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COMBINED SUBJECT INDEX 

 

This is a combined subject index for the Merit Rules adopted by the Administrator of the Office of Personnel Management (530:10) 

and for Merit Rules adopted by the Oklahoma Merit Protection Commission (455:10). 

A  

ADRP 

 See also Alternative Dispute Resolution Program. 

 Purpose, use, and scope 455:10-17-1 

Absence Due to Work Related Illness or Injury 

 See also Leave Due to Work Related Illness or Injury and  

     First Preference. 

 Generally 530:10-15-49 

Absence Without Leave 

 See also Leave of Absence Without Pay and Unauthorized  

     Absence. 

 Appointing Authority termination rights 530:10-15-10(f) 

 Defined 530:10-1-2 

 Impact on cumulative service 530:10-15-10(c)(1)(F)&(G) 

Absolute Preference Veteran 

 See also Veteran and Veterans Preference. 

 Defined 530:10-1-2 

 Denial of employment 530:10-9-92(1) 

 Pass for cause 530:10-9-131 

Act 

 See also Oklahoma Personnel Act.  

 Defined 530:10-1-2 

 Required compliance 530:10-1-5 

Adequate Applicant Pool 

 See also Direct Hire Authority.  

 Defined 530:10-9-111 

Administrative Law Judge  

 Generally 455:10-21-1(a) 

 Defined  455:10-1-2 

 Disqualification 455:10-21-1(c) 

 Withdrawal 455:10-21-1(b) 

Administrative Leave 

 See also Leave.  

 Generally 530:10-15-50, 530:10-15-71 

Administrative Support – EEO Job Category 

 See also EEO Job Categories. 

 Defined 530:10-1-2 

Administrator 

 Defined 530:10-1-2 

Adverse Impact  

 Defined 530:10-1-2 

Affected Employees 

 See also Reduction-in-force.  

 Defined 530:10-13-2 

Affected Job Family Levels 

 See also Reduction-in-force.  

 Defined 530:10-13-2 

Affected Positions 

 See also Reduction-in-force.   

 Defined 530:10-13-2 

Affidavit  

 Defined 455:10-1-2 

Affirmative Action Personnel 

 Appointment and duties 530:10-3-72 

 Qualifications 530:10-3-75 

 Training requirements 530:10-3-78 

Affirmative Action Plans 

 Agencies required to file 530:10-3-31 

 Annual status report on EEO/AA 530:10-3-39 

 Availability analysis 530:10-3-33.6 

 Considered in priority reemployment  530:10-13-71(a) 

 Dissemination 530:10-3-33.3 

 EEO policy statement 530:10-3-33.1 

 Evaluation of preceding years’ efforts 530:10-3-33.9 

 Failure to make progress 530:10-3-54 

 Failure to submit on time 530:10-3-52 

 Goals and timetables 530:10-3-33.11 

 Job group analysis 530:10-3-33.5 

 Personnel transaction report 530:10-3-33.8 

 Plan periods; continuation of  530:10-3-35 

 Present staffing report 530:10-3-33.4 

 Problem areas; corrective action 530:10-3-33.10 

 Purpose  530:10-3-30 

 Responsibility for AA/EEO 530:10-3-33.2 

 Review of, by Council and Administrator 530:10-3-36 

 Standards 530:10-3-33 

 Utilization analysis 530:10-3-33.7 

 Workforce data requirements 530:10-3-34 

Agency 

 See also Reduction-in-force. 

 Defined 530:10-1-2, 530:10-13-2 

Allegation 

 Defined 455:10-1-2 

Allocation  

 See also Audits of Positions.   

 Appropriate job family, determination of 530:10-5-34 

 Audit conduct 530:10-5-56 

 Authority for 530:10-5-31 

 Purpose and use of JFDs 530:10-5-8(a) 

 Defined 530:10-1-2 

 Examples of relevant information 530:10-5-34(b) 

 Filling new positions prohibited 530:10-5-7(a) 

 Filling vacant positions prohibited 530:10-5-7(b) 

 Generally  530:10-5, Part 3 

 Position information 530:10-5-33 

 Process and time line 530:10-5-56(b) &(d) 

 Relevant data from employees 530:10-5-54(f) 

 Responsibility of OPM 530:10-5-2 

Alternative Dispute Resolution Program (ADRP) 

 See also Grievance Procedure.  

 Advantages  455:10-17-2 

 Binding arbitration conference 455:10-17-6 

 Negotiation conference 455:10-17-3 

 Non-binding arbitration conference 455:10-17-7 

 Preparation conference 455:10-17-4 

 Purpose, use, and scope 455:10-17-1 

 Summary conference 455:10-17-5 

 Voluntary mediation  455:10-19-64 

Announcements 

 Generally 530:10-9-4 

Annual Leave 

 Accrual during pay status only 530:10-15-10(d) 

 Accrual prorated 530:10-15-11(b)(2)&(3) 

 Accrual rates 530:10-15-10(b) 

 Accumulation limits 530:10-15-10(b) 
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Annual Leave (Cont.) 

 Approval of 530:10-15-11(b)(1) 

 Availability 530:10-15-11(b) 

 During probationary       

     period 

 

530:10-11-35, 530:10-15-10(a) 

 Eligibility for 530:10-15-10(a) 

 Excess accumulation 530:10-15-11(b)(5) 

 Generally 530:10-15-11 

 Holidays falling within 530:10-15-11(b)(9) 

 Intended uses 530:10-15-11(a) 

 On inter-agency transfer 530:10-15-11(b)(7) 

 Payment on separation,  

     computation of 

 

530:10-15-11(b)(10) 

 Payment on separation required 530:10-15-11(b)(8) 

 Reinstatement after reemployment 530:10-15-11(b)(10) 

 Required use of by Appointing  

     Authority 

 

530:10-15-11 (b)(4) 

 Sharing of 530:10-15-52 

 Unused accumulations, limit on 530:10-15-11(b)(5) 

 Use in advance, prohibited 530:10-15-11(b)(6) 

 Use on a work schedule basis 530:10-15-11(b)(9) 

 Used to supplement workers  

     compensation benefits 

 

530:10-15-10(e) 

 Withholding payment of 530:10-15-11(b)(10) 

Annual Training Requirements 

 See also Certified Personnel Professional.  

 Generally 530:10-17-132 

Appeal   

 See also Discharge, Involuntary Demotion, and Suspension  

     Without Pay. 

 Appeal rights 455:10-3-8 

 Attorneys fees and costs, request of 455:10-15-4 

 Continuances 455:10-3-17 

 Continuing Violation 455:10-3-9(b) 

 Consolidation and joinder 455:10-3-11 

 Defined 455:10-1-2 

 Dismissal of 455:10-3-13 

 Filing date 455:10-3-2(b) 

 Filing time limits 455:10-3-1.1 

 Freedom of expression 455:10-3-6 

 Jurisdiction of 455:10-3-2 

 Motions and requests 455:10-3-16 

 Non-compliance with order, penalties 455:10-3-22 

 Notice of  455:10-3-4.1 

 Petition content 455:10-3-9(a) 

 Processing 455:10-3-10 

 Record 455:10-3-14 

 Settlement 455:10-3-12 

Appellant  

 Defined 455:10-1-2 

Appellee 

 Defined 455:10-1-2 

Applicant 

 Disqualification of 530:10-9-9 

 Statement of availability 530:10-9-55 

Application for Employment 

 Considered an examination 530:10-9-3 

 For Carl Albert Public Internship 530:10-17-77(a)&(c) 

 Prescribed form 530:10-9-5 

Appointing Authority 

 Defined 530:10-1-2 

Appointments 

 See also Certificate, FEPA, Initial Appointment, Internal       

     Action, Noncompetitive Appointment, Project Indefinite   

     Appointment, and Selection. 

 Initial defined 530:10-1-2 

Assignment of Duties 

 Responsibility of appointing authority 530:10-5-3 

Attendance 

 Agency regulations 530:10-15-3 

 Records 530:10-11-2 

Audits of Positions 

 See also Allocation and Position. 

 Managers and supervisors to cooperate in 530:10-5-3(b)(4) 

 Classification dispute  530:10-5-51 

 Classification grievance 530:10-5-4(c)  

 Classification survey audits 530:10-5-57 

 Collection and exchange of data 530:10-5-54 

 Conduct of 530:10-5-56 

 Employee to participate in process 530:10-5-4(b) 

 Filling vacancies, prohibited until  

     allocated 

 

530:10-5-7(a) 

 Filling vacancies, prohibited during audit 530:10-5-7(b) 

 Initiation of, generally 530:10-5-50 

 Initiation of, by Appointing Authority  

     required 

 

530:10-5-50(b) 

 Reinitiation of audit 530:10-5-58  

 Status of incumbent when class is revised 530:10-5-90 

 Source of information, allocation of 

positions 

530:10-5-33 

Availability 

 Applicant 530:10-9-55 

B   

Back Pay 

 Generally 530:10-5-51(g) 

Balanced and Representative Work Force 

 Defined 530:10-1-2 

Base Pay, Base Rate, or Base Salary 

 Defined 530:10-1-2 

C   

CPM 

 See also Certified Public Manager Program.  

 Generally 530:10-17, Part 11 

Care-giving Resources 

 See also Employee Assistance Program.  

 Defined 530:10-21-2 

Carl Albert Public Internship Program 

 Agreement form 530:10-17-77(f)(3) 

 Application form & procedure 530:10-17-77(a)&(c) 

 Appointment 530:10-17-77(f) 

 Compensation 530:10-17-80(b) 

 Conditions of employment, generally 530:10-17-80 

 Conditions of employment, executive  

     fellows 

 

530:10-17-75(e) 

 Conditions of employment, state   

      employees 530:10-17-80(e), 530:10-17-82(c) 

 Conditions of employment,  

     undergraduate interns 

 

530:10-17-74(b)&(c) 

 Conversion of executive fellows to  

     regular employment 

 

530:10-17-84 

 Eligibility, executive fellows 530:10-17-75(a) 

 Eligibility, state employees 530:10-17-77(g) 

 Eligibility, undergraduate interns 530:10-17-74(a) 

 Executive fellows program 530:10-17-75 

 Generally 530:10-17 Part 7 
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 Responsibilities of Appointing  

     Authority, executive fellows 

 

530:10-17-75(f)) 

   

Carl Albert Public Internship Program (Cont.) 

 Responsibilities of Appointing  

     Authority, undergraduate interns 

 

530:10-17-74(d) 

 Senior undergraduate program 530:10-17-76 

 State employees; right of return to  

     previous position 

 

530:10-17-82(c) 

 Termination of participants 530:10-17-82(a) 

 Training requirements 530:10-17-80(f) 

 Undergraduate internship program 530:10-17-74 

 Voluntary survey 530:10-17-77 

Certificate 

 See also Certification. 

 Appointments 530:10-9-92 

 Appointments, limited after RIF 530:10-13-71 

 Certification Methods 530:10-9-71 

 Life of 530:10-9-76 

 Proficiency 530:10-9-32 

Certification 

 See also Certification of Payroll, Certified Personnel  

     Professions, Certified Public Manager Program, and  

     Minimum Qualifications. 

 Defined 530:10-1-2 

 Disqualification 530:10-9-9 

 Effect of applicant availability 530:10-9-55 

 FEPA 530:10-9-99 

 Generally 530:10-9, Part 7 

 Life of certificate 530:10-9-76 

 Local 530:10-9-71(b)(3) 

 Methods (availability work location, number  

     of names) 

 

530:10-9-71 

 Of undocumented worker (alien) applicants  530:10-9-75 

 Request for 530:10-9-70 

 Of qualifications before promotions,  

     demotions, transfers, and reinstatements 

 

530:10-9-10 

 Selective qualifications 530:10-9-74 

 Statewide 530:10-9-71(b) 

Certification of Payroll 

 Action to compel 530:10-7-31(f) 

 Generally 530:10-7-31 

 Suit to restrain disbursement 530:10-7-31(c) 

 Recovery of erroneous payment 530:10-7-31(d) 

 Requirement 530:10-7-31(a) 

 Right of action of employees employed  

     in contravention to Merit Rules 

 

530:10-7-31(e) 

 Withholding 530:10-7-31(b) 

Certification of Personnel Professionals 

 See also Certified Personnel Professionals.  

 Certification Defined 530:10-17-131 

 Generally 530:10-17, Part 13 

Certified Personnel Professional 

 Annual training requirements 530:10-17-131 

 Approval of courses 530:10-17-134 

 Certification 530:10-17-131 

 Definitions 530:10-17-131 

 Fees 530:10-17-138 

 Personnel Professional  530:10-17-131 

 Purpose 530:10-17-130 

 Training requirements 530:10-17-132 

 Training requirements, waiver of 530:10-17-136 

Certified Public Manager (CPM) Program 

 Active status 530:10-17-113(b)&(d) 

 Candidate requirements 530:10-17-113 

 Definitions 530:10-17-111 

 Description 530:10-17-112 

 Eligibility 530:10-17-112(a) 

 Enrollment 530:10-17-112(c) 

 Experience credit 530:10-17-112(e) 

 Fees 530:10-17-115 

 Generally 530:10-17, Part 11 

 Graduation requirements 530:10-17-113(a) 

 Inactive status 530:10-17-113(c) 

 Nominating agency requirements 530:10-17-114 

 Nomination procedure 530:10-17-112(b) 

 Organizations 530:10-17-111 

 Program 530:10-17-111 

 Removal from program 530:10-17-113(e) 

Civil Rights Personnel 

 See also Affirmative Action Personnel. 

 Appointment and duties 530:10-3-72 

 Qualifications 530:10-3-75 

Class 

 See also Classification, Classification System and  

     Specification. 

 Authority and responsibility of OPM 530:10-5-2 

 Defined 530:10-1-2 

Classification 

 See also Class, Classification System and Specification. 

 Appointing Authority responsibility,  

     after reallocation 

 

530:10-5-91 

 Appointing Authority responsibility,  

     generally 

 

530:10-5-3 

 Class specifications (JFD), basis  530:10-5-8(a) 

 Defined 530:10-1-2 

Classification Disputes 

 See also Audits of Position and Grievance Procedure. 

 Classification grievance 530:10-5-4(c) 

 Generally 530:10-5-51 

 Initiation of audits 530:10-5-50 

Classification Grievances  

 See also Grievance Procedure. 

 Right to file 530:10-5-4(c), 530:10-5-51(a) 

Classification Plan 

 Defined 530:10-1-2 

Classification System 

 Development and maintenance 530:10-5-2 

Classified Appointments 

 Appointments from certificates 530:10-9-92 

 Appointments to noncompetitive classes 530:10-9-95 

 Direct Hire Authority 530:10-9, Part 11 

 Fair employment practices appointments.  

     See also FEPA. 

 

530:10-9-99 

 Persons with Severe Disabilities  

     Employment Program 

 

530:10-9-100 

 Filling vacancies 530:10-9-91 

 Generally 530:10-9, Part 9 

 Project indefinite appointments 530:10-9-96 

 Time limits for entering on duty 530:10-9-94 

 Reinstatement 530:10-9-102 

 Veterans Preference. See also Veteran  

     and Veterans Preference. 

 

530:10-9, Part 13 

Classified Employee 

 Assignment to unclassified position 530:10-11-134 

 Conduct of 530:10-11-91 

 Defined 530:10-1-2 

 Employee guidelines 530:10-11, Part 9 
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 Rights and responsibilities 530:10-5-4 

Classified Service 

 Defined 530:10-1-2 

   

Commission 

 Defined 530:10-1-2 

Compensation 

 See also Certification of Payroll, Overtime, and Salary. 

 Actions to compel payment 530:10-7-31(e)(f) 

 Back pay 530:10-5-51(g) 

 Base pay, base rate, or base salary,  

     defined 

 

530:10-1-2 

 Employee entitled to 530:10-5-4(d) 

 Of Carl Albert Public Interns 530:10-17-80(b) 

 Plan, defined 530:10-1-2 

 Policy requirements 530:10-7-12(a) 

 Recovery of erroneous payment 530:10-7-31(d) 

 Restraint of payment 530:10-7-31(c) 

Compensatory Time 

 See also Overtime.  

 In lieu of overtime payment 530:10-7-12(c) 

Conditions for Employment 

 See also Direct Hire Authority.  

 Defined 530:10-9-111 

Conferences 

 See also Alternative Dispute Resolution Program. 

Consolidation  

 Defined 455:10-1-2 

 Generally 455:10-3-11 

Consider 

 Defined 530:10-1-2 

Continuous Service Incentive Plan 

 Generally 530:10-7-11 

Cooling Off Period 

 See also Administrative Leave. 

 Leave for 530:10-15-50 

Court Service 

 See also Leave.  

 Generally 530:10-15-46 

Cumulative Service 

 Computation of, for purposes of leave 530:10-15-10(c) 

D   

Decision 

 Final decision defined 455:10-1-2 

 Issuance of 455:10-9-5 

 Not sustain defined 455:10-1-2 

 Sustain defined 455:10-1-2 

Definitions 

 Generally 455:10-1-2, 530:10-1-2 

Delegation of Human Resource Functions 

 See also Direct Hire Authority.  

 Application for 530:10-1-33 

 Agreement for 530:10-1-43 

 Audit by the administrator 530:10-1-47 

 Corrective actions 530:10-1-49 

 Delegation authority 530:10-1-43 

 Evaluation 530:10-1-53 

 Generally 530:10-1 Part 3 

 Limits 530:10-1-31 

 Response from administrator 530:10-1-35 

 Staff changes 530:10-1-45 

 Staff qualifications 530:10-1-37 

 Staff training 530:10-1-39 

 Standards, procedures, records, and  

     reports 

 

530:10-1-41 

 Termination or partial revocation of 530:10-1-51 

Demotion 

 See also Involuntary Demotion and Voluntary Demotion. 

 Certification of qualifications before 530:10-9-10 

 Consideration of performance evaluation 530:10-17-31(e) 

 Defined 530:10-1-2 

 During probationary period, prohibited 530:10-11-38 

 Generally  530:11-76 

 Salary on 530:10-7-14(c) 

Detail to Special Duty 

 See also Interchange Program. 

 Generally 530:10-11-110 

 Salary on 530:10-7-17 

Differential 

 See also Salary.  

 Generally 530:10-7-7 

Direct Hire Authority 

 See also Delegation of Human Resource Functions. 

 Adequate applicant pool 530:10-9-111 

 Application for 530:10-9-114 

 Audit and termination of 530:10-9-121 

 Concurrent certification by OPM 530:10-9-117 

 Conditions for employment 530:10-9-111 

 Correction of errors 530:10-9-120 

 Defined 530:10-9-111 

 Duration of 530:10-9-115 

 Expedited recruitment 530:10-9-123 

 Hard-to-fill positions 530:10-9-111 

 Professional practice licensure positions 530:10-9-111 

 Purpose 530:10-9-110 

 Reporting and recordkeeping 530:10-9-118 

 Scope of 530:10-9-112 

Direct Reclassification 

 Generally 530:10-5-90 

 Defined 530:10-1-2 

 Salary on 530:10-7-14(a) 

Disaster Relief Volunteer Leave 

 See Leave.  

 Generally 530:10-15-51 

Discharge  

 See also Discipline and Termination.  

 Appeal rights 455:10-3-7 

 Causes for 455:10-11-14 

 Consideration of performance evaluation 530:10-17-31(e) 

 Defined 455:10-11-3 

 Disciplinary certificate 455:10-11-17(b)(3) 

 Failure to return from leave, cause for 530:10-15-48(g) 

 Final action 455:10-11-17(c) 

 General  455:10-11-17(a) 

 Legal review 455:10-11-17(b)(5) 

 Pre-termination hearing 455:10-11-17(b) 

 Written reprimand 455:10-11-13 

Discipline 

 Appointing Authority responsibility 455:10-11-5 

 Definitions 455:10-11-3 

 Discharge, causes for 455:10-11-14 

 First phase, informal 455:10-11-10 

 General 455:10-11-1 

 Involuntary demotion, causes for  455:10-11-14 

 Progressive discipline 455:10-11-4 



COMBINED SUBJECT INDEX                                                                                                    

Page 5                                                                             November 2010 – Oklahoma Merit System of Personnel Administration Rules 

Discipline (Cont.) 

 Purpose 455:10-11-2 

 Records, access to 455:10-11-8 

 Second phase, formal 455:10-11-11 

 Statistics 455:10-11-9 

 Supervisor responsibility 455:10-11-6 

 Suspension without pay, causes for 455:10-11-14 

 Written reprimand 455:10-11-13 

Discovery   

 Commission code 455:10-13-1 

 Depositions 455:10-13-10 

 Experts 455:10-13-5 

 Interrogatories 455:10-13-7 

 Methods, scope, and limits 455:10-13-2 

 Option to produce records 455:10-13-7(c) 

 Orders 455:10-13-4 

 Protective order 455:10-13-6 

 Request for admission 455:10-13-9 

 Request for documents 455:10-13-8 

 Signing and supplementation of requests,  

     responses and objections 

 

455:10-13-3 

Discrimination 

 Appeal 455:10-3-5 

 Generally, prohibited 530:10-3-2(a) 

 Investigations 530:10-3-20 

 Sexual harassment, prohibited 530:10-3-3 

Discrimination Complaint Investigations 

 Investigator training requirements  530:10-3-22 

 Investigator training verification 530:10-3-24 

 Purpose 530:10-3-20 

 Training program 530:10-3-26 

Dismissal 

 See Discharge, Reduction-in-force, and Termination. 

Disparate Impact 

 See also Adverse Impact. 

 Defined 530:10-1-2 

Displacement 

 See also Reduction-in-force. 

 Adverse impact assessment 530:10-13-6 

 Definitions 530:10-13-2 

 Opportunities and limits 530:10-13-34 

 Privileges, exercise of 530:10-13-37 

Displacement Limit 

 See also Reduction-in-force.  

 Defined 530:10-13-2 

Displacement Opportunity 

 See also Reduction-in-force.  

 Defined 530:10-13-2 

Displacement Privilege 

 See also Reduction-in-force.  

 Defined 530:10-13-2 

Dispute Resolution  

 See also Alternative Dispute Resolution.  

 Generally 455:10-17-2 

Disqualification 

 Removal of names from a register 530:10-9-9 

Duty Assignments 

 Appointing Authority responsibilities 530:10-5-3 

 Employee responsibilities 530:10-9-102(d) 

Duty Location 

 Appointing Authority decision  530:10-11-71(c) 

E   

EAP Professional 

 See also Employee Assistance Program.  

 Defined 530:10-21-2 

EAP Services 

 See also Employee Assistance Program.  

 Defined 530:10-21-2 

EAP Staff 

 See also Employee Assistance Program.  

 Defined 530:10-21-2 

EEO Job Categories 

 Defined 530:10-1-2 

Educational Leave  

 See also Leave.  

 Generally 530:10-15-42 

Educational Institution 

 See also Reduction-in-Force.  

 Defined 530:10-13-2 

Eligible 

 Defined 530:10-1-2 

 Disqualification of 530:10-9-9 

 Statement of availability 530:10-9-55 

Employee 

 See Classified Employee, Interchange Program, Part-time  

     Employee, Permanent Employee, Probationary  

     Employee, State Employee, and Unclassified Employee. 

 Duties and responsibilities 530:10-11-91(d) 

 General conduct 530:10-11-91 

 Forfeiture of position 530:10-1-6(c) 

 General guidelines 530:10-11, Part 9 

 Rights and responsibilities 530:10-5-4 

Employee Assistance Program (EAP) 

 Absence from work related to 530:10-21-7 

 Care-giving resources 530:10-21-2 

 Defined 530:10-21-2 

 EAP professional 530:10-21-2 

 EAP services 530:10-21-2 

 EAP staff 530:10-21-2 

 Employee 530:10-21-2 

 Family members 530:10-21-2 

 Participant 530:10-21-2 

 Participation in 530:10-21-9 

 Policy 530:10-21-3 

 Purpose and scope 530:10-21-1 

 Records 530:10-21-5 

 Referral 530:10-21-2 

 Threat of violence 530:10-21-2 

 Violence 530:10-21-2 

Employee Guidelines   

 Attendance 530:10-15-3 

 Duties and responsibilities 530:10-11-91(d) 

 Duty location  530:10-11-71(c) 

 General leave provisions 530:10-15-2 

 Generally 530:10-11, Part 9 

 Rights and responsibilities 530:10-5-4 

Employee Performance Management System 

 See also Performance Evaluation.  

 Generally 530:10-17-31 

Employee Performance Recognition Programs 

 Establishment of 530:10-23-3 

 Purpose 530:10-23-1 

Employee Rights and Responsibilities   

 Generally 530:10-5-4 

Enforced Leave 

 See also Leave.  

 Generally 530:10-15-40 
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Entrance Examination 

 Defined 530:10-1-2 

Entry on Duty (EOD) 

 Time limits for 530:10-9-94 

Equal Employment Opportunity (EEO) 

 See also Reduction-in-Force.  

 Generally 530:10-13-6 

Equity-based Pay Adjustments 

 See also Pay Adjustments and Salary.  

 Generally 530:10-7-26 

Examinations 

 See Selection Procedures.  

 Announcements 530:10-9-4 

 Duration of score 530:10-9-37(b) 

 Error in scoring 530:10-9-13 

 Identification numbers 530:10-9-39 

 On direct reclassification 530:10-5-90(a) 

 On reinstatement to  

     employment 

 

530:10-9-35, 530:10-9-102(c) 

 Physical 530:10-9-3(c) 

 Proficiency certificate, in lieu of 530:10-9-32 

 Repeating 530:10-9-37 

 Results 530:10-9-40 

 Reviewing 530:10-9-38 

Executive Director 

 Defined 455:10-1-2, 530:10-1-2 

Executive Fellow 

 See also Carl Albert Public Internship Program.  

 Generally 530:10-17-75 

Ex-Parte Communications 

 Defined 455:10-1-2 

 Generally 455:10-3-18 

Exempt Employee 

 See also Unclassified Employee.  

 Unclassified service defined 530:10-1-2 

Exempt Service 

 See also FLSA Exempt and Unclassified Service. 

 Defined 530:10-1-2 

F   

Fair Employment Practices Act (FEPA)  

 See also FEPA.  

 Defined 530:10-1-2 

 Generally 530:10-9-99 

Fair Labor Standards Act (FLSA) 

 Defined 530:10-1-2 

Family and Medical Leave  

 See also Leave.  

 Generally 530:10-15-45 

Family Members 

 See also Employee Assistance Program. 

 Defined 530:10-21-2 

Files 

 See also Records.  

 Agency personnel records 530:10-11-2 

 Confidential MPC records 455:10-1-5(b) 

 Public MPC records 455:10-1-5(c) 

 Review of OPM records 530:10-1-12 

 Right to access own records  530:10-11-4 

Firing an Employee 

 See also Discharge.  

 Causes for 455:10-11-14 

 Generally 455:10-11-17 

First preference 

 See also Leave Due to Work Related Illness or Injury. 

 Generally 530:10-15-49 

FLSA Exempt 

 See also Overtime.  

 Compensatory time 530:10-7-12(d) 

 Defined 530:10-1-2 

 Payment of overtime 530:10-7-12(e) 

FLSA Non-Exempt 

 See also Overtime.  

 Compensatory time 530:10-7-12(c) 

 Defined 530:10-1-2 

 Payment of overtime 530:10-7-12(b) 

Forms 

 See also Records.  

 Distribution of Personnel Action Forms 530:10-11-3 

 Timely submission of Personnel Action  

     Forms 

 

530:10-11-3 

 Used as prescribed by OPM 530:10-11-3 

 Used to describe positions 530:10-5-55 

Freedom of Expression 

 Generally, alleged violations 455:10-3-6(a) 

 Posting 455:10-3-6(d) 

 Appeal rights 455:10-3-6(b) 

 Sanctions 455:10-3-6(c) 

Furlough 

 See also Involuntary Leave without Pay. 

 Generally 530-10-15-48 

G   

Grievance Procedure 

 See also Alternative Dispute Resolution Program. 

 Agency grievance manager responsibility 455:10-19-22 

 Appointing Authority responsibility 455:10-19-20 

 Classification grievances 530:10-5-51, 455:10-19-35(c) 

 Compensation issues 455:10-19-35(h) 

 Definitions 455:10-19-3 

 Discipline issue 455:10-19-35(d) 

 Discrimination complaints 455:10-19-35(g) 

 Employee representation 455:10-19-39 

 Employee responsibility 455:10-19-23 

 Filing an appeal after a formal grievance 455:10-19-46 

 Filing time 455:10-19-42 

 Form 455:10-19-43 

 General procedures 455:10-19-60 

 General provisions 455:10-19-35 

 Grievance and appeal – separate filings 455:10-19-47 

 Grievance, types 455:10-19-35 

 Grievance notice 455:10-19-7 

 Group grievances 455:10-19-40 

 Internal agency grievance resolution 

procedure 

455:10-19-1 

 Leave and travel 455:10-19-38 

 Leave issue 455:10-19-35(e) 

 PMP issue 455:10-19-35(f) 

 Preparation and processing 455:10-19-37 

 Pay movement issues 455:10-19-35(h) 

 Promotion issue 455:10-19-35(b) 

 Records 455:10-19-4 

 Resolution decision 455:10-19-45 

 Resolution time 455:10-19-44 

 Retaliation, prohibited 455:10-19-8 

 Statistics 455:10-19-5 

 Step one – informal discussion 455:10-19-61 

 Step two –formal grievance 455:10-19-62 

 Supervisor responsibility 455:10-19-21 

 Time, calculating number of days 455:10-19-9 
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 Use of voluntary mediation 455:10-19-64 

H   

Hard-to-fill Positions 

 See also Direct Hire Authority.  

 Defined 530:10-9-111 

Hearing 

 Burden of proof    455:10-9-2(f) 

 Closing the record     455:10-9-4  

 Continuance 455:10-9-2(e)(4)  

 Cross-examination 455:10-1-2 

 Decisions 455:10-9-5   

 Direct-examination 455:10-1-2 

 Exhibit  455:10-1-2 

 Evidence  455:10-1-2 

 Purpose 455:10-9-2(a)  

 Notice 455:10-9-2(e)(1)  

 Order of procedure 455:10-9-2(g)  

 Preponderance of evidence  455:10-1-2 

 Process  455:10-9-2(e) 

 Relevant  455:10-1-2 

 Representation   455:10-9-2(c) 

 Remedy  455:10-1-2 

 Transcripts  455:10-3-15 

Hiring Rule 

 Appointments from certificates 530:10-9-92 

 Defined 530:10-1-2 

 Issuance of certificate 530:10-9-71(c) 

Holiday Leave 

 See also Leave.  

 Generally 530:10-15-43 

I   

In-Class Transfer 

 Certification of qualifications before 530:10-9-10 

 During probationary period, limited 530:10-11-39 

Inclement Weather Leave 

 See also Leave.  

 Generally 530:10-15-70; 530:10-15-71 

Initial Appointment or original appointment 

 See also Certificate.  

 Defined 530:10-1-2 

 Filling vacancy 530:10-9-91 

 Prohibited until position is allocated 530:10-5-7(a) 

 Restricted after RIF 530:10-13-71 

 Salary 530:10-7-3 

Insurance 

 After separation due of RIF 530:10-13-9 

 For executive fellows 530:10-17-75(e)(3) 

 Leave without pay to continue  

     insurance after RIF 

 

530:10-15-47(a)(6) 

 Undergraduate interns, ineligible 530:10-17-74(c) 

Inter-Agency Transfer 

 Annual leave benefits 530:10-15-11(b)(7) 

 Certification of qualifications before 530:10-9-10 

 Defined 530:10-1-2 

 During probationary period, prohibited  530:10-11-39 

 Generally 530:10-11-72 

 Trial period after 530:10-11-55(b) 

 Resulting from transfer of facility or  

     function 

 

530:10-11-74 

 Salary  530:10-7-14 

 Sick leave benefits 530:10-15-12(8) 

Interchange Program 

 Agreements and contracts 530:10-17-52 

 Agency rotations 530:10-17-156 

 Generally 530:10-17, Part 5 

 Purpose 530:10-17-50 

Internal Action or Internal Appointment 

 Defined 530:10-1-2 

 Prohibited until position is allocated 530:10-5-7 

Intervenor 

 Defined 455-10-1-2 

 Generally 455:10-21-6 

Interviews 

 Failure to appear 530:10-9-52(a)(5) 

 Failure to respond 530:10-9-52(a)(3) & (4) 

Intra-Agency Transfer 

 Appeal of, limited 530:10-11-71(c) 

 Certification of qualifications before 530:10-9-10 

 Conditions for trial period 530:10-11-71(b) 

 Defined 530:10-1-2 

 Generally 530:10-11-71 

 Of permanent employee 530:10-11-71(a) 

 Of probationary employee, limited 530:10-11-39 

Investigation 
 Agency required 455:10-7-7 

 Directed investigation 455:10-7-2 

 Fact finding conference 455:10-7-3 

 File 455:10-7-6 

 Interviews 455:10-7-2(d) 

 Preliminary 455:10-7-1 

 Report 455:10-7-4 

 Requests for information 455:10-7-2(c) 

 Standards 455:10-7-5 

 Witness testimony 455:10-7-3(5) 

Involuntary Demotion 

 See also Demotion and Discipline.  

 Appeal rights 455:10-3-7 

 Causes for 455:10-11-14 

Involuntary Leave Without Pay 

 See also Furlough.  

 Generally 530:10-15-48 

J   

Job Announcements 

 Generally 530:10-9-4 

Job Family Descriptor (JFD) 

 Adoption, revision, and abolishment 530:10-5-8(c) 

 Defined 530:10-1-2 

 Distribution 530:10-5-8(d) 

 Format and content 530:10-5-8(b) 

 Purpose and use 530:10-5-8(a) 

 OPM responsibility 530:10-5-2 

Job-Related Organization 

 Defined 530:10-1-2 

Joinder 

 Defined 455:10-1-2 

 Generally 455:10-3-11 

Jurisdiction 

 Defined 455:10-1-2 

 Generally 455:10-3-2 

Jury Duty 

 See also Leave.  

 Generally 530:10-15-46 

L   

LWOP (Leave Without Pay)  

 See also Leave of Absence Without Pay.  

 Generally 530:10-15-47 

Lateral Transfer 

 Defined 530:10-1-2 
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 During probationary period, prohibited 530:10-11-39 

Leave 

 See also Annual Leave, Leave of Absence Without Pay, Sick  

     Leave, and Suspension with Pay. 

 Accrual during pay status only 530:10-15-10(d) 

 Administrative 530:10-15-50, 530:10-15-71 

 Annual leave 530:10-15-11 

 Compensatory 530:10-7-12 (c)&(d) 

 Cooling off period 530:10-15-50 

 Court and jury service 530:10-15-46 

 Differential prohibited while on paid  

     leave 

 

530:10-7-7(b) 

 Disaster relief volunteer 530:10-15-51 

 Due to unsafe working conditions 530:10-15-71 

 Due to work related illness or injury 530:10-15-49 

 Educational 530:10-15-42 

 Enforced 530:10-15-40 

 Family and medical 530:10-15-45 

 First preference due to work related  

     illness or injury 

 

530:10-15-49 

 For executive fellows 530:10-17-75(e)(2) 

 For probationary employee 530:10-11-35 

 For undergraduate interns, ineligible 530:10-17-74(c) 

 General annual and sick policies 530:10-15-10 

 General provisions 530:10-15-2 

 Holidays 530:10-15-43 

 Inclement weather 530:10-15-70, 530:10-15-71 

 Involuntary without pay (furlough) 530:10-15-48 

 Jury duty 530:10-15-46 

 Military 530:10-15-44 

 National disasters 530:10-15-57 

 Office closings 530:10-15-70, 530:10-15-71 

 Organizational  530:10-15-41 

 Pregnancy 530:10-15-12(1), 530:10-15-45(b) 

 Purpose 530:10-15-1 

 Sharing 530:10-15-52 

 Sick leave 530:10-15-12 

 Termination after exhausting 530:10-15-10(f) 

 Without pay 530:10-15-47 

Leave Due to Unsafe Working Conditions 

 See also Administrative Leave.  

 Generally 530:10-15-71 

Leave Due to Work Related Illness or Injury 

 See also First Preference.  

 Generally 530:10-15-49 

Leave of Absence 

 See Absence Due to Work Related Illness or Injury, First  

     Preference, Leave, Leave of Absence Without Pay, and  

     Suspension with Pay. 

 Due to work related illness or injury 530:10-15-49 

 Without pay 530:10-15-47 

Leave of Absence Without Pay 

 See also Absence Due to Work Related Illness or Injury,  

     First Preference, Furlough, Leave, and Military Leave. 

 Appointing Authority termination rights 530:10-15-10(f) 

 Defined 530:10-1-2 

 For probationary employees 530:10-11-36 

 Generally 530:10-15-47 

 Impact on cumulative service 530:10-15-10(c)(1)(F)&(G) 

 Involuntary, (furlough) 530:10-15-48 

 Rights upon return from 530:10-15-47(b) 

 To accept unclassified position 530:10-11-134(b) 

Leave Sharing 

 Generally 530:10-15-52 

M   

Mandatory Supervisory Training 

 See also Supervisory Training.  

 Generally 530:10-17, Part 9 

Manifest Imbalance 

 Defined 530:10-1-2 

Market Adjustments 

 See also Pay Adjustments and Salary.  

 Generally 530:10-7-20 

Mediation 

 Generally 455:10-17-8 

Mentor Program 

 See also State Mentor Program.  

 Agency rotations 530:10-17-156 

 Description 530:10-17-155 

 Purpose 530:10-17-150 

Merit Increase 

 See also Performance Pay.  

 Consideration of performance evaluation 530:10-17-31(e) 

Merit Protection Commission (MPC) 

 See also Commission.  

 Defined 530:10-1-2 

Merit Rules for Employment 

 Application of 530:10-1-1 

 Authority for 530:10-1-1(d) 

 Conflict with federal regulations 530:10-1-8 

 Defined 455:10-1-2, 530:10-1-2 

 Purpose 455:10-1-1, 530:10-1-1 

 Required compliance 530:10-1-5 

 Severability clause 530:10-1-7 

 Violation of 530:10-1-6 

Merit System 

 Defined 530:10-1-2 

Military Leave 

 Generally 530:10-15-44 

 Salary upon return from 530:10-7-5 

Minimum Qualifications 

 See also Selective Qualifications.  

 Certification request 530:10-9-70 

 Certification required 530:10-9-10 

 Certified Public Manager, substitution  

     for experience 

 

530:10-17-112(e) 

 Defined 530:10-1-2 

 Disqualification of person when lacking 530:10-9-9(a)(1) 

 Effect if position is reallocated to an  

     existing class 

 

530:10-5-91 

 Effect on direct reclassification 530:10-5-90(a) 

 Effect on priority re-employment 530:10-13-70(b) 

 Effect on voluntary demotion 530:10-11-76(a) 

 Establishment of 530:10-9-6 

 Included in specifications 530:10-5-8(b)(1)(E) 

 Licensure 530:10-9-33 

Minority 

 Defined 530:10-1-2 

Model Projects 

 Authorization 530:10-1-61 

 Effect of Merit Rules on 530:10-1-65 

 Purpose 530:10-1-60 

Motions 

 Defined 455:10-1-2 
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N   

New Position 

 See also Position.  

 Defined 530:10-1-2 

Noncompetitive Appointment 

 Defined 530:10-1-2 

 Generally 530:10-9-95 

Noncompetitive job   

 Defined 530:10-1-2 

O   

Office of Personnel Management (OPM) 

 Delegation of human resource functions 530:10-1-30 

 Employee roster 530:10-1-11 

 Forms prescribed by 530:10-11-3 

 Review of OPM records 530:10-1-12 

Officials and Administrators – EEO Job Categories 

 See also EEO Job Categories.  

 Defined 530:10-1-2 

OK Health 

Generally                                                                      530:10-7-19 

Oklahoma Personnel Act 

 See also Act.  

 Alleged violations of 455:10-3-3 

 Defined 530:10-1-2 

 Required compliance 530:10-1-5 

On-call Pay 

 See also Pay and Salary.  

 Generally 530:10-7-16 

Organizational Leave  

 See also Leave.  

 Generally 530:10-15-41 

Organizations 

 See also Certified Public Manager Program. 

 Defined 530:10-17-111 

Original Appointment  

 See also Initial Appointment.  

 Initial appointment defined 530:10-1-2 

Overtime 

 Generally 530:10-7-12 

P   

Paraprofessionals – EEO Job Category 

 See also EEO Job Categories. 

 Defined 530:10-1-2 

Participant 

 See also Employee Assistance Program. 

 Defined 530:10-21-2 

Part-time Employee 

 Accrual of annual leave 530:10-15-11(b)(2) 

 Accrual of sick leave 530:10-15-12(7) 

 Calculation of retention points for RIF 530:10-13-33 

 Defined 530:10-1-2 

Pass for Cause 

 See also Absolute Preference Veteran. 

 Of an absolute preference veteran 530:10-9-131 

Pay 

 See Compensation, Overtime, and Salary. 

 On-call pay 530:10-7-16 

 Salary administration plan 530:10-7-1.1 

 Salary schedule 530:10-7-2 

Pay Adjustments 

 See also Pay and Salary.  

 Equity based  530:10-7-26 

 Market 530:10-7-20 

 Performance-based 530:10-7-27 

 Skill-based 530:10-7-24 

Payline 

 Defined 530:10-1-2 

Payroll Certification 

 See also Certification of Payroll.  

 Generally 530:10-7-31 

Penalties 

 For violation of rules or act 530:10-1-6 

Performance-based Adjustments 

 See also Pay Adjustments and Salary.  

 Generally 530:10-7-27 

Performance Evaluation 

 See also Task Lists. 

 Compliance report 530:10-17-31(h) 

 Distribution  530:10-17-31(f) 

 Frequency 530:10-17-31(c) 

 Generally 530:10-17-31 

 Grievance about  455:10-19-35(f) 

 Records of 530:10-11-2 

 Use of 530:10-17-31(e) 

 Use of in allocation of position, limited 530:10-5-54(d) 

Performance Pay 

 Consideration of performance evaluation 530:10-17-31(e) 

Permanent Employee 

 Defined 530:10-1-2 

 Effective date of permanent status 530:10-11-31 

Personnel Changes 

 Reports of 530:10-11-3 

Personnel Files 

 See also Records.  

 Agency personnel records 530:10-11-2 

 Review of  530:10-11-4 

Personnel Interchange Program 

 See also Interchange Program.  

 Generally 530:10-17, Part 5 

Personnel Professional 

 See also Certified Personnel Professional.  

 Defined 530:10-17-131 

 Training Requirements 530-10-17-132 

Personnel Transaction 

 See also Reduction-in-force.  

 Defined 530:10-13-2 

Persons with Severe Disabilities Employment Program 

 Application process 530:10-9-100(e) 

 DRS Certification 530:10-9-100(b) 

 Generally 530:10-9-100 

 OPM role 530:10-9-100(c) 

Petition for Reconsideration 

 Defined 455:10-1-2 

 Generally 455:10-3-20(a) 

 Filing 455:10-3-20(b) 

 Rejection 455:10-3-20(d) 

 Scheduling 455:10-3-20(e) 

 Commissioners’ action  455:10-3-20(f) 

Physical examination 

 Administered by appointing authority 530:10-9-3(c) 

Position 

 See also Audits of Positions.  

 Abolished position, notice to OPM 530:10-5-6(d) 

 Allocation of.  See Allocation.  

 Authority to abolish, create and change  

     positions 

 

530:10-5-3(a) 
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Position (Cont.) 

 Change in position, notice to OPM 530:10-5-6(c) 

 Creation  530:10-5-3(a) 

 Creation of, notice to OPM 530:10-5-6(a) 

 Defined 530:10-1-2 

 Filling vacancy, priority reemployment  

     consideration 

 

530:10-13-71 

 Filling vacancy, promotional posting 530:10-11-51 

 Filling vacancy, in unallocated 

position,  

     prohibited 

 

530:10-5-7 

 Filling vacancy must comply with rules 530:10-9-91 

 Forfeiture of 530:10-1-6(c) 

 Identification code assignment 530:10-5-2(b) 

 New position 530:10-1-2 

 Notice  530:10-5-6(a) 

 OPM responsibility 530:10-5-2 

 Reallocation. See Reallocation.  

 Review of, required 530:10-5-6(b) 

Position Description Questionnaire 

 Conduct of position audit 530:10-5-56 

 Distribution of agency comments to  

     employee 

 

530:10-5-54(g) 

 Distribution to employee 530:10-5-

3(b)(6) 

 Generally 530:10-5-55(a) 

 Required 530:10-5-6(a) 

 Use of, to allocate positions 530:10-5-34 

Preference 

 See also Absence Due to Work Related Illness or Injury 

and Veterans Preference. 

 For Oklahoma residents 530:10-9-92(2) 

Prehearing Conference 

 Continuance 455:10-9-

1(e)(4) 

 Defined 455:10-1-2 

 Exhibit list 455:10-9-

1(b)(3) 

 Generally 455:10-9-1 

 Notice 455:10-9-

1(e)(1) 

 Party responsibility 455:10-9-1(b) 

 Witness list 455:10-9-

1(b)(4) 

Pretermination hearing 

 Generally 455:10-11-

17(b) 

Priority Reemployment Consideration 

 See also Reduction-in-force. 

 Agency requirements 530:10-13-71 

 Appointment from PRC roster 530:10-13-71 

 Certificate appointment 530:10-13-

71(b) 

 Conditions of employment and 

entrance  

     salary 

 

530:10-13-72 

 Defined 530:10-1-2 

 Eligibility 530:10-13-70 

 Expiration and forfeiture of eligibility 530:10-13-73 

 Generally 530:10-13, Part 7 

 Placement on roster 530:10-13-70(b) 

 Salary 530:10-13-72 

Probationary Employee 

 See also Probationary Period.  

 Absence due to work related 

illness/injury 

530:10-15-49 

 After reinstatement 530:10-9-102 

 Annual leave 530:10-11-35 

 Change in work status 530:10-11-33 

 Change in shift assignment 530:10-11-40 

 Defined 530:10-1-2 

 Demotion prohibited 530:10-11-38 

 Dismissal 530:10-11-30(c), 530:10-11-32 

 Eligible for priority reemployment  

     consideration 

 

530:10-13-70 

 General provisions 530:10-11-30 

 Leave of absence without pay 530:10-11-36 

 Named on certificate 530:10-9-92(3) 

 Performance pay increase prohibited 530:10-11-37 

 Promotion prohibited 530:10-11-38 

 Reclassification of 530:10-5-90(b) 

 Sick leave 530:10-11-35 

 Termination  530:10-11-30(c), 530:10-11-32 

 Transfer 530:10-11-39 

Probationary Period 

 See also Trial Period.  

 Adjustment of, after leave without pay 530:10-11-36 

 Completion of 530:10-11-30, 530:10-11-31 

 Defined 530:10-1-2 

 Dismissal during 530:10-11-30(c), 530:10-11-32 

 Extension prohibited 530:10-11-

30(a) 

 Generally 530:10-11-30 

 Performance evaluation during 530:10-17-

31(c) 

 Upon reinstatement 530:10-9-

102(d) 

 Waiving up to six months permitted 530:10-11-

30(a) 

Professionals – EEO Job Category 

 See also EEO Job Categories.  

 Defined 530:10-1-2 

Professional Leave (also known as Organizational Leave) 

 See also Leave.  

 Generally 530:10-15-41 

Professional Practice Licensure Positions 

 See also Direct Hire Authority.  

 Defined 530:10-9-111 

Proficiency Certificate 

 Acceptance of 530:10-9-32 

Program 

 See also Certified Public Manager Program. 

 Defined 530:10-17-111 

Progressive Discipline 

 See also Discipline.  

 Generally 455:10-11-4 

Project Indefinite Appointment 

 Generally 530:10-9-96 

Promotion 

 Appeal based on promotional action 530:10-11-54 

 Certification of qualifications before 530:10-9-10 

 Consideration of performance 

evaluation 

530:10-17-

31(e) 

 Defined 530:10-1-2 

 During probationary period prohibited 530:10-11-38 

 Examination requirements 530:10-9-35 

 Generally 530:10-11, Part 

5 
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 Posting for continuous multiple 

vacancies 

530:10-11-53 

 Posting plan 530:10-11-51 

 Records 530:10-11-2 

 Salary 530:10-7-14(b) 

 Testing 530:10-9-35 

 Statutory probationary period after  

     intra-agency promotion 

 

530:10-11-55(c) 

 Trial period after interagency 

promotion 

530:10-11-

55(b) 

 Trial period after intra-agency 

promotion 

530:10-11-

55(a) 

Promotional Examination 

 Defined 530:10-1-2 

Protective Service Workers – EEO Job Category 

 See also EEO Job Categories.  

 Defined 530:10-1-2 

R   

RIF (Reduction-in-force) 

 See also Reduction-in-force.  

 General provisions 530:10-13, Part 1 

Rate of Pay 

 See also Salary.  

 Purpose and general provisions 530:10-7, Part 1 

Reallocation 

 See also Allocation.  

 Defined 530:10-1-2 

 Status of incumbent 

after 

530:10-5-90, 530:10-5-91 

Recall 

 See also Reduction-in-force.  

 After multiple reductions-in-force 530:10-13-53 

 Eligibility  530:10-13-50 

 Forfeiture and expiration of rights  530:10-13-52 

 Generally 530:10-13-50 

 Order of 530:10-13-51 

 Right defined 530:10-1-2 

 Salary 530:10-7-8 

Reclassification  

 See also Direct Reclassification.  

 After position reallocation 530:10-5-91 

 Authority for 530:10-5-3(a) 

 Defined 530:10-1-2 

 Not prohibited 530:10-5-4(d) 

Recognition Programs 

 See also Employee Performance Recognition Programs. 

 Establishment 530:10-23-3 

 Purpose 530:10-23-1 

Records 

 Agency personnel records 530:10-11-2 

 Allocation  530:10-5-54(f) 

 Appeal 455:10-3-14 

 Confidential MPC records 455:10-1-5(b) 

 Distribution of personnel action forms 530:10-11-3 

 Employee roster 530:10-1-11 

 Forms prescribed by OPM 530:10-11-3 

 Generally, MPC 455:10-1-5(a) 

 Generally, OPM 530:10-11-2 

 Public MPC records 455:10-1-5(c) 

 Review of OPM records 530:10-1-12 

 Rights of access to own file in agency 530:10-11-4 

 Timely submission of personnel action  

     forms 

 

530:10-11-3 

Reduction-in-force 

 See also Displacement, Priority Reemployment 

Consideration, Recall, and Voluntary Out. 

 Abolishing and retaining positions 530:10-13-31 

 Affected employees 530:10-13-2 

 Affected job family levels 530:10-13-2 

 Affected positions 530:10-13-2 

 After position reallocation 530:10-5-90, 530:10-5-91 

 Agency 530:10-1-2, 530:10-13-2 

 Appeal of, limited 530:10-13-10 

 Calculation of retention points 530:10-13-33 

 Continuation of insurance 530:10-13-9 

 Defined 530:10-13-2 

 Definitions, for purposes of RIF 530:10-13-2 

 Displacement or displace 530:10-13-2 

 Displacement limit 530:10-13-2 

 Displacement opportunities and limits 530:10-13-34 

 Displacement opportunity 530:10-13-2 

 Displacement privilege 530:10-13-2 

 Displacement privileges, exercise of  53010-13-37 

 Educational Voucher Fund 530:10-13-13 

 Equal employment opportunity 530:10-13-6 

 Freeze on personnel actions 530:10-13-8 

 Implementation schedule 530:10-13-35 

 In-class transfer 530:10-13-34(b)(1) 

 Lateral transfer 530:10-13-34(b)(2) 

 Not considered discharge 530:10-17-31(e) 

 Notice and time requirements 530:10-13-3 

 Notice to individual employees 530:10-13-36 

 Order of employee removal 530:10-13-32 

 Personnel transaction 530:10-13-2 

 Purpose and scope of rules for 530:10-13-1 

 Reorganization 530:10-13-2 

 Separations 530:10-13-38 

 Severance benefits 530:10-13-2 

 Voluntary demotion 530:10-13-34(b)(3) & 

(4) 

 Written notice to employees 530:10-13-36 

 Years of service 530:10-13-2 

Reemployment 

 See also Military Leave, Priority Reemployment 

Consideration, Recall, and Reinstatement to Classified 

Service. 

 Priority consideration generally 530:10-13-70 

Referral 

 See also Employee Assistance Program. 

 Defined 530:10-21-2 

Register 

 Defined 530:10-1-2 

 Duration of 530:10-9-51 

 Establishment of 530:10-9-50 

 Generally 530:10-9, Part 5 

 Life of 530:10-9-51 

 Opening by veteran 530:10-9-132 

 Rank of names on 530:10-9-50 

 Register life, defined 530:10-1-2 

 Removal of name from, due to inability  

     to enter on duty 

 

530:10-9-94 

 Removal of names from,     

     generally 

 

530:10-9-9; 530:10-9-52 

 Statement of availability 530:10-9-55 

Regular and consistent 

 Defined 530:10-1-2 
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Regular Unclassified Service Employee 

 See also Unclassified Employee.  

 Defined 530:10-1-2 

Reinstatement 

 See also Reinstatement to Classified Service. 

 Defined 530:10-1-2 

 Of sick leave after reemployment 53:10-15-

12(12) 

Reinstatement to Classified Service 

 See also Military Leave, Priority Reemployment  

     Consideration, Recall, and Reinstatement. 

 Certification of qualifications required 530:10-9-10 

 Examination requirements 53:10-9-35 

 Generally 530:10-9-102 

 Probationary period 530:10-9-

102(d) 

 Rate of pay 530:10-7-4 

Removal of Names from Registers 

 Abolition of register by OPM 530:10-9-52(a)(9) 

 Accepted certificate appointment for 

same JFD 

530:10-

952(a)(2) 

Removal of Names from Registers (Cont.) 

 Applicant’s request 530:10-9-52(a)(1) 

 Declined appointment 530:10-9-52(a)(7) 

 Disqualifications 530:10-9-9 

 Failure to appear for interview 530:10-9-52(a)(5) 

 Failure to report for duty 530:10-9-52(a)(8) 

 Failure to respond 530:10-9-52(a)(3)&(4) 

 Notification of 530:10-9-52(b) 

Reorganization 

 See also Reduction-in-force.  

 Defined 530:10-13-2 

Reports 

 See Records.  

 Investigative  455:10-1-2 

 Performance evaluation compliance 530:10-17-31(h) 

Representative 

 Defined 455:10-1-2 

 Generally 455:10-21-3 

Resignation 

 Acceptance of unclassified position  

     deemed to be 

 

530:10-11-134 

 Defined 530:10-1-2 

 Method of 530:10-11-132 

 Required prior to prohibited activity 530:10-11-93 

Rights and Responsibilities of Employees  

 Generally 530:10-5-4 

Roster 

 See also Priority Reemployment Consideration. 

 Employee 530:10-1-11 

S   

SER (Special Entrance Rate) 

 See also Salary.  

 Generally 530:10-7-3 

Salary 

 See also Compensation and Overtime. 

 Above maximum 530:10-7-10 

 Adjustments when pay bands are  

     changed 

 

530:10-7-13 

 Administration plan  530:10-7-1.1 

 Calculation of rates of pay  530:10-7-1.3 

 Differential 530:10-7-7 

 Entrance 530:10-7-3 

 Equity-based pay adjustments 530:10-7-26 

 For positions that become classified 530:10-7-9 

 Market adjustments 530:10-7-20 

 On-call pay 530:10-7-16 

 On completion of initial probation or 

trial  

     period 

 

530:10-7-22 

 On demotion 530:10-7-14(c) 

 On detail to special duty 530:10-7-17 

 On direct reclassification 530:10-7-14(a) 

 On intra-agency transfer 530:10-7-14(d) 

 On promotion 530:10-7-14(b) 

 On recall after RIF 530:10-7-8 

 On reinstatement to classified service 530:10-7-4 

 On return from military service 530:10-7-5 

 Overtime 530:10-7-12 

 Pay band defined 530:10-1-2 

 Performance pay increase 530:10-17-31(e) 

 Probationary employee performance 

pay  

     increases, prohibited 

 

530:10-11-37 

 Reduction 530:10-7-15 

 Schedule 530:10-7-2 

 Skill-based pay adjustments 530:10-7-24 

 Special entrance rate 530:10-7-3 

Selection of Employees 

 See also Minimum Qualifications. 

 Class specification used for 530:10-5-8(a) 

 Disqualification from 50:10-9-9 

 Responsibility for final 530:10-9-92(6) 

Selection Procedures 

 See also Examination.  

 For classes requiring licensure 530:10-9-33 

 For internal appointments and transfers  530:10-9-35 

 Generally 530:10-9-3 

 Required for priority reemployment  

     consideration 

 

530:10-13-70(b) 

Selective Qualifications 

 Generally 530:10-9-74 

 Grounds for disqualifications 530:10-9-9(a)(11) 

Senior EEO Investigator 

 Defined 530:10-1-2 

Senior Undergraduate Intern 

         Program                                                              530:10-17-76 

Separation 

 See Discharge, Reduction-in-force, Resignation, and  

     Termination. 

 Discharge generally 455:10-11-17(a) 

 Reduction-in-force generally 530:10-13, Part 3 

 Resignation defined 530:10-1-2 

Service-Maintenance – EEO Job Category 

 See also EEO Job Categories.  

 Defined 530:10-1-2 

Service Rating 

 See also Performance Evaluation. 

 Generally 530:10-17-31 

Settlement of Appeals 

 Generally 455:10-3-12 

Severance Benefits 

 See also Reduction-in-force.  

 Conditions of acceptance 530:10-13-70(c) 

 Defined 530:10-13-2 

 Repayment of 530:10-13-70(c)(2) 

 Required description of 530:10-13-3(c) 
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Sexual Harassment 

 See also Discrimination. 

 Prohibited 530:10-3-3 

Sick Leave 

 Accrual during pay status only 530:10-15-10(d) 

 Accrual in partial month prorated 530:10-15-12(6) 

 Accrual prorated for part-time 

employees 

530:10-15-12(7) 

 Accrual rates 530:10-15-10(b) 

 Accumulation limits 530:10-15-10(b) 

 Accumulation maximum 530:10-15-12(13) 

 Approval of 530:10-15-12(4) 

 Defined 530:10-15-12(1) 

 During probationary period 530:10-11-35 

 Effect when exhausted 530:10-15-12(10) 

 Eligibility for 530:10-15-10(a) 

 Enforced leave charged against 530:10-15-40 

 For probationary employees 530:10-11-35 

 Generally 530:10-15-12 

 Holidays falling within 530:10-15-12(5) 

 On inter-agency transfer 530:10-15-12(8) 

 Payment for on separation, prohibited 530:10-15-12(9) 

 Reinstatement of after  

     reemployment 

 

530:10-15-12(12) 

 Use as annual leave, prohibited 530:10-15-12(2) 

 Use in advance, prohibited 530:10-15-12(3) 

 Termination of employee, when  

     exhausted 

 

530:10-15-10(f) 

 Used to supplement workers  

     compensation benefits 

 

530:10-15-10(d)&(e) 

 When workers compensation 

     is received 

 

530:10-15-12(11) 

Skill-based Pay Adjustments 

 See also Pay Adjustments and Salary. 

 Generally 530:10-7-24 

Skilled Craft Workers – EEO Job Category 

 See also EEO Job Categories. 

 Defined 530:10-1-2 

Specification 

 See also Class and Job Family Descriptor. 

 Abolishment of, procedure 530:10-5-8(c) 

 Adoption of, basis for 530:10-5-34(f) 

 Adoption of, procedure 530:10-5-8(c) 

 Distribution of, generally 530:10-5-8(d) 

 Format and content of 530:10-5-8(b) 

 Generally 530:10-5-6 

 Recording changes 530:10-5-3(b)(5) 

 Review of JFDs 530:10-5-3(b)(1) 

 Revision of, basis for 530:10-5-34(f) 

 Revision of, procedure for 530:10-5-8(c) 

 Use of, generally 530:10-5-8(a) 

 Use of, to allocate positions 530:10-5-34(a) 

State Employee 

 See Classified Employee, Employee, Interchange Program,  

     Part-time Employee, Permanent Employee, 

Probationary  

     Employee, and Unclassified Employee. 

 Employee defined 530:10-1-2 

 Forfeiture of position 530:10-1-6(c) 

 General guidelines 530:10-11, Part 9 

 Rights and responsibilities 530:10-5-4 

State Mentor Program 

 See also Mentor Program.  

 Agency 530:10-17-153 

 Agency mentor 530:10-17-153 

 Agency rotation 530:10-17-156 

 Application form 530:10-17-155(c) 

 Application procedure 530:10-17-155(e) 

 Background investigation 530:10-17-155(i) 

 Description 530:10-17-155 

 Purpose 530:10-17-150 

 Eligibility 530:10-17-155(a) 

 Mentor executive 530:10-17-153 

 Minimum qualifications 530:10-17-155(g) 

 Nomination procedure 530:10-17-155(b) 

 Receiving agency 530:10-17-153 

 Selection advisory committee 530:10-17-152 

 Selection process 530:10-17-155(f) 

 Sending agency 530:10-17-153 

State Work Incentive Program (SWIP) 

 Conversion 530:10-17-177 

 Purpose  530:10-17-170 

Stay of Enforcement 

 Generally 455:10-3-21  

Subpoenas 

 Defined 455:10-1-2 

 Duces tecum, defined 455:10-1-2 

 Generally 455:10-21-4(b) 

Supervisor 

 Generally 530:10-1-2 

Supervisory Training 

 Defined  530:10-17-91 

 Generally 530:10-17, Part 9 

 Reporting Compliance 530:10-17-97 

 Reporting Requirements 530:10-17-95 

 Requirements 530:10-17-93 

 Twelve hours of training 530:10-17-91 

 Twenty-four hours of training 530:10-17-91 

Suspension With Pay 

 Generally 530: 10-11-120 

Suspension Without Pay 

 See also Discipline.  

 Appeal Rights 455:10-3-7 

 Causes for 455:10-11-14 

 Final action 455:10-11-15 (c) 

 General 455:10-11-15(a) 

 Notice to employee 455:10-11-15(b) 

T   

Task Lists 

 See also Performance Evaluation.  

 Changes in duties and 

responsibilities 

530:10-5-6(c) 

 Distribution of 530:10-5-3(b)(6)(B) 

 Not exhaustive 530:10-5-4(g) 

 Review of  

 Use in allocation of  

     positions 

 

530:10-5-34(b), 530:10-5-54(d) 

Technicians – EEO Job Category 

 See also EEO Job Categories.  

 Defined 530:10-1-2 

Temporary Assignment 

 See also Detail to Special Duty and Interchange. 

 Detail to special duty, generally 530:10-11-110 

 To unclassified position 530:10-11-134 

Termination 

 See also Discharge.  

 After sick leave is exhausted 530:10-15-12(10) 

 After leave due to work related   
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     illness or injury 530:10-15-49(j)(2) 

 During probationary period 530:10-11-32 

 Of Carl Albert Interns 530:10-17-82(a) 

Test 

 See also Examinations and Selection Procedures. 

 Repeating 530:10-9-37 

 Results 530:10-9-40 

 Selection procedures, generally 530:10-9-3 

Threat of violence 

 See also Employee Assistance Program. 

 Defined 530:10-21-2 

Training 

 See also Carl Albert Public Internship Program, Certified  

     Public Manager Program, Supervisory Training, and  

     Certified Personnel Professional. 

 Carl Albert Intern requirements 530:10-17-80(f) 

 Certified Personnel Professional  

     requirements 

 

530:10-17-132 

 Requirements for affirmative action  

     personnel 

 

530:10-3-78 

 Requirements for persons who 

investigate 

     discrimination complaints 

 

530:10-3-22 

 Supervisory requirements 530:10-17, Part 9 

Transfers 

 See also In-Class, Inter-Agency, and Intra-Agency  

     Transfers. 

 Certification of qualifications before 530:10-9-10 

 Inter-agency, generally 530:10-11-72 

 Intra-agency, generally 530:10-11-71 

Trial Period 

 See also Probationary Period.  

 After promotion 530:10-11-55 

 After voluntary demotion 530:10-11-76(b) 

 Defined 530:10-1-2 

Twelve Hours of Training 

 See also Supervisory Training. 

 Defined 530:10-17-91 

Twenty-four Hours of Training 

 See also Supervisory Training.  

 Defined 530:10-17-91 

U   

Unauthorized Absence 

 See also Absence without Leave and Leave of Absence  

     without Pay. 
 Appointing Authority termination 

rights 

530:10-15-10(f) 

 Absence without leave defined 530:10-1-2 

 Impact on cumulative 

service 

530:10-15-10(c)(1)(F)&(G) 

Unclassified Employee 

 See also Unclassified Service and State Employee. 

 Absence due to work related illness  

     or injury 

 

530:10-15-49 

 Unclassified service defined 530:10-1-2 

 Discrimination prohibited 530:10-3-2 

 Eligibility for leave 530:10-15-10 

 Performance evaluation 530:10-17-31 

 Records 530:10-11-2 

 Regular unclassified service employee,  

     defined 

 

530:10-1-2 

 Subject to furlough 530:10-15-48(a) 

Unclassified Service 

 Affected by reduction-in-force 530:10-13-32(a) 

 Defined 530:10-1-2 

 Records 530:10-11-2 

 Temporary assignment to 530:10-11-134 

Undergraduate Intern 

 See also Carl Albert Public Internship Program. 

 Program 530:10-17-74 

V   

Vacancies 

 See also Position.  

 Filling, must comply with rules 530:10-9-91 

 Filling, priority reemployment  

     consideration 

 

530:10-13-71 

 Filling, promotional posting 530:10-11-51 

 Filling, unallocated positions 

prohibited 

530:10-5-7 

Veteran 

 See also Absolute Preference Veteran and Veterans  

     Preference. 

 Defined 530:10-1-2 

 Opening closed register for 530:10-9-132 

Veterans Preference 

 See also Absolute Preference Veteran and Veteran. 

 Generally 530:10-9-130 

 Pass for cause 530:10-9-131 

Violence 

 See also Employee Assistance Program.  

 Defined 530:10-21-2 

Voluntary Demotion 

 See also Demotion.  

 Generally 530:10-11-76 

Voluntary Out 

 In lieu of RIF 530:10-13-11 

 Persons accepting, ineligible for recall 530:10-13-50(d) 

 Persons accepting, ineligible for 

priority  

     reemployment consideration 

 

530:10-13-70(d) 

W   

Work Incentive Program 

 See also State Work Incentive Program. 

 Conversion after break in service 530:10-17-177(c) 

 Direct conversion 530:10-17-177(b) 

 Eligibility 530:10-17-177(a) 

 Generally 530:10-17-177 

 Salary upon conversion 530:10-17-177(d) 

Y   

Years of Service 

 See also Reduction-in-force. 

 Defined 530:10-13-2 

   

   

   

   

 


