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SUBCHAPTER 1. GENERAL PROVISIONS
PART 1. GENERAL PROVISIONS
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260:25-1-1. Purpose
(a) Appheatren—te—the—elassmeel—serwee— The Meﬂtéystem—et Personnel Administration Rules;

are the

(eb) Rulemaking entities. The Director of the Office of Management and Enterprise Services
has promulgated the Meﬂtéystem—et—Personnel Admlnlstratlon Rules which are mcluded in this
Chapter
(d) Statutory authority for the MeritPersonnel Administration Rules. The authority for the-Merit
System-of Personnel Administration Rules is found in the Oklahoma Statutes which are
Oklahoma laws. The primary basis for the MeritPersonnel Administration Rules is the Oklahoma
Personnel Act, which is found in Sections 840-1.1 et seq. of Title 74 of the Oklahoma Statutes.
(e) Changes in the rules and interpretation of rules. Rules may be changed on an emergency
or permanent basis as situations and needs demand. New federal or state laws may replace or
affect the interpretation of the MeritPersonnel Administration Rules.

(f) Effect of other laws on MeritPersonnel Administration Rules. Some laws govern a specific
personnel practice that applies only to a certain agency or in a certain situation. The provisions
of all of these specialized laws are not referenced in the MeritPersonnel Administration Rules.
There may be cases where such a law will replace a rule or part of a rule in a certain agency or
situation.

(g) Legal cites. Some of the MeritPersonnel Administration Rules in this Chapter restate or
exactly repeat language from laws. Italic type means the language exactly repeats language
from a law or other legal instrument. The specific reference appears in brackets following the
language in Italics. Language from laws or other legal instruments which is restated in other
words is also followed by a reference in brackets, but it is not printed in Italics.

260:25-1-2. Definitions
——In-addition-to-terms-defined-in-OAC455:10-1 2 theThe following words and terms, when
used in the MeritPersonnel Administration Rules, shall have the following meaning, unless the

context clearly indicates otherwise.
"Absence without leave" and "unauthorized absence"” means any absence of an
employee from duty without specmc approval

"Act" means the Oklahoma Personnel Act.
"Administrator" means the Director of the Office of Management and Enterprise
Services. As the term is used in the MeritPersonnel Administration Rules, the term includes

employees and the Administrator of the Human Capital Management Division of the Office of
Management and Enterprise Services to whom the Administrator has lawfully delegated

authorrty to act on hrs or her behalf. Ihe—term—as—useel—rn—the—Ment—re#es—m&y—alse—metude




factors:
"Appointing authority" means the chief administrative officer of an agency [74:840
1.3]. As the term is used in the MeritPersonnel Administration Rules, the term includes

employees of an agency to whom the Appointing Authority has lawfully delegated authority to
act on his or her behalf.

"Acciaonman " ar"Pacitinn accianman

"Break in service" means a period of time in excess of thirty (30) days during which an
employee is not present at work and is not in paid leave status or on approved leave without
pay.




"Employee" er—state-employee~—means an elected or appointed officer or employee of




"FLSA" means the federal Fair Labor Standards Act.

"FLSA exempt" means employees performing work which is considered to be exempt
from the overtime payment provisions of the FLSA.

"FLSA non-exempt" means employees performing work which is considered to be
under the overtime payment provisions of the FLSA.

o hority by il traini .
"Human Capital Management Division" as used within the Personnel Administration
Rules means the Human Capital Management Division of the Office of Management and




"Office" means the Office of Management and Enterprise Services [74:840 1.3].
"Office of Management and Enterprise Services" as used within the MeritPersonnel
Administration Rules, includes the Human Capital Management Division of the Office of
Management and Enterprise Services.

"Oklahoma Personnel Act" means Sections 840 1.1 et seq. of Title 74 of the

Oklahoma Statutes;-ereating-the Merit System-of Personnel- Administration-and-any




"Personnel Administration Rules" means rules adopted by the Director of the Office
of Management and Enterprise Services pursuant to the Oklahoma Personnel Act. The Merit
Rules previously contained in this Chapter are replaced by the Personnel Administration Rules.

Wherever the Merit Rules are referenced in this Chapter, that reference shall be construed to

"Resignhation" means an employee's voluntary termination of his or her employment

with the state. In-the-case-of-a-classiied-employeeitincludes-the forfeiture-of status-inthe
lassified ico.




"Supervisor" means a-classified-or-unelassifiedan employee [within the executive
branch, excluding employees within The Oklahoma State System of Higher Education 74:840
3.1] who has been assigned authority and responsibility for evaluating the performance of [other
state employees] 74 840 1.3].

260:25-1-8. Compliance with federal standards, rules or regulations

Any of the MeritPersonnel Administration Rules which conflict with or are inconsistent
with federal rules, regulations or standards governing the grant of federal funds to any agency
or department, is not applicable to such agency or department.

260:25-1-9. Self Evaluatlon Plans, Best Practlces Consultlng Serwces [REVOKED]




PART 3. DELEGATION OF HUMAN RESOURCE FUNCTIONS [REVOKED]

260:25-1-30. Delegatlon authorlzat|on [REVOKED]
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260: 25 1-51. Termlnatlon or partial revocatlon of delegatlon authorlty [REVOKED]

PART 5. MODEL PROJECTS [REVOKED]

260:25-1-60. Purpose [REVOKED]
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—_

260:25-1-65. Effect of Merlt Rules on model prOJects [REVOKED

SUBCHAPTER 3. DIVERSITY AND EQUAL EMPLOYMENT OPPORTUNITY [REVOKED]
PART 1. DISCRIMINATION [REVOKED]

260:25-3-1. Purpose [REVOKED]







260:25-3-26. Discrimination complaint investigation training program or course approval
[REVOKED]
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SUBCHAPTER 5. POSITION ALLOCATION AND EMPLOYEE CLASSIFICATION SYSTEM
[REVOKED]
PART 1. GENERAL PROVISIONS [REVOKED]

260:25-5-1. Purpose and scope [REVOKED]

260:25-5-2. Authority and responsibility of the Office of Management and Enterprise
Services [REVOKED]
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260:25-5-7. Filling of vacant positions prohibited [REVOKED]
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PART 3. ALLOCATION OF POSITIONS [REVOKED]

260:25-5-31. Authority for allocation of positions [REVOKED]
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PART 4. ASSIGNMENT OF JOB FAMILY LEVELS [REVOKED]

260:25-5- 41 Authorlty for a53|gnment of posmons [REVOKED]

260:25-5-44. Determination of appropriate job family level [REVOKED]
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PART 5. AUDIT OF POSITIONS [REVOKED]

260:25-5-50. In|t|at|on of audits [REVOKED]




260:25-5-53. Effect when an occupied position is vacated during an audit [REVOKED]
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260:25-5-57. Conduct of classification survey audits [REVOKED]
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260:25-5-58. Reinitiation of audit after the allocation of a position becomes final
[REVOKED]

PART 9. STATUS OF EMPLOYEES WHEN POSITIONS ARE REALLOCATED [REVOKED]

260: 25 5 90. Status of mcumbent When JOb famlly is adopted or reV|sed [REVOKED]
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SUBCHAPTER 7. SALARY AND PAYROLL
PART 1. SALARY AND RATE OF PAY

260:25-7-1. Purpose and general provisions
& The purpose of the rules in thIS Part is to establish salarv, rates of pav, and payroll
egulatlons pay
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260:25-7- 3 Entrance salary [REVOKED]




260:25-7-8. Rate of pay upon recall to job family level from which removed by reduction-
in-force [REVOKED]







260:25-7-21. Relocation Incentive [REVOKED]
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260:25-7-22. Salary adjustments upon completion of initial probation or trial period
[REVOKED]

260:25-7-24. Skill-based pay adjustments [REVOKED]
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PART 3. PAYROLL

260:25-7-31. Certification of payrolls

(a) Certification. No state disbursing or auditing officer shall make, approve or take part in
making or approving any payment for personal service to any person holding a position in state
government-the-classified-service, unless the payroll voucher or account of such pay bears the
certification of the Appointing Authority that the persons named therein have been appointed
and employed in accordance with the provisions of the applicable Oklahoma law. Persennel-Act

(b) Withholding of certification. The Appointing Authority may for proper cause withhold
certification from an entire payroll or from any specific item or items [74:840-1.18(D)]. Whenever
the Office of Management and Enterprise Services finds that any person is employed or is
proposed to be paid as an employee in-the-classified-service in any amount not provided for
under the provisions of the-OklahemaPersonnel Actand-the-MeritRules applicable law, the
Office of Management and Enterprise Services shall notify the concerned state disbursing or
auditing officer. After such notice, the concerned state disbursing or auditing officer shall not
approve any payment to such person except in accordance with the provisions of the Act or the
Merit Rules.

{h(c) Recovery of erroneous payments Any sum paid contrary to any provision of the
Oklahema-Personnel-Act-or-the-Merit Rules applicable law may be recovered in an action
maintained by any citizen, from any officer who made, approved or authorized such payment or
who signed or countersigned a voucher, payroll, check or warrant for such payment, or from the
sureties on the official bond of any such officer [74:840-1.18(D)]. All monies recovered in any
such action shall be paid into the State Treasury [74:840- 1.18(D)].

{e)(d) Right of action by employees employed in contravention to the-Merit Rules
applicable law. Any person appointed or employed in contravention of any provision of the
Oklahema-Personnel-Act-or-the-Merit-Rules applicable law and who performs service for which
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unpaid, may maintain an action against the officer or officers who purported to appoint or
employ the person in order to recover the agreed pay for such services, or the reasonable value
thereof if no pay was agreed upon. [74:840-1.18(D)] No officer shall be reimbursed by the state
at any time for any sum paid to such person on account of such services [74:840-1.18(D)].
H(e) Action to compel payroll certification. If the Appointing Authority wrongfully withholds
certification of the payroll voucher or account of any employee, such employee may maintain an
action or proceeding in the courts to compel the Appointing Authority to certify such payroll
voucher or account [74:840-1.18(D)].

SUBCHAPTER 9. RECRUITMENT AND SELECTION [REVOKED]
PART 1. GENERAL PROVISIONS [REVOKED]

260:25-9-1. Purpose [REVOKED]







260:25-9-13. Error in certification, scoring, or recording applicant information
[REVOKED]

PART 3. WRITTEN AND PERFORMANCE TESTS [REVOKED]

260:25-9-32. Prof|C|ency certlflcates [REVOKED]




260:25-9- 33 Llcensure [REVOKED]

260:25-9-35. Testing for promotions, demotions, transfers and reinstatements
[REVOKED]

260:25-9- 39 Identlflcatlon numbers [REVOKED]

PART 5. REGISTERS [REVOKED]

260:25-9-50. Establlshment of registers [REVOKED]




PART 7. CERTIFICATION [REVOKED]

260:25-9-70. Request for certlflcatlon [REVOKED]




PART 9. CLASSIFIED APPOINTMENTS [REVOKED]

260:25- 9 91. F|II|ng vacanues [REVOKED]
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PART 11. DIRECT HIRE AUTHORITY [REVOKED]




260: 25 - 115 Duratlon of dlrect hire authorlty [REVOKED]

260:25-9-117. Concurrent certification by the Human Capital Management Division
[REVOKED]




260:25-9-123. Expedlted recrunment [REVOKED]

PART 13. VETERANS PREFERENCE [REVOKED]

260:25- 9 130 Veterans preference on Irst of eligible [REVOKED]

260:25-9-131. Pass for cause of an absolute preference veteran [REVOKED]
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SUBCHAPTER 11. EMPLOYEE ACTIONS
PART 1. GENERAL PROVISIONS

260:25-11-1. Purpose
The purposes of the rules in this Subchapter are to establrsh polrcres and procedures for

1—6@{3}]— for various employee actrons

260:25-11-3. eports of personnel change [REVOKED]




PART 3. PROBATIONARY EMPLOYEES [REVOKED]

260: 25 11- 30 Probatlonary employees general prowsmns [REVOKED]
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260:25-11-33. Change in part-time or full-time status of probationary employees
[REVOKED]

260:25-11-36. Leave of absence for probationary employees: Adjustment of
probatlonary period [REVOKED]

PART 5. PROMOTIONS [REVOKED]

260:25-11-51. Promotlonal postlng [REVOKED]
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260:25-11-74. Interagency transfer of personnel resulting from transfer of facility or
function [REVOKED]




PART 9. EMPLOYEE GUIDELINES

260:25-11-91. Conduct of elassified employees
(a) Every classified employee shall fulfill to the best of his or her ability the duties of the office
or position conferred upon the employee and shall behave at all times in a manner befitting the
office or position the employee holds. In performing official activities the elassified employee
shall pursue the common good, and, not only be impatrtial, but act so that there can be no
guestion of impartiality.
(b) A elassified employee shall not engage in any employment, activity or enterprise which has
been determined to be inconsistent, incompatible, or in conflict with his or her duties as a
classified employee or with the duties, functions or responsibilities of the Appointing Authority by
which the person is employed.
(c) Each Appointing Authority shall determine and prescribe those activities within applicable
laws, which, for employees under its jurisdiction, will be considered inconsistent, incompatible or
in conflict with their duties as elassified employees. In making this determination, the Appointing
Authority shall give consideration to employment, activity or enterprise which:
(1) involves the use for private gain or advantage of state time, facilities, equipment and
supplies; or, the badge, uniform, prestige or influence of one's state office or employment, or
(2) involves receipt or acceptance by the elassified employee of any money or other
consideration from anyone, other than the state, for the performance of an act which the
classified employee would be required or expect to render in the regular course or hours of
state employment or as a part of the duties as an state-classified employee, or
(3) involves the performance of an act which may later be subject directly or indirectly to
the control, inspection, review, audit or enforcement by such classified employee.
(d) Each elassified employee shall devote full time, attention and effort to the duties and
responsibilities of his or her position during assigned hours of duty.

260:25-11-93. Resignation prior to prohibited activity

Before any elassified employee can participate in any prohibited activity described in the
constitution or laws of the State of Oklahoma or rules promulgated thereunder, such employee
must resign or be subject to the penalty provided by law. The Appointing Authority shall report
such alleged prohibited activity to the appropriate authority in writing.

PART 11. OTHER TRANSACTIONS

260:25-11-110. Deta|l to speC|aI duty [REVOKED]




260:25-11-120. Suspension with pay
(&) An Appointing Authority may suspend aan classified employee from duty wrth pay for
internal mvestrgatory purposes ,

A ge; or to require the
employee to undergo a fit- for duty examlnatlon to determine Whether the employee is capable of
performing the essential functions of the position in which employed. The Appointing Authority
may require the employee to remain available during specified working hours to meet with
investigators or other agency officials as required. A notice of suspension with pay, stating the
beginning and ending dates and times and specifying any reporting requirements shall be
issued to the employee in writing.

(b) If the employee was suspended with pay for investigatory purposes and is cleared, the
Appointing Authority shall fully clear the employee's records in the custody of the agency and
shall make every reasonable effort to fully clear any such records which are not in the custody
of the agency. If the charges against the employee are confirmed, in whole or in part, a
suspension with pay in accordance with this Section shall not preclude an Appointing Authority
from taking disciplinary action in accordance with Oklahoma law and the-Merit-Rules applicable
rules.

PART 13. RESIGNATIONS

260:25-11-134. Resignation or leave without pay to accept an unclassified position
[REVOKED]

SUBCHAPTER 13. REDUCTION-IN-FORCE [REVOKED]
PART 1. GENERAL PROVISIONS FOR REDUCTION-IN-FORCE [REVOKED]

260:25-13-1. Purpose [REVOKED]

260:25-13-2. Definitions [REVOKED]
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260:25-13-8. Required freeze on personnel actions [REVOKED]
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260:25-13-9. Continuation of insurance upon separation by reduction-in-force
[REVOKED]




260:25-13-10. Appeal of reduction-in- force [REVOKED]

PART 3. REDUCTION-IN-FORCE PLAN REQUIREMENTS [REVOKED]

260:25-13-31. Abol|sh|ng posmons and retamlng pOS|t|ons [REVOKED]

260:25-13-32. Order of employee removal [REVOKED]
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260:25-13-35. Reduction-in-force implementation plan [REVOKED]

A aVda\VilalaYa HTa a on-840
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PART 5. RECALL RIGHTS [REVOKED]

260:25- 13 50 EI|g|b|I|ty for recall [REVOKED]




PART 7. PRIORITY CONSIDERATION FOR REEMPLOYMENT [REVOKED]

260:25-13-70. EI|g|b|I|ty for prlorlty reemployment conS|derat|on [REVOKED]




SUBCHAPTER 15. TIME AND LEAVE
PART 1. GENERAL PROVISIONS

260:25-15-1. Purpose

The purpose of the rules in this Subchapter is to establish leave regulations [74:840-
1.6a(11); 74:840- 2.20] for elassified-and-unclassified employees of the State of Oklahoma who
are subject to leave rules. [O]ffices and positions of the State Senate and House of
Representatives shall not be subject to . . . [the Merit Rules governing] involuntary leave without
pay or furlough . . . No person chosen by election or appointment to fill an elective office shall be
subject to any leave plan or regulation or shall such person be eligible for accrual of any leave
benefits [74:840-5.1]

260:25-15-2. General leave provisions

(a) Employees are responsible for following applicable Merit Personnel Administration Rules
and agency policy established in accordance with the Metit Personnel Administration Rules
when they request and use leave. Appointing Authorities have the authority and responsibility to
monitor employee's leave usage and to take appropriate action when they have facts to show
that an employee has abused leave or used leave fraudulently. Except as otherwise provided by
law and the Merit Personnel Administration Rules, agency policy regarding time and leave must
be applied uniformly to all employees.
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(eb) An employee who is requested or required by the Appointing Authority to undergo drug or
alcohol testing during his or her normal hours of work shall be entitled to time-off from work
without loss of compensation or leave.

PART 3. ANNUAL AND SICK LEAVE POLICIES

260:25-15-10. General Annual and Slck Leave Policies
(a) -
Employees are ellglble for annual Ieave and SICk Ieave W|th full pay accordlng to law and the
rules in this Chapter. Temporary employees and other limited term employees are ineligible to
accrue, use or be paid for sick leave and annual leave [74:840-2.20(A) (3)].
(b) The tables in Appendix B of this Chapter list leave accrual rates and accumulation limits.
OAC 260:25-15-11 and 260:25-15-12 also govern annual and sick leave.
(c) Annual and sick leave accrual rates and accumulation limits are based on cumulative
periods of employment calculated in the manner that cumulative service is determined for
longevity purposes [74:840-2.20(A) (1)]. For purposes of this Subchapter and the longevity pay
program, cumulative service shall be calculated as prescribed in this subsection.
(1) State employment with any elassified-erunclassified agency in any branch of state
government including service under the administrative authority of the Regents for Higher
Education and the Department of Vocational and Technical Education shall be qualifying for
purposes of calculating cumulative service. Cumulative service includes periods of part-time
qualifying employment in excess of 2/5 time that were continuous for at least 5 months and
any period of full-time employment described in (A) through (G) of this paragraph:
(A) Employment-as-a-permanentclassified-employeer-Full-time or part-time
employment;
B I bati lassified | ;

(&)—Employment-as-aregularunelassified-employee;
(BB) Temporary or other time-limited unclassified employment;
(EC) Paid leave;
(ED) Leave without pay of 30 continuous calendar days or less; and
(6E) Leave without pay in excess of 30 calendar days taken under Section 840-2.21 of
Title 74 of the Oklahoma Statutes. Any other leave without pay in excess of 30 calendar
days shall not be counted as cumulative service.
(2) Periods of service that are described in (1) of this subsection, shall be combined for
purposes of determining cumulative service and the total shall be expressed in whole years.
Partial years, less than 12 months, are dropped.
(d) Annual leave and sick leave shall accrue only when an employee is actually working, on
authorized leave with pay, or during the time the employee is using paid leave to supplement
workers compensation benefits under Section 332 of Title 85. Leave shall not accrue after the
last day the employee works.
(e) An employee using paid leave to supplement workers compensation benefits under
Section 332 of Title 85 of the Oklahoma Statutes shall be in leave without pay status.
() An Appointing Authority may terminate an employee who is absent from work after the
employee has exhausted all of his or her sick and annual leave accumulations unless the

absence is covered by 260 25 15 45 or 260 25 15 49, Ie#mmaeen—ef—a—pema&nem-elassmw

840—6—4—9#—'F|#e—24—ef—the-gklahema§tatu%es—Thls subsectlon does not prevent an App0|nt|ng
Authority from granting leave without pay according to 260:25-15-47.
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PART 5. MISCELLANEOUS TYPES OF LEAVE

260:25-15-40. Enforced leave

(a) The Appointing Authority may grant a-prebationary-erpermanent an employee time off from
regular duties, with compensation for absence necessary when some member of his or her
immediate family or household requires the employee's care because of illness or injury, when
an employee’s son or daughter requires care and supervision due to unavailability of the
dependent's routine caregiver or caregiving facility, or in the case of death in the immediate
family or household or in the case of personal disaster. Enforced leave shall be charged against
the employee's sick leave and may not be granted in excess of accumulated sick leave. The
number of days granted will be governed by the circumstance of the case, but in no event shall
they exceed 10 working days in any calendar year.

(b) Immediate Family is defined as spouse, children, parents, brothers, sisters, including step,
grand, half, foster, or in-law relationships.

(c) Household is defined as those persons who reside in the same home, who have reciprocal
duties and provide financial support for one another. This term shall include foster children and
legal wards even if they do not live in the household. The term does not include persons sharing
the same general house or when the living style is primarily that of a dormitory or commune.

(d) Personal Disaster is defined as an unforeseeable, catastrophic event such as the destruction
of the employee's residence.

(e) Son or daughter is defined as a biological, adopted, or foster child, a stepchild, a legal ward,
or a child of a person standing in loco parentis who is either under 18 years of age or is 18
years of age or older and incapable of self-care because of a mental or physical disability.

260:25-15-41. Organizational leave

(@) A-permanentclassified-employee-oraregularunclassified An employee shall be entitled to
take leave with pay for not to exceed three (3) days a year to attend meetings of job-related
professional organizations of which that employee is a member upon receiving permission from
the appointing authority. The denial by an appointing authority ... [of] organizational leave shall
be in writing and state the reasons for denying said leave [74:840-2.25(A)].

(b) The leave authorized by this section shall not be used for lobbying activities which include
the lobbying of legislative or executive branch elected officials within state-owned or leased
buildings[74:840-2.25(B)].

260:25-15-44. Military leave of absence and restoration to position

(@) Military leave of absence and right to restoration to former position shall be granted in
accordance with Section 209 of Title 44, Sections 25.4, 25.5 and 25.7 of Title 51, and Section
48 of Title 72 of the Oklahoma Statutes; the Uniformed Services Employment and
Reemployment Rights Act (38 U.S.C., 4301 et seq.); and such rights and privileges as these
laws provide.

(b) Military leave shall be granted to elassified-and-uneclassified employees who are a member
of any component of the Armed Forces of the United States or the Reserve Components, to
include the Army & Air National Guard and the Army, Navy, Air Force, Marine Corps & Coast
Guard Reserves, when ordered by proper authority to active or inactive duty (includes weekend
drills and training exercises) or service. Such employees are entitled to leave of absence
without loss of status or seniority.

(c) The National Guard and Reserves Component - The first 30 regularly scheduled work days
of military leave of absence during any federal fiscal year (October 1 to September 30) are with
pay. If the period of military status extends beyond 30 days, the employee's absence for the
period beyond 30 days is governed by applicable leave rules. Accrued compensatory leave,
holiday leave, annual leave, or leave without pay may be requested to cover this period of time.
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During the remainder of such leave of absence the Appointing Authority may elect to pay the
employee an amount equal to the difference between his or her regular state pay and his or her
military pay, except that the employee shall receive the difference between his or her full regular
pay and his or her military pay when ordered by proper authority to active or inactive service
during the period that Operation Enduring Freedom is in effect. The military pay could be
verified through a Leave and Earnings Statement provided by the Military.

(d) An employee who is requested to report for physical examination in connection with
military service is not considered absent from duty during the time required for the examination
and travel.

(e) An employee must notify the immediate supervisor of the requirement for military leave
and provide as much advance notice as possible.

(f) A supervisor does not have the right to request an employee or the federal government to
reschedule military exercises for the convenience of the agency.

260:25-15-47. Leave of absence without pay
(@) Conditions and provisions. An Appointing Authority may approve a request from a
permanent-orprobationary-an employee for leave without pay. The request shall be in writing
and shall include the reasons for the leave and the estimated length of the leave requested by
the employee. The approval of the leave shall also be in writing, and it shall specify the date the
employee is to return to work. Leave without pay is subject to the following conditions:
(1) Leave without pay shall not be approved for more than 12 months. However, an
employee on leave without pay may submit a written request for an extension before the
end of the approved leave period. The Appointing Authority may grant extensions if the total
length of the original leave without pay plus any extensions does not exceed 2 years. Any
extension granted shall be to a specified expiration date.
(2) An employee may return to work before the specified date of return if the Appointing
Authority approves a written request from the employee to return earlier.
(3) Failure of a-classitiedan employee to report for work on the specified date of return
shall be cause for disciplinary actlon

(54) The Appointing Authority may cancel leave without pay at any time and require the
employee to return to work before the specified date of return. The employee shall be
notified of the reasons for cancellation by certified mail or personal service and given
7calendar days to return to work. Failure of aan elassified-employee to report for work as
dlrected shaum\[ be cause for d|SC|pI|nary actlon

(¥5) If an employee is absent from work without proper authorization, the employee shall
not receive pay for such absence. An Appointing Authority has the authority and
responsibility to take appropriate action if fraudulent leave usage or leave abuse is detected.
(86) Leave without pay in accordance with this Section shall not for any purpose be
considered a break in service.
(b) Rights upon return from leave of absence without pay. A properly executed leave of
absence without pay shall accord the employee the right to be returned by the Appointing
Authority to a position in the same job family-and-level code as the original position and in the

same geographlcal area unless walved by the employee Ihe—laye#f—p#ew&ens—ef—the—@ldahema




260:25-15-48. Involuntary leave without pay (furlough)
(@) Policy. An Appointing Authority may place classified-and-unelassified employees on
involuntary leave without pay (furlough) for up to a total of 184 hours in any 12 month period in
accordance with this Section. An Appointing Authority may only furlough employees when it is
necessary to reduce expenditures or when it is required because of a temporary decline or
cessation of work activities.
(b) Required announcement of reasons for furlough. Before beginning a furlough, an
Appointing Authority shall announce in writing the reasons that require it. The Appointing
Authority shall post this announcement throughout the agency and send it to the Governor, the
Office of Management and Enterprise Services. This announcement is not part of the furlough
plan required in (c) of this Section, and it is not subject to the approval of the Administrator.
(c) Required plan for implementation of furlough.
(1) Before beginning a furlough, an Appointing Authority shall develop an equitable and
systematic plan for the furlough and shall submit the plan to the Human Capital
Management Division for review and approval. The Administrator of the Human Capital
Management Division shall disapprove any plan that is not in substantial compliance with
the Merit Personnel Administration Rules.
(2) After approval of the plan by the Administrator of the Human Capital Management
Division, the Appointing Authority shall post the approved plan throughout the agency a
minimum of 2 workrng days before furIoughrng any employee
3
stafus—fl4—849——2—2—?€] As far as p055|ble the Appomtmg Authorlty shaII furlough all fuII time
employees, including those on paid leave, the same number of hours and shall prorate the
number of hours for part-time employees. The Appointing Authority shall address the
application of the furlough to employees who are on other types of leave without pay.
(d) Non-uniform treatment of employees. The Appointing Authority may find non-uniform
treatment of employees necessary during a furlough. The Appointing Authority must certify the
reasons for non- uniform treatment as described in paragraph (1) of this subsection. It is
possible that more than one reason may apply in any specific furlough. Paragraph (2) of this
subsection describes how the Appointing Authority may limit the effect of a furlough on specified
employees. Any certifications issued by an Appointing Authority shall be included in the furlough
plan.
(1) Certification of reasons for non-uniform treatment.
(A) If the Appointing Authority certifies that uniform treatment of all employees would
cause undue hardship on lower paid employees and uniform treatment is not required to
meet the reduced revenue levels which made the furlough necessary, the Appointing
Authority may limit the applicability of a furlough on lower paid employees.
(B) If the Appointing Authority certifies that uniform treatment of all employees would
endanger public health, safety, or property, or continued operations of critical agency
functions, the Appointing Authority may limit the applicability of the furlough on specified
employees, positions, jobs, or organizational units as needed to avoid the danger.
(C) If the Appointing Authority certifies that a furlough is due to a decline or loss of
funding to the agency that supports specific positions, jobs, or organizational units, the
Appointing Authority may limit a furlough to specific employees supported by the funding
that is lost or reduced.
(D) If the Appointing Authority certifies that a furlough is due to a budgetary shortfall
which results in a decline or loss of funding to the agency, the Appointing Authority may
limit the furlough to employees who request to participate in a furlough and certify that
they have done so without coercion, undue influence, threat or intimidation of any kind or

type.
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(2) Types of non-uniform treatment. In certifying the reasons for non-uniform treatment
of employees, the Appointing Authority may use any of the following types of limits. The
Appointing Authority may:
(A) exclude specified employees from the furlough,
(B) place specified employees on a lesser number of hours without pay than other
employees,
(C) make the furlough of specified employees subject to early cancellation or periodic
call-back, or
(D) limit the furlough to employees who have certified that they have requested to
participate in a furlough without any coercion, undue influence, threat, or intimidation of
any kind or type.
(e) Required notice to employee. The Appointing Authority shall provide a written notice to
any employee of such agency who will be furloughed by the agency at least thirty (30) days
prior to the first date that the furlough period is scheduled to begin. The notice shall provide
information about the anticipated first date of the furlough period and an estimate of the duration
of the furlough or the day or days during which the furlough will be in effect. written notice shall
explain the reasons for the furlough and how the furlough will affect the employee. The notice
shall also include the dates and times leave is to begin and end. A copy of this Section shall be
enclosed with the written notice to the employee. If an Appointing Authority makes leave for
employees subject to early cancellation or periodic call-back, the employee's notice of furlough
shall describe the reasons for, and conditions of, the cancellation or call-back.
() Continuation of benefits while on furlough. While on furlough, employees who would
otherwise accrue leave shall continue to accrue annual and sick leave as though the furlough
had not occurred. The Appointing Authority shall schedule the furlough so the furlough does not
interrupt the agency's payment of the employees' insurance premiums.
(g) Failureto return as directed cause for discipline. Failure on the part of an employee to
return from such leave to his or her previous work status as directed in writing shall be cause for
discipline.

260:25-15-49. Leave and first preference due to work related illness or injury

(a) Purpose. The purpose of this Section is to interpret Section 840-2.21 of Title 74 of the
Oklahoma Statutes (Section 840-2.21) . Section 840-2.21 establishes the rights and benefits of
state employees who are absent from work because of an illness or injury arising out of and
sustained in the course of employment with the State. These employees have a right to return to
work if certain conditions are met. In applying Section 840-2.21 and this Section, employing
agencies shall return an employee to work as soon as possible, either to the original position or
to an alternate position if an employee, with reasonable accommodation, is unable to return to
the original position.

(b) Employee eligibility. An employee shall file a claim for workers compensation benefits to
be eligible [74:840-2.21].

(c) Termination of rights. All rights and benefits under Section 840-2.21 and this Section
shall end 1 year after the start of leave without pay under this Section and shall end immediately
if the claim for workers compensation is denied or otherwise concluded within the 1 year period
[74:840-2.21].

(d) Employing agency practice, policy, and procedure. An agency's policy, procedure and
practice affecting employees who file claims for workers compensation benefits shall agree with
Section 840- 2.21.
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(e) Required notice to employees. Appointing Authorities shall give employees who report a
job related iliness or injury copies of this Section, Section 840-2.21, and the agency's policies
and procedures for complying with this Section and the law. The procedures shall include
instructions about requesting leave without pay under Section 840-2.21.
(f) Placement of employee on leave without pay. Appointing Authorities shall refer to this
Section when they place an employee on leave without pay under Section 840-2.21. The
Appointing Authority shall not require employees to exhaust paid sick and annual leave
accumulations before placing them on leave without pay [74:840-2.21]. The Appointing Authority
shall continue paying the employee's basic plan insurance coverage and dependent insurance
benefit allowance while the employee is on leave without pay, and the leave shall not be a break
in service [74:840-2.21].
(g) Medical reports. At least every 3 months, an employee on leave without pay under this
Section shall give the Appointing Authority a medical statement as to his or her ability to perform
the essential duties of the original position [74:840-2.21]. The medical statement shall be made
by a physician as defined in Section 14 of Title 85 of the Oklahoma Statutes.
(h) Inability to perform essential duties of original position. If an employee on leave
without pay under this Section cannot perform the essential duties of the original position, the
employing agency shall give the employee first preference for other elassified-and-unelassified
positions according to Section 840-2.21.
(1) Appointing Authorities shall establish a procedure for giving employees on leave
without pay under this Section first preference to fill elassified-and-unelassified positions that
do not represent a promotion to the employee, if the employee is medically able to do the
essential duties and has the minimum qualifications for positions the Appointing Authority
seeks to fill.
(2) Appointing Authorities do not have to notify employees on leave without pay under this
Section when the Appointing Authority fills a vacant position temporarily. {by-temporary
(3) Before an Appointing Authority may give a-elassified-er-uneclassiiedan employee first
preference for a elassified position, the employee shall be certified by the as meeting the

m+n4mum eguwed quallflcatlons, if any Na%he#elas&hed—newnelas&ﬁed—empleyees—shaﬂ

(4) Before an Appointing Authority assigns an employee to an alternate position (a position
that is not the original position) , the Appointing Authority shall give the employee written
notice of the requirement to return to the original position under (i) of this Section. While in
an alternate position, an employee shall submit medical reports at least every 3months and
whenever the medical condition changes enough to affect his or her ability to return to the
original position.
() Return to original position. An employee on leave without pay or working in an alternate
position shall have the right to return to his or her original position according to this Section and
Section 840-2.21. When a medical report indicates the employee is able to perform the
essential duties of the original position, with or without reasonable accommodation, the
Appointing Authority shall return the employee to the original position. The employee and the
Appointing Authority may agree in writing to waive the requirement to return the employee to the
original position from an alternate position.
() Failureto return to work.

(1) The Appointing Authority may discipline a-permanentclassified-employee-ora
probationary-classified-employee-or-an unclassified employee if:

(A) a medical report states the employee is able to do the essential duties of the
original position or an alternate position (for which the employee is qualified) ; and
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(B) the employee does not return to work within 7 days after the Appointing Authority
mails a notice to the employee's last known address or delivers a notice to the
employee.
(2) If an employee does not return to the original position or an alternate position within
lyear after the start of leave without pay, the Appointing Authority may terminate the
employee under Section 840-2.21. An Appointing Authority that uses Section 840-2.21 as
authorlty to terminate an employee shall give the employee a copy of (k) of this Sectlon

(k) Relnstatement upon separation. A-classifiedAn employee shall be eligible for reinstatement
to eitherclassified-erunclassified employment with any state agency for 12 months after the

date of separatlon under (J) (2) of this Sectlon An—uﬂelas&#ed—empleyee—ehau-be—el@%le—fe;

PART 7. LEAVE WHEN OFFICES ARE CLOSED OR SERVICES REDUCED

260:25-15-70. Leave when state agency services are temporarily reduced or when a state
office is temporarily closed

(@) The rules in this Part are special leave rules which may be exercised if state offices (that
is, agencies or parts of agencies) are temporarily closed or services are temporarily reduced for
the safety of the public or state employees. The rules in this Part are applicable to all classified
and unclassified employees of the state, including those on temporary and other limited term
appointments.

(b) The rules in this Part do not prevent agencies from approving leave as usual to employees
who request time off in accordance with other Merit Personnel Administration Rules governing
leave, such as sick and annual leave. The rules in this Part do not apply to agencies or
employees if a voluntary or involuntary leave without pay (furlough) is in effect.

(c) Appointing authorities of affected agencies shall notify the Office of Management and
Enterprise Services of agency closings and reductions in services [74:840-2.20A(C)].

260:25-15-71. Leave when a state office building is temporarily closed due to unsafe
working conditions or hazardous weather; or when services are temporarily reduced due
to hazardous weather (paid administrative leave)

(a) If agency office buildings are closed because of an imminent peril threatening the public
health, safety, or welfare of state employees or the public, or when state office buildings are
temporarily closed or reduced due to hazardous weather conditions, the Appointing Authority
shall place employees who are scheduled to work in the affected work areas on paid
administrative leave or, if applicable, shall assign them to work in another location, including, but
not limited to, a telework location. During their normal duty hours, employees on paid
administrative leave due to unsafe working conditions are on stand-by or on-call status.
Appointing Authorities may call employees to return to their normal duties or respond to the
demands of the situation as necessary. [74:840-2.20A(A)]

(b) As used in this Section, paid administrative leave means leave granted to affected
employees if offices of agencies are closed because of an imminent peril threatening the public
health, safety, or welfare of state employees or the public, or when state offices are temporarily
closed or reduced due to hazardous weather. Examples of reasons for temporarily closing an
office due to unsafe working conditions are: leaks of toxic fumes in buildings; life threatening
damage to building structures; or emergency operations which would be disrupted by the
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presence of the usual work force; or any other condition which poses a significant threat to the
safety of the work force.
(c) Paid administrative leave shall be accorded to all affected employees only when a state
office building is temporarily closed or services are temporarily reduced due to hazardous
weather in accordance with 260:25-15-70 and this Section. Upon its reopening, normal Merit
Personnel Administration Rules governing leave and agency procedures shall apply. The
granting of administrative leave applies only to employees scheduled to work onsite in a state
office building during the time period of the closure or reduced services. Administrative leave
shall not be granted to employees that telework or have the ability to telework unless otherwise
approved by the Appointing Authority or on a case-by-case basis. Administrative leave does not
apply to employees who are absent during the closure or reduction on any previously approved
leave. Employees who are not eligible to accrue leave, such as temporary employees, shall not
be granted administrative leave under this section when state services are temporarily closed or
temporarily reduced due to hazardous weather conditions.
(d) When the Governor or a designee of the Governor authorizes agencies or parts of agencies
to maintain basic minimum services because hazardous weather conditions impede or delay the
movement of employees to and from work, employees responsible for providing such basic
minimum services shall report to work. Appointing Authorities of agencies shall be responsible
for determining essential agency functions [basic minimum services] and ensuring that
employees who staff such functions are so informed. [74:840-2.20A(B)] Employees who are
considered responsible for basic minimum services and who are required to work when state
services are temporarily reduced due to hazardous weather conditions shall be entitled to
accrue administrative leave on a straight-time basis up to eight hours per day for hours worked
in their regularly scheduled work periods during such reduction. Administrative leave accrued
under this provision must be taken within 180 days of its accrual or the employee shall be paid
for the leave. An extension of the time period for taking the leave may be approved for up to an
additional 180 days, providing the Appointing Authority submits a written request with sufficient
justification to the Human Capital Management Division. Accrued administrative leave must be
used before granting of any annual leave except when the employee may lose accrued leave
under 260260:25-15-10 and 260:25-15-11(b) (5).
(e) Employees who are responsible for basic minimum services who do not report to work have
the following options to account for leave:

(1) Charge the absence to accumulated compensatory time;

(2) Charge the absence to accumulated annual leave;

(3) Make up lost time in a manner consistent with the FLSA, if the Appointing Authority

determines that office hours and schedules permit.
() An employee who leaves earlier than a designated early dismissal time, or who arrives later
than a designated late arrival time, shall be charged leave for the excess time.
(g9) An employee who is not responsible for basic minimum services shall not be allowed to
accrue administrative leave in accordance with (d) of this Section for time worked.
(h) Employees who are placed on paid administrative leave shall receive up to eight hours per
day of paid administrative leave.

SUBCHAPTER 17. PERFORMANCE EVALUATION AND CAREER ENHANCEMENT
PROGRAMS [REVOKED]
PART 1. GENERAL PROVISIONS [REVOKED]




PART 3. EMPLOYEE PERFORMANCE MANAGEMENT SYSTEM [REVOKED]
260:25-17-31. Employee perfo

ED]

rmance management system [REVOK




PART 5. STATE PERSONNEL INTERCHANGE PROGRAM [REVOKED]

260:25-17-50. Purpose [REVOKED]

PART 7. CARL ALBERT PUBLIC INTERNSHIP PROGRAM [REVOKED]

260:25-17-70. Purpose [REVOKED]













260:25-17-80. General conditions of employment [REVOKED]
X : : . | I .

260:25-17-82. Carl Albert Public Internship Program; termination of internship
[REVOKED




Executive Fellows program;
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PART 11. CERTIFIED PUBLIC MANAGER PROGRAM [REVOKED]

260:25-17-110. Purpose [REVOKED]

76



77



260:25-17-114. Program requirements for nominating agency or organization
[REVOKED]

PART 13. PERSONNEL PROFESSIONALS TRAINING AND CERTIFICATION [REVOKED]

260:25-17-130. Purpose [REVOKED]
he rules in thi . ALY o TiM 1l
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PART 15. WORKFORCE EDUCATION PROGRAM

260:25-17-140. Purpose
The rules in this part implement Section 840-3.1A of Title 74, which authorizes agencies
in the executive branch of state government to establish education and training programs for

posmons critical to the missions of those agenmes Ihe—m#es—m—thls—FAart—apply—te-beth—Mem

PART 17. STATE WORK INCENTIVE PROGRAM [REVOKED]

260:25-17- 170 Purpose
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SUBCHAPTER 29. HUMAN CAPITAL MANAGEMENT DIVISION
PART 1. GENERAL PROVISIONS

260:25-29-12. Location for information and for filing

(a) The address and telephone number for communications with HCM is: Human Capital
Management Division, Will Rogers Building, Suite 106, 2401 North Lincoln Boulevard,
Oklahoma City, OK 73105-4904, Telephone (405) 521-2177.

(b) The normal business hours of HCM are 8:00 a.m. to 5:00 p.m., Monday through Friday.

(c) Anyone may file a document with HCM by mail or hand-delivery during normal business
hours. The "filing date" is the date HCM receives a document by mail or hand-delivery, not the
date it is mailed or postmarked.
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ination:
(3} HRDS Course Nomination; ;
(E H |°Ia“|d. &tsllylslupemsely_ Fraining I.%epelt and
H(d) Unless a document clearly states otherwise, the signature of a person on a document filed
with HCM shall mean the person has read it and has personal knowledge of the information it
contains, that every statement is true, that no statements are misleading; and that filing the
document is not a delay tactic. If any document is not signed or is signed with intent to defeat
the purposes of the rules in this Title, the Administrator may ignore it and continue as though it
had not been filed.

PART 3. FORMAL AND INFORMAL PROCEDURES

260:25-29-31. Purpose

The rules in this Subchapter describe general formal and informal procedures the
Administrator uses to take action and make decisions. Other Chapters in this Title describe
informal procedures that apply speC|f|caIIy to |nd|V|duaI programs under the Admlnlstrator s
authority. ©

260:25-29-39. Hearings (individual proceedings)

(@) The Administrator follows the provisions of Article Il of the Administrative Procedures Act,
Sections 369-t6-323 308a et seq. of Title 75 of the Oklahoma Statutes, and the rules in this
Chapter in conducting hearings (individual proceedings). The Administrator or a person named
by the Administrator as the hearing officer shall conduct hearings. This Section does not apply
to public hearing to receive comments on proposed rules.

(b) The Administrator shall send a notice of hearing to the parties. It shall be at least 20 days
after the Administrator mails the notice unless the parties agree to an earlier date.

(c) The hearing officer may set a time limit on oral presentations during a hearing.

(d) The Administrator's decision after a hearing conducted under this Section is final.
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