•

I
I

e. An employee who resigns shall
have his name removed from equal and
lower eligible open competitive lists until
he is again available for employment and
so notifies the director in writing of his
availability. His name shall he removed
from all promotional lists.

An employee who fails to give the re·
11.1 (2) Termination upon expiration
quired notice of resignation shall forfeit
any right of placement on eligible lists of appointment.
and, at the request of the appointing
a. Upon expiration of an original
authority, may be barred from future cer- appointment of specified duration, the
tification to that agency.
appointing authority shall terminate the
employee without prejudice, provided his
b. Within ten days of receipt of a services have been satisfactory. If the
letter of resignation the appointing author- services of the employee have not been
ity shall enter thereon his itcceptance and satisfactory, the provisions of these rules
forward a copy to the director, together pertaining to discharge shall apply.
with a certificate that the employee's serv·
b. Terminations shall be reported
ices have or have not been satisfactory and
the employee is or is not recommended for to the director on prescribed forms no
placement on a reinstatement list or an later than the effective date of the ter·
mination.
eligible list, whichever is applicable.
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11.1(3) Reduction in force-layoff.
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An appointing authority may lay off an
employee whenever he deems it necessary
because of shortage of funds or work, a
material change in duties or organization
or abolishment of one or more positions.
Such reduction in force shall he by agen·
cy formula, as approved by the commission. Separation by reduction in force
shall be accomplished in a systematic
manner, with equity for the rights of em·
ployees and shall not be allowed as a subterfuge to abrogate an employee's right
of appeal if the reduction in force separation is in fact a discharge. The agency
formula shall conform to the following
provisions:

a. Reduction in force shall he by
clllss of position.
b. Reduction in force may he by
organizational unit of an agency or agen·
cy wide, as designated by the appointing
authority, provided such designation is
made and approved by the commission
before the effective date of the reduction.
c. The order of reduction in force
shall he by type of appointment as follows: Emergency, trainee, intermittent,
temporary, seasonal, co-operative training, career development, provisional, duration, substitute, probationary and, lastly,
permanent employees.

d. Each employee affected by a reduction in force shall be notified in writ·
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ing of layoff and reasons therefor, at shall be considered to be of equal effileast ten days prior to the effective date ciency and one performance evaluation
of the layoff unless budgetary limitations point (satisfactory) shall he given for
require a lesser period of notice.
each month of continuous service.
(3) Reduction in force reten·
e. There shall be adequate competiton among all employees in the class of tion .points shall he the total of the length
position or positions affected by the lay- of service credit points and the performoff by reasons of a reduction in force ance evaluation credit points.
based on a retention points system which
/. Employees shall be placed on
shall he made up of a combination of
points for length of service and perform- the layoff list beginning with the em·
ance evaluation of all employees in the ployee with the highest number of reten·
class of position or positions in the organ- tion points. Employee layoffs shall he
izational unit or units affected. Length of made from the layoff list in inverse or·
service and performance evaluation der. Copies of the computation of the
length of service credits and performance
points shall be calculated as follows:
evaluation credits shall he furnished to
(1) Length of service credit the employees and to the commission.
shall be allowed at a rate of one point for
g. When two or more employees
each month of service. For the purpose of
computing length of service credits, the have the same combined total of retenappointing authority shall include all tion points from length of service credits
continuous periods of employment be- and performance evaluation credits, ortween the date of original appointment der of termination shall he determined
and the date of layoff. Approved leaves by giving preference for retention in the
of absence without pay, suspensions with- following sequence:
out pay and layoffs for periods exceeding
(1) The employee who is enfourteen consecutive days shall not be
titled
to
veterans' disability preference.
counted; however, the periods of service
immediately preceding and that immed(2) The employee who is en·
iately following such leaves of absence titled to veterans' preference.
and layoffs shall be counted. An em( 3) The employee with the
ployee who is returned to duty following
highest
performance
evaluation credits.
approved military duty shall have all
periods of military service counted as
k. The reduction in force list ap•
continuous service. Breaks in service, proved by the commission shall be posted
where the employee is off of the payroll by the appointing authority so all emof an agency for more than fourteen days ployees shall have access to same.
shall be considered as a new employment.
i. The appointing authority shall
Performance
evaluation give written notice to the commission of
(2)
credit shall he allowed at a rate of one its intention at least fourteen days prior
point for each month of service rated as to a reduction in force. and shall aend to
satisfactory under a performance evalua- the commission a list of persona affected
tion plan approved under chapter *. . of hy the layoff with their total retetttion
these rules. An additional one-half point points and shull itldicate thereon which
shall be added for each month of service employees will he laid off.
during which performance is rated one
j. Appeal to the commission must
or more levels above satisfactory. No
credit shall be allowed for service rated he filed in writing within seven days after
notification as provided in paragraph "cl'
less than satisfactory.
of this subrule.
No performance evaluations which are
k. A permanent employee in a
made less than three months prior to a class of position in which layoffs are to
reduction in force shall be used in de- he effected may, in lieu of layoff, elect
te1·mining performance evaluation credits. voluntary demotion to a position in the
next lower class of position in the same
In the absence of performance evalua- series as the class of position in which
tions mad~.und.er an approved plan, all layoffs are to he effected, or, in the abemployees in the class or classes affected sence of a lower class of position in the
same series, to a class of position which
•1•0 be filled In when section number Is determined.
~he employee has formerly occupied
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while in the continuous employ of the
agency. Such demotion or the occupying
of a formerly held position shall not be
permitted, however, if the result thereof
would he to cause the layoff of a perma·
nent employee with a greater combined
total of retention points. To exercise the
right of voluntary demotion or to occupy
a formerly held position, in lieu of layoff,
the employee must notify the appointing
authority, in writing, of such election not
later than five calendar days after receiv·
ing notice of layoff. Any permanent em·
ployee displaced under these provisions
shall have the right of election as provided herein.

terruptions in employment of school term
employees due to lack of work between
terms shall be recorded and reported as
leave without pay. If all such employees
available for work cannot be returned to
their positions when school resumes, order of recall shall he in accordance with
rules governing layoff.
11.1 (4) Retirement.

a. Voluntary retirement. An em·
ployee may elect to retire from a position
in the classified service upon becoming
eligible under a state retirement system.
Such employee shall notify his appoint·
ing authority in writing at least fourteen
Any employee who elects a voluntary days in advance of the date his retiredemotion or to occupy a position he for- ment is to become effective.
merly held, in lieu of layoff, shall have
b. Retirement at age seventy. If an
the right of promotion or reinstatement employee is retired in compliance with
to the class of position he formerly oc- section 97B.45, Code of Iowa, he shall he
cupied, provided he meets the qualifica- considered as separated without prejudice
tions of the position, before any other and shall have no right of appeal. An emperson may he promoted to, or a new em· ployee shall be given at least two months
ployee hired for such class of position by notice of his impending retirement to
the appointing authority enforcing the permit him to file his request for retire·
layoff. Any employee laid off because of ment with the employment security coma reduction in force, shall he offered a mission. The appointing authority shall
position in the class from which he was notify the employee in writing of the elate
laid off, provided he meets the qualifica- on which he will retire or that the aptions of the position, before a new em· pointing authority is requesting the employee may be hired for such position by ployee to continue his employment bethe appointing authority enforcing the yond the age of seventy. Should the aplayoff, if such opening becomes available pointing authority elect to continue the
within one year of the date of such layoff employment of an employee beyond the
because of a reduction in force.
age of seventy, under the provision of
l. The names of employees laid off section 97B.46, Code of Iowa, he shall
notify the director to this effect no later
by an appointing authority shall be
than ten days prior to the date the emplaced on eligible lists as follows:
ployee attains the age of seventy.
(1) The name of a permanent
c. Retirements shall he reported to
employee shall be placed on the prethe director on prescribed forms, no later
ferred employment list and the reinstate·
ment list for the class from which he is than the effective date of the retirement.
laid off as provided in subrules 6.2 (1)
11.2(62GA, ch.95) Disciplinary actions.
and 6.2 (2), respectively, of these rules.
The appointing authority may initiate
disciplinary action against any employee
(2) The name of a probationary
for
cause as stipulated in subsection 16,
employee shall he placed on the reinsection 9, and sections 18 and 19 of chapstatement list for the class from which he
ter 95, Acts of the 62nd General Asis laid off, as provided in subrule 6.2(2) sembly.
of these rules.
11.2(1) Reprimand. An appointing
m. Any temporary interruption of
employment because of adverse weather authority may, for cause, reprimand an
conditions, shortage of supplies, or for employee. Such reprimand shall he in
other unexpected or unusual reasons, writing and addressed to the employee, a
which does ·not exceed ten days, shall not copy of which shall, at the same time, he
be considered a layoff if, at the termina- forwarded to the director, who shall
tion of such conditions, employees are to maintain same as a confidential record
be returned to employment. Such inter- unless a valid appeal is filed. Reprimands
ruptions of employment shall he record- may not he appealed to the commission;
ed and reported as leave without pay. In- however, the employee may file a written
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response to the cause or causes given for
the reprimand. Such written response
shall be attached to the copies of the rep·
rimand on file with the appointing
authority and the director,
11.2(2) Sus pension.

a. An appointing authority may,
for cause, . suspend an employee without
pay for a period or periods not exceeding
thirty days in any twelve-month period;
however, no single suspension shall be for
more than fifteen days. Such suspension
may he made effective only by written
notice to the employee. Not later than
twenty-£our hours after the time the suspension is made effective, the appointing
authority shall provide the employee with
a written statement of the cause or causes
for and the duration of the suspension, a
copy of which shall at the same time be
forwarded to the director, who shall
maintain same as a confidential record
unless a valid appeal is filed.
b. Any employee who is arrested
for violation of law, other than for a traffic charge, and is imprisoned pending
trial or released on bail pending a trial
may be suspended by the appointing
authority until such time as a judgment
is rendered by the court. When the court
renders a decision, the appointing authority shall determine whether the employee
shall be returned to duty or discharged.

c. Any employee who is suspended

68
cause or causes for and the duration of
the reduction in pay, a copy of which
shall at the same time be forwarded to
the director, who shall maintain same as
a confidential record unless a valid ap·
peal is filed.
b. Any employee shall have the
right to file with the appointing author·
ity and the director a written response to
the cause or causes given for reduction in
pay. Such written response shall he at•
tached to the copies of the statement of
cause or causes for reduction on file with
the appointing authority and the director.
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c, A permanent employee who is
reduced in pay may appeal a reduction ht J
pay in accordance with the provisions of ~
rule 12.2 of these rules.
~
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authority may,
for cause, demote an employee. A written
notice of demotion shall be furnished the
employee ancl a copy filed with the director at least ten days prior to the effective
date of the action. Not later than twentyf our hours after the effective date of the
demotion, the appointing authority shall
provide the employee with a written
statement of the cause or causes for the
demotion, a copy of which shall at the
same time be forwarded to the director,
who shall maintain same as a confidential
record unless a va]id appeal is filed. However, no auch demotion shall be made as
a disciplinary action unless the employee
is certified by the director as being eligible for appointment to the lower class,
nor shall such demotion be made if any
permanent employee in the lower class
will be laid off by reason of the action.
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shall have the right to file with the appointing authority and the director a
written response to the cause or causes
It
given for suspension. Such written response shall be attached to the copies of
'
the statement of cause or causes for suspension on file with the appointing
b. Any employee shall have the
authority and the director.
right to file with the appointing authord. A permanent employee who is ity and the director a written response to
suspencled for more than fifteen days at the cause or causes given for demotion.
one time or more than thirty days in a Such written response shall be attached
twelve-month period may appeal his sus- to the copies of the statement of cause or
pension in accordance with the provision causes for demotion on file witl1 the ap· f
pointing authority and the director.
~of rule 12.2 of these rules.
I
c. A permanent employee who is
11.2(3) Reduction within pay grade.
demoted may appeal a demotion in ac·
a. An appointing authority may, cordance with the provisions of mle 12.2
for cause, reduce the pay of an employee of these rules.
to a lower step within the pay grade.
11.2(5) Discharge.
f
Such reduction in pay may be effected

..
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only by written notice to the employee.
Not later than twenty-four hours after the
effective date of the reduction in pay, the
appointing authority shall provide the
employee with a written statement of the

"---

a. A°: appointing authority may,
for cause, discharge an employee. A writ·
ten notice of discharge shaU be furnished
the employee and a copy filed with the
director at least ten days prior to the ef.
.
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fective date of the action. Not later than
twenty-four hours after the effective date
of the 1lischa1·gc the appointing authority
shall }Jrovide the employee with a written
statement of the cause or causes for discharge, a copy of which shall at the same
time he filed with the director.
b. Any e1nployee shall have the
right to file with the appointing authority
a written response to the cause or causes

'

given for discharge. Such written re·
sponse, or copies thereof, shall be at·
tached to the copies of the statement of
cause or causes for discharge on file with
the appointing authority and the director.

c. Any permanent employee who
is discharged may appeal a discharge in
accordance with rule 12.2 of these rules.
[See notes at the end of ch. 121

MERIT EMPLOYMENT DEPARTMENT
(continued)

b. Set forth the basis for the ap·

CHAPTER 12
peal.

APPEALS
[Filed July 14, 1969]

c. Be over the signature of the
employee.

12.1(62GA, ch.95) Appeal of position
If the employee elects not to file an
allocation. Appeals to review position allocations shitll be mitde in accordance appeal to the appointing authority, or
with provisions of sections 3.11 and 3.12 fails to file such appeal within the period
prescribed herein, he shall forfeit any
of these l'ulee.
right of appeal to the commission.
12.2(62GA, ch.95) Appeal of suspen12.3(2) Procedure for filing appeals
sion, reduction in pay, demotion or discharge. A permanent employee may ap- to the commission. If a permanent em·
ployee is dissatisfied with the decision
peal the following disciplinary actions:
rendered by the appointing authority as
12.2(1) A suspension which exceeds a result of an appeal to review a discipli·
fifteen days at one time or which exceeds nary action, or if the appointing author·
thirty days in a twelve-month period.
ity fails to render a decision within
12.2(2) A reduction in pay within the twenty-three days after the effective date
of the action, he may appeal to the com·
pay grade.
mission to review the action of the ap·
12.2(3) A demotion to a lower class. pointing authority. Such appeal shall:
12.2(4) A discharge from the classi·
a. Be in writing and addressed to
fied service.
the direc~or.
Appeals shall be made in accordance
b. Set forth the basis for the ap•
with the provisions of this chapter.
peal.
12.3(62GA, ch.95) Appeal filing procec. Be over the signature of the
dure. A permanent employee who elects employee.
to initiate an appeal of a disciplinary acIf the employee elects not to file an
tion shall first appeal to the appointing
authority for review of the action. If the appeal to the appointing authority, or
decision of the appointing authority is fails to file such appeal within the period
not satisfactory, or if the decision is not prescribed herein, he shall forfeit any
rendered within the time prescribed, the right of appeal to the commission.
employee may appeal to the commission
12.4(62GA, ch.95) Processing appeals to
for review of the action taken by the apthe appointing a.uthority. Upon receipt of
pointing authority.
a written appeal to review a disciplinary
12.3(1) Procedure for filing appeals action, the appointing authority shall deto the appointing authority. No later termine whether the appeal has been
than ten days after the effective date of filed within the time limit prescribed in
the disciplinary action, the employee may subsection 12.3 (1) of these rules.
file an appeal to the appointing authority
12.4(1) If the appointing authority
to review the action. Such appeal shall:
determines that the appeal has not been
a. Be in writing and be addressed filed within the prescribed time limit, he
shall forthwith notify the appellant in
to the appointing authority.
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MERIT EMPLOYMENT DEPARTMENT
writing stating the basis for his decision.
A copy of the employee's written appeal
and the appointing authority's written
notice shall at the same time he forward·
ed to the director. Upon request of the
appellant, the director shall review the
decision of the appointing authority and
may approve or rescind the notice of
same. Written notice of the action taken
by the director shall he forwarded to the
appointing authority and the appellant
which shall be binding on both parties.
If the notice is rescinded, the appointing
authority shall proceed to process the
appeal as provided in subrule 12.4(2) of
these rules.
12.4(2) If the appointing authority
determines that the appeal has been filed
within the prescribed time limit, he shall
forthwith notify the appellant in writing.
The notice shall further advise the appellant of the following:

70

panel may hear witnesses at the request
of the appellant or the appointing au·
thority and shall conduct its inquiry expeditiously and in such way as to obtain
a clear understanding of the facts. No
verbatim transcript shall be required, hut
a summary of the facts elicited shall
accompany the recommendation of the
review panel to the appointing authority.

'

!~.•
'

12 .5(1) Findings and recommendations. Within twenty days after the effec·
tive date of the disciplinary action, the
review panel shall submit a report of its
findings and recommendations in writing
to the appointing authority. The report
shall bear the signature of all concurring
members of the review panel. A dissent·
ing member of the review panel may
make a separate report of his findings
and recommendations in writing to the
appointing authority and shall sign same.

12.5(2) Action by appointing author·
a. Whether or not additional in· ity. Within twenty-three days after the

formation is needed to perfect the ap· effective date of the disciplinary action,
peal;
the appointing authority shall render a
b. That the appellant is to forth· decision-sustaining, modifying, or re·
with designate in writing a person of his scinding the disciplinary action and notichoice, other than himself, to serve as a fy the appellant in writing of the decision. The notice of the decision shall also
member of the review panel;
advise the appellant of his right to con·
c. The name of a person, other tinue his appeal to the commission and
than himself, designated by the appoint· that such appeal shall be filed in writing
ing authority to serve as a member of the with the director ,within thirty days after
review panel;
the effective date of the disciplinary action.
A copy of the notice of decision of
d. That a third member of the review panel will be designated by the di· the appointing authority, the hearing
summary and the recommendations of
rector;
the review panel shall at tlte same time
e. The date, time and place the re· be forwarded to the director.
view panel will meet to hear the appeal.
Upon receipt of the copy of the ap·
12.5(3) Action by appellant. Within
pointing authority's notice to the appel· thirty days after the effective date of the
lant the director shall forthwith desig· disciplinary action, the appellant may file
nat~ a third person to serve as chairman an appeal to the commission to review
of the review panel and advise both the the action of the appointing authority in
appointing authority and the appellant of accordance with suLrule 12.3 (2) of these
the name of the person so designated.
rules. Failure to file such appeal within
the specified time shall he construed as
12.5(62GA, ch.95) Hearings by review abandonment and waiver of right to fur.
panels. The review panel shall establish ther hearing before the commission.
such procedures as are necessary to ac•
complish its purpose and which are not
12.6162GA, ch.95) Processing C.pptals
inconsistent with these rules. The pro- the commission. Upon receipt of a written
ceedings of the review panel and the appeal to the commission to review a dismeetings held for the purpose of receiv· ciplinary action, the director shall procing and evaluating information, evidence ess such appeal as provided herein.
and testimony of witnesses shall be closed
to the public. All information, evidence
12.6(1 I Determination of validity.
and testimony of witnesses shall be re· The director shall determine whether or
ceived am] reviewed by the full member- not it is filed in accordance with the proship of the review panel. The review visiomi of sub rule 12.3 ( 2) of these rules.
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a. Copies of the report shall be
a. If the 1lircctor fimls that additional information is required to perfect mailed or transmitted to the appointing
lant in writing and allow him ten days to authority and his counsel, if any, and the
appellant and his counsel, if any. The
submit the information required.
report shall he mailed not less than fourb. If the director finds that the ap- teen days prior to the date of the hearing
peal has not been filed in accordance with before the commission.
tlie provisions of subrule 12.3 (2) of these
b. The appointing authority or the
rules, he shall forthwith furnish written
notice to the appellant, explaining why appellant may file written exceptions to
the appeal is not in order. A copy of the any part or all of the factual report. Any
director's notice and the written appeal written exceptions must he filed with the
shall be forwarded to the appointing director no later than seven days prior to
authority and each member of the com- the date of the hearing before the commission. Upon written request, or upon mission. The director shall transmit any
its own initiative, the commission may re- written exceptions filed to the other par·
view the director's notice and approve, ties to whom copies of the report have
Leen mailed or transmitte<l not less than
amend, or rescind said notice.
five days prior to the date of the hearing
c. If the director finds the appeal is before the commission. Failure of either
in order, he shall forthwith furnish written party to file exceptions within the time
notice to this effect to the appellant. A prescribed herein shall he deemed as an
copy of the director's notice and the writ· admission by him of the facts stated in
ten appeal shall he forwarded to the ap· the report, unless the commission, for
pointing authority and each member of goocl cause shown, relieves him from such
the commission. Any objection to the no· failure and permits him at or before the
tice of the director that the appeal is in meeting to take exception to all or any
order shall he made to the director in part of the report.
writing and shall state the grounds for
c. The report with written excep·
the objection. The director shall submit
tions,
if
any, shall he transmitted to each
tho notice and the objection to same to
member of the commission not less than
the commission for review. The commisthree days prior to the date of the hearsion may approve, amend, or rescind the
ing before the commission.
notice.
12.6(4) Subpoenas. Upon written re·
12.6(2) Hearing date. When an appeal
is determined to he in order, the director quest of the appointing authority or the
shall, with approval of the commission, appellant to subpoena witnesses or recestablish a date for hearing the appeal ords, the director shall issue such subwithin thirty days of the date the appeal poenas and deliver them to the requestwas filed with the director. He shall give ing party who shall he responsible for
notice of the date of the hearing to the service thereof.
appointing authority and the appellant.
12.7(62GA, ch.95) Hearings by the comSuch notice shall advise both parties of mission. Hearing before the commission
their right to he represented by counsel. shall he closed to the public unless the
Notice in writing of election to be repre· appellant files a written request with the
sented by counsel shall be given the di- director for a public hearing not less than
rector by the party concerned and shall seven days prior to the date of hearing.
include the name and mailing address of The director shall advise the appointing
said counsel.
imthority of the request. Hearing shall he
12.6(3) Prehearing investigation. The conducted in accordance with procedures
director shall, on behalf of the commis- prescribed herein.
sion, cause an investigation and report to
12.7(1) Oral evidence shall he taken
he made of the grounds for the discipli· under oath or affirmation and testi~nony
nary action. The report shall he factual shall be recorded verbatim. It shall he
and inc1ude a summary of the training, transcribed only at the request and exexperience, work habits, employment pense of the party concerned.
record, and personal qualifications of the
12.7(2) The chairman of the commis·
appellant, as well as facts relative to the
incident or incidents which led to the dis- sion shall state that the report prepared
ciplinary action. It shall contain no rec- on behalf of the commission and any exommendation to either sustain or not sus· ceptions filed are received as a part of
the record and shall be considered by the
tain the disciplinary action.
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commission in its .deliberations. During
the hearing the department staff member
who prepared the factual report shall be
present and may be called as a witness by
either party or the commission. Persons
named in the report may be called by
either party or the commission as wit·
nesses. Additional witnesses may be called
by either party.
12.7(3) Each party shall have the
right to call and examine witnesses, to in·
troduce exhibits, to cross·examine opposing witnesses on any matter relevant to
the issues even though that matter was
not covered in direct examination, and to
impeach any witness regardless of which
party first called him to testify. If the
employee does not testify on his own behalf, he may he called and examined as
if under cross-examination. The chairman
or any member of the commission may
direct c1uestions at either party or any
witness any time during the proceedings.
12.7(4) Technical rules of evidence
shall not apply at the hearing which shall
be conducted as informally as is compatible with the intended purpose of receiving evidence to refute or sustain the specific charges which the commission has
been requested to review. However, the
chairman shall restrict evidence to the
scope of the charges and may disallow
evidence that is purely cumulative. Since
techincal rules of evidence are not applicable at the hearing, it will not be necessary for either party to object to testi·
mony presented; however, should either
party feel compelled to raise an objection, the commission shall note same for
consideration in its deliberations of testimony received.
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b. Presentation by the appellant,
or his counsel, of such evidence as he may
wish to offer in his defense, followed by
cross-examination;
c. Closing statement of · appointing
authorid'ty;Cl .
f
ll t
• osmg statement o appe an ;

e. Submission of case.
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12.7(8) The commission shall con· t
aider the evidence presented in executive I
session. If the commission finds that the I
disciplinary action it was re9u~sted to re·
view was taken by the appomtmg author• i
ity for any political, religious, racial, n~
tional origin, sex, age or nonmer1t
reasons, or if the commission finds that
there was no reasonable grounds for in·
stigation of the disciplinary action. com•
mission shall order the appellant remstat·
ed to his position, or an equal position,
without loss of pay. If the commission
finds that there is insufficient grounds for
instigation of the disciplinary action tak·
en, or if extenuating circumstances were
brought out in testimony and evidenqe, it
may in its discretion order the reinstate•
ment of the appellant with full, partial,
or no pay, or it may order the modifica·
tion of the appointing authority's action
substituting a lesser disciplinary action.
A copy of the commission's order shall he
forwarded to the appointing authority
and the appellant and such order shall he
binding on the parties concerned.

a. Upon reinstatement of an appellant by order of the commission, the em·
ployee who replaced the appellant shall
he removed from the position he occupies
with due regard for his rights to other
employment in the classified service. Ex·
12.7(5) The chairman may direct any cept as otherwise provided in the order
person present to testify in a hearing of the commission, the status of the ap·
whether or not such person was sub- pellant reinstated shall be the same as if
the disciplinary action resulting in the
poenaed to testify.
appeal had never taken place.
12.7(6) The chairman shall require
b. When an appellant is not reinthe maintenance of order in the hearing
stated to his position after appeal, the
room, may order the exclusion of witness- commission may order his name reinstat·
es, and may expel anyone who disturbs ed to an appropriate eligible list for a
the hearing.
similar position other than the one from
which he has been removed.
12.7Cn The order of proof in the
These rules [chapters 4, 8, 9, 10, 11
hearing shall he as follows:
and 12] shall become effective on July 1,
a. Presentation by the appointing 1969, after filing in the office of the Secauthority, or his counsel, of evidence in retary of State. [Filed July 14, 1969; See
support of the charges, followed by cross· 62 GA, ch. 92, §8 (7)]
cxamination;
Note: Filed without A.ttome;v General's approvaL
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PUBLIC INSTRUCTION, BOARD OF
cept that the candlepower requirement
shall he two and one-hall times that
specified
in said standard.
Pursuant to authority co~erred .by
Senate File 671, Acts of the Sixty-Third
Installation of said lamps shall conGeneral Assembly, and for the purpose of form to said standard except that an am·
implementing chapter 321, Code of loiwa, her signal lamp shall he located adjacent
as amended thereby; section 23.3 (285), to each red signal lamp, at the same level,
Rules of the Department of P1~hlic ~n· and at the side of the red signal lamp
struction, is hereby amended by mserting nearer the vertical center line of the bus.
immediately following subparagraph (8) As a further exception to said standard,
of paragraph "i" or subsection 23.3 (16), the system of red and amber signal lamps
on page 64 of the July 1968 Supplement shall he so wired that the amber signal
to Iowa Departmental Rules, the follow· lamps are energized manually; and the
red signal lamps are energized automat·
ing new subparagraph:
ically and the amber signal lamps are de·
[Filed June 24, 1969]
energized automatically when the bus enl9) All new school buses sold within trance door is opened.
the state of Iowa from and after the ef•
The switch to actuate the amber lamps
fective date of this subparagraph, in lieu shall he installed within easy reach of the
of meeting the specifications set forth in hands of the bus driver. Two indicator
suhparagraphs (1) through (8) hereof, lights Phall he located within view of the
shall he equipped with warning signal driver, one of which shall show an amber
lamps as follows:
light when the amber signal lamps are
All such school buses shall he equipped flashing and the other of which shall
with four alternately-flashing warning show a red light when the red signal
lamps at the front and fo.ur. alternately· lamps are flashing.
flashing warning lamps at the rear of the
The area of the bus body around the
bus Two of each of said sets of four lens of each flashing signal lamp and exla..;ps shall be amber in color and two tending outward for at least three inches
shall he red in color. Said lamps shall shall he painted black.
conform to the Society of Automotive En[Effective June 24, 1969]
gineers Standard "J887, July, 1964", ex-
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