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(E) To promote effective and efficient per-
sonnel management practices in state govern-
ment and to aid all state agencies in person-
nel matters.

(2) Amendments to the rules shall be adopt-
ed by the board only after public hearing
unless adopted as emergency rules as provid-
ed by law. The amended rules shall be filed
with the secretary of state and shall become
effective as provided by law. Following the
adoption and filing of any amendment, the
director promptly shall transmit the amend-
ment to the appointing authorities.

(3) Compliance. All officers and employees
of the state, under the provisions of the state
personnel law, shall comply with and aid in
all proper ways in carrying out the provisions
of this law and these rules and they shall fur-
nish any records or information which the
director or the board may request for any pur-
pose. A state officer or employee who shall
fail to comply with any of the provisions of
this law or these rules shall be subject to all
penalties and remedies provided by law for
the failure of a public officer or employee to
do any act required by law. The director may
maintain an action or proceeding at law or in
equity as s/he considers necessary or appro-
priate to secure compliance with the law and
these rules (see section 36.440.1 and
36.440.2, RSMo). Any person holding any
position of employment covered by the provi-
sions of this law or these rules who shall will-
fully violate any provision shall forfeit
his/her position as well as his/her eligibility
rating and, for a period of at least five (5)
years from and after the date of that viola-
tion, shall be ineligible for appointment to or
employment in any position covered by this
law (see section 36.460, RSMo). 

AUTHORITY: section 36.070, RSMo 1986.*
Original rule filed July 9, 1947, effective July
19, 1947. Amended: Filed Dec. 8, 1975,
effective Dec. 19, 1975. Amended: Filed Feb.
25, 1992, effective Aug. 6, 1992.

*Original authority 1945, amended 1979.

1 CSR 20-1.040 Merit System Service

PURPOSE: This rule defines the classified
and unclassified service of the state under
coverage of all provisions of the State
Personnel Law.

(1) The Classified Service. The classified
service shall consist of and all provisions of
the State Personnel Law and these rules,
including those provisions which relate to
selection, appointment, pay, tenure and
removal, shall apply to those agencies enu-

merated in subsection (1)(A) of this rule and
other agencies as may be provided for by law
or regulations for grant-in-aid programs to
maintain personnel standards on a merit
basis, except those offices, positions and
employees enumerated in subsection (1)(B) of
this rule.

(A) All offices, positions and employees of
the Department of Mental Health, the
Department of Social Services, the
Department of Corrections, the Department
of Health, the Division of Employment
Security, Mine Safety and On-Site
Consultation Sections of the Division of
Labor Standards, and Administration
Operations of the Department of Labor and
Industrial Relations, the Department of
Natural Resources, the Office of
Administration, the Missouri State Water
Patrol, the Missouri Veterans’ Commission,
Capitol Police, and State Emergency
Management Agency of the Department of
Public Safety, the Divisions of Tourism and
Job Development and Training, the Missouri
Housing Development Commission and the
Office of Public Counsel of the Department
of Economic Development. 

(B) As provided for in section 36.031,
RSMo, persons employed or appointed as
attorneys are covered by those provisions of
the rules governing classification and pay, but
are not subject to those provisions of the State
Personnel Law and these rules governing
selection, appointment, tenure or removal.

(2) The Unclassified Service. Certain posi-
tions may be established and filled without
regard to provisions of the State Personnel
Law or of these rules which relate to the clas-
sification and allocation of positions or which
relate to the selection, appointment, compen-
sation, tenure and removal of persons
employed in these positions. The following
positions in the agencies covered by the State
Personnel Law comprise this unclassified ser-
vice, except that merit status will be retained
by incumbents of positions which previously
have been subject to the law:

(A) Within each department established by
law, the departmental director, and five (5)
principal assistants designated by the depart-
mental director; 

(B) Within each division of service, the
division director, and three (3) principal
assistants designated by the division director,
except that the exemptions for principal assis-
tants shall not apply to the Division of
Personnel;

(C) Deputy(ies) or other policy-making
assistants to the unclassified department
director or division director as warranted by
the size and complexity of the organization

and as approved by the Personnel Advisory
Board. Appointing authorities shall submit to
the board a written request for each unclassi-
fied deputy or other policy-making assistant
position describing the size and complexity of
the organization, the reasons for requesting
the unclassified position, and the relationship
of the proposed position to other administra-
tive positions in the agency both classified
and unclassified. The duties assigned to
unclassified deputies or other policy-making
assistants shall not be designed to replace a
classified position occupied by an incumbent
or to result in the downward reclassification,
layoff or demotion of an incumbent of a clas-
sified position;

(D) The administrative head of each state
medical, penal and correctional institution, as
warranted by the size and complexity of the
organization and as approved by the board in
the same manner and under the same condi-
tions as provided for unclassified deputies
and other policy-making assistants;

(E) Members of boards and commissions
and one (1) principal assistant for each board
or commission when the members are
appointed by the governor or by a director of
a department of the executive branch of gov-
ernment;

(F) Chaplains and attorneys regularly
employed or appointed in any department or
division subject to this law, except as provid-
ed in section 36.031, RSMo;

(G) Patients or inmates in state institutions
who also may be employees of those institu-
tions;

(H) Persons employed in an internship
capacity in a state agency or institution as a
part of their formal training at a college, uni-
versity, business, trade, or technical school
except that by appropriate resolution of the
governing authorities of any such agency or
institution, the Division of Personnel may be
called upon to assist in selecting persons to
be appointed to internship positions;

(I) Persons employed in work assignments
with a geographic location principally outside
the state of Missouri;

(J) Special assistants as designated by an
appointing authority, except that the number
of such special assistants shall not exceed one
percent (1%) of a department’s total autho-
rized full-time equivalent workforce. The
number of special assistants allowed in each
department will be determined at the begin-
ning of each fiscal year based on the depart-
ment’s budget as authorized in the previous
legislative session, and the authorized num-
ber of special assistants shall apply through-
out the fiscal year, unless an appointing
authority requests a special review during the
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year because of a significant change in a
department’s authorized work force; and

(K) Other persons whose employment is
such that selection by competitive examina-
tion and standard classification and compen-
sation practices are not practical under all cir-
cumstances as determined by the director.
The circumstances which justify that deter-
mination shall include the following:

1. Cooperative education programs with
secondary schools involving part-time
employment of students;  

2. Positions involving short-term, part-
time or intermittent work schedules which do
not exceed the equivalent of one-half (1/2)
time in a year, except that this rule will not be
used to retain permanent, or continuing
employees, or both, in a division of service; 

3. New positions for which allocation to
an existing class is not practicable when those
positions must be filled pending a review of
the duties involved and preparation of a class
specification for approval by the board;  

4. Interns, trainees and participants in
special state or federal training, rehabilitation
or employment programs providing that the
objectives of these programs are best served
by selection or allocation procedures other
than those based on competitive examination
or uniform classification and pay; or  

5. Situations in which the special needs
of the service cannot be met by other appoint-
ment or classification and pay procedures
provided in these rules.

(3) Conflicting Employment. No employee
shall have conflicting employment while in a
position subject to the provisions of the law.
Each division of service will establish a pro-
cedure regarding outside employment and
other activities that could potentially be in
conflict with the mission and objectives of the
division of service or the state service. This
procedure will require that employees inform
management of outside employment and will
include a provision whereby either the
employee of the appointing authority may
request an opinion from the Ethics
Commission.

AUTHORITY: section 36.070, RSMo Supp.
1997.* Original rule filed July 9, 1947, effec-
tive July 19, 1947. Amended: Filed Sept. 20,
1947, effective Sept. 30, 1947. Amended:
Filed April 23, 1974, effective May 2, 1974.
Emergency amendment filed Sept. 13, 1979,
effective Sept. 28, 1979, expired Jan. 25,
1980. Amended: Filed Oct. 12, 1979, effec-
tive Jan. 15, 1980. Amended: Filed Feb. 25,
1992, effective Aug. 6, 1992. Amended: Filed
May 15, 1996, effective Nov. 30, 1996.

Amended: Filed Sept. 15, 1998, effective
March 30, 1999.

*Original authority 1945, amended 1979, 1995.

1 CSR 20-1.045 Uniform Classification
and Pay Service 

PURPOSE: This rule defines the covered and
exempt service of the state under coverage of
the uniform classification and pay provisions
of the State Personnel Law contained in sec-
tion 36.031, RSMo. 

(1) The Covered Service. The covered service
shall consist of, and the uniform classifica-
tion and pay provisions of the State Personnel
Law and these rules shall apply to, all offices,
positions and employees of those departments
and agencies of the executive branch of state
government, including attorneys, except for
the elective offices, institutions of higher
learning, the Department of Highways and
Transportation, the Department of
Conservation, those positions in the Missouri
State Highway Patrol, the compensation of
which is established by sections 43.070 and
43.080, RSMo, those positions for which the
Missouri Constitution specifically provides
the method of selection, classification or
compensation, and employees within these
agencies as are specifically exempted from
the uniform classification and pay provisions
of the law (see section 36.031, RSMo). 

(2) The Exempt Service. The following
offices and positions in the agencies covered
by the uniform classification and pay provi-
sions of the law comprise the exempt service
and are exempt from the operations of the law
and of these rules and may be established
without regard to those provisions which
relate to the allocation and compensation of
positions in those agencies:  

(A) Within each department established by
law, the departmental director, and five (5)
principal assistants designated by the depart-
mental director;

(B) Within each division of service, the
division director, and three (3) principal
assistants designated by the division director;

(C) Deputy(ies) or other policy-making
assistants to the exempt department director
or division director as warranted by the size
and complexity of the organization and as
approved by the Personnel Advisory Board.
Appointing authorities shall submit to the
board a written request for each exempt
deputy or other policy-making assistant posi-
tion describing the size and complexity of the
organization, the reasons for requesting the
exempt position and the relationship of the

proposed position to other administrative
positions in the agency both covered and
exempt;

(D) The administrative head of each state
medical, penal and correctional institution, as
warranted by the size and complexity of the
organization and as approved by the board in
the same manner and under the same condi-
tions as provided for exempt deputies and
other policy-making assistants;

(E) Members of boards and commissions
and one (1) principal assistant for each board
or commission when the members are
appointed by the governor or by a director of
a department of the executive branch of gov-
ernment;

(F) Chaplains and attorneys regularly
employed or appointed in any department or
division subject to this law, except as provid-
ed in section 36.031, RSMo;

(G) Patients or inmates in state institutions
who also may be employees of those institu-
tions;

(H) Persons employed in an internship
capacity in a state agency or institution as a
part of their formal training at a college, uni-
versity, business, trade, or technical school,
except that by appropriate resolution of the
governing authorities of any such agency or
institution, the Division of Personnel may be
called upon to assist in selecting persons to
be appointed to these internship positions;

(I) Persons employed in work assignments
with a geographic location principally outside
the state of Missouri;

(J) Special assistants as designated by an
appointing authority, except that the number
of such special assistants shall not exceed one
percent (1%) of a department’s total autho-
rized full-time equivalent work force. The
number of special assistants allowed in each
department will be determined at the begin-
ning of each fiscal year based on the depart-
ment’s budget as authorized in the previous
legislative session, and the authorized num-
ber of special assistants shall apply through-
out the fiscal year, unless an appointing
authority requests a special review during the
year because of a significant change in a
department’s authorized work force; and

(K) Other persons whose employment is
such that standard classification and compen-
sation practices are not practical under all
circumstances as determined by the director.
The circumstances which justify this determi-
nation shall include the following:

1. Cooperative education programs with
secondary schools involving part-time
employment of students;

2. Positions involving short-term, part-
time or intermittent work schedules which do
not exceed the equivalent of one-half (1/2)
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time in a year, except that this rule will not be
used to retain permanent, or continuing
employees, or both, in a division of service; 

3. New positions for which allocation to
an existing class is not practicable when those
positions must be filled pending a review of
the duties involved and preparation of a class
specification for approval by the board;  

4. Interns, trainees and participants in
special state or federal training, rehabilitation
or employment programs providing that the
objectives of these programs are best served
by allocation procedures other than those
based on uniform classification and pay; or 

5. Situations in which the special needs
of the uniform classification and pay service
cannot be met by the allocation procedures
provided in these rules or by allocation
through the uniform classification and pay
process. 

(3) Implementation. The personnel director
shall conduct job studies and position reviews
and establish new and revised job classes as
are necessary for appropriate assignment of
positions to the covered and exempt services.
Upon completion of the job studies and relat-
ed tasks necessary to integrate an agency into
the classification plan administered by the
Personnel Advisory Board and Division of
Personnel, that agency shall be subject to the
rules governing the classification plan as con-
tained in 1 CSR 20-2.010. Following the inte-
gration of an agency into the classification
plan, compensation of employees within that
agency may not exceed the maximum step of
the pay range for the class to which their indi-
vidual position is assigned, except that any
employee whose salary exceeds the estab-
lished maximum  at that time will be subject
to the provisions of 1 CSR 20-2.020(4)(D)6.
The full pay plan provisions contained in
1 CSR 20-2.020 shall be made applicable to
the agency when the funds necessary to adjust
employees to steps within the assigned pay
ranges have been appropriated and made
available.

AUTHORITY: section 36.031, RSMo Supp.
1995.* Original rule filed Feb. 25, 1992,
effective Aug. 6, 1992. Amended: Filed May
15, 1996, effective Nov. 30, 1996.

*Original authority 1990.

1 CSR 20-1.050 Records and Reports

PURPOSE: This rule prescribes the confiden-
tiality of certain records and specifies the
form in which reports of personnel changes
are to be made.

(1) Records. The records of the Personnel
Division, except examinations, service
reports, personal histories and other records
as may be specified in these rules or by action
of the board as confidential, shall be public
records and shall be open to public inspec-
tion, during regular office hours at reason-
able times and in accordance with procedures
as the board may prescribe (reference section
36.420, RSMo). 

(2) Reports. The director shall prescribe the
necessary forms for reports of all personnel
changes in the service. The forms shall pro-
vide spaces for entering the supporting or
otherwise pertinent information as the direc-
tor shall deem to be needed. The forms or
supplementary instructions to appointing
authorities shall explain which of the changes
call for prior approval of the director before
they may become effective, which of them
require reports, when made and which of
them need to be reported sufficiently in
advance of the end of the payroll period to
permit them to be given effect in the check-
ing and approval of the next payroll. 

AUTHORITY: section 36.070, RSMo 1986.*
Original rule filed July 9, 1947, effective July
19, 1947. 

*Original authority 1945, amended 1979.
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