Mechanicville Civil Service Commission
Meeting Agenda
November 6, 2024
6:00 p.m.

1) Roll Call
2) Approval of minutes of October 2, 2024

3) Communications — Policy Advisory Reports 13-24, 14-24, 15-24 and 16-24
4) Report of Personnel Changes

City of Mechanicville
a) Richard Allen resigned as HEO effective 6/6/24

Mechanicville School District
a) Brandon Danforth was appointed as Mechanic (NC) effective 9/16/24
b) Karla Monahan was appointed as Teacher Aide (NC) effective 9/18/24-6/27/25
¢) Stephen Lester was appointed as Network Technician (Prov) effective 10/7/24
d) David Rose resigned as cleaner effective 9/13/24

5.) Old Business
Score for the Safety Liaison examination received
6.) New Business
a) Examinations scheduled for Librarian 1, Microcomputer Technician Trainee and
Network Technician
b) Approve Eligible List for Safety Liaison
7.) Appearances
8.) Next Meeting — December 4, 2024

9.) Adjournment



vg:,K Department of KATHY HOCHUL
STATE C|Vil Service Governor
‘ TIMOTHY R. HOGUES
Commissioner
PAR-13-24
POLICY ADVISORY REPORT
TO: All Municipal Civil Service Agencies
FROM: Municipal Services Division

SUBJECT: Model Rule Update — Layoff of Competitive, Non-competitive, and
Labor Class Employees

DATE: October 11, 2024

As mentioned in PAR-04-24, on November 21, 2023, Governor Hochul signed Chapter
676 of the Laws of 2023 which amended Section 80 of the Civil Service Law to extend
reduction in force provisions to non-competitive and labor class employees in local
governments.

To bring the Model Rule into harmony with the revised law and to correct a prior
omission, updates to Rule XXV - Layoff of Competitive, Non-competitive, and Labor
Class Employees were approved by the State Civil Service Commission on March 13,
2024, and September 18, 2024.

Please review the attached updated Model Rule. The Municipal Services Division
strongly recommends that your agency revise their Layoff Rule to conform to the newly
changed statute.

Adoption of this new Model Rule must be done by following the procedures detailed in
Section 20 of the Civil Service Law and by submitting a rules resolution to amend your
Civil Service Rules to the Municipal Services Division for presentation to the
Commission. Please note that, because this change would be made to conform your
rule with a change in statute, Section 20 of the Civil Service Law does not require a

M public hearing for this rule to be amended, although a rules resolution would still need to

be submi.tEc«i.

If you are experiencing layoffs in any title, including those in the NY HELPS program,
and require technical assistance, please contact us. Please send questions to
assistance.request@cs.ny.qgov.

Empire State Plaza, Agency Building 1, Albany, NY 12239 | cs.ny.gov | pio@cs.ny.gov | (518) 457-2487



RULE XXV

LAYOFF OF COMPETITIVE, NON-
COMPETITIVE AND LABOR CLASS
EMPLOYEES

1. For the purpose of this rule the following terms shall mean:

a. Direct Line of Promotion shall be strictly construed in that in order to be
considered as direct line all titles must have the same generic root.

b. Next Lower Occupied Title shall mean the title in direct line of promotion
immediately below the title from which the incumbent is suspended or demoted, unless no
one is serving in that title in that layoff unit, in which case it shall bethe closest lower title
in direct line of promotion in that layoff unit in which one or more persons do serve.

C. Layoff Unit. Each department of a county, city, town, or village; each
school district; each community college; each special district; and, each authority shall be
deemed to be a layoff unit.

d. Satisfactory Service shall mean service in the last fiscal year by an
employee during which he/she did not receive an "Unsatisfactory” performance rating
and was not found guilty of misconduct or incompetency pursuant to Section Seventy- five
of the Civil Service Law or negotiated disciplinary procedure which resulted in the imposition
of any of the following penalties upon such employee:

1) Dismissal from the service; or

2) Suspension without pay for a period exceeding one month; or
3) Demotion in grade and title.

e. Permanent Service

1) Original Appointment

Permanent service shall start on the date of the incumbent's original
appointment on a permanent or contingent permanent basis in the classified service;
however, in the case of disabled veterans, the date of original permanent appointment is
considered to be sixty months earlier than the actual date, while non-disabled veterans
are considered to have been appointed thirty months earlier than their actual date of
appointment. For the purposes of this rule the definition of what constitutes a veteran or
disabled veteran is contained in Section Eighty-five of the Civil Service Law.



RULE XXV - LAYOFF OF COMPETITIVE, NON-COMPETITIVE AND LABOR CLASS
EMPLOYEES -contd.

2) Resignation Followed by a Reinstatement or Reappointment

A resignation followed by a reinstatement or reappointment morethan
one year subsequent to the resignation constitutes a break in service. The original
appointment date is to be determined from the date of reemployment; the prior service would
not count.

3) Temporary or Provisional Service

Temporary or provisional service preceding the original permanent
appointment does not count. However, temporary, provisional or contingent permanent
employment immediately preceded and followed by permanent classified service
employment does not interrupt continuous service.

4) Seniority of Transferred Employees

The permanent service of any employee who was transferred from
another civil division shall start on the date of his/her original permanent appointment in the
classified service in the other civil division.

5) Seniority Date When Covered-In

If an employee was covered-in to a classified position uponacquisition
by a civil division of a private institution or enterprise in which he/she was employed, his/her
seniority begins on the effective date of the cover-in. As between that employee and others
covered-in on the same date, they shall have the seniority held by them as among
themselves in the agency before the cover-in.

2. Suspension

a. When an occupied position in the competitive, non-competitive, or labor
class is abolished,suspension is to be made from among those employees holding the same
title in the same layoff unit as the abolished position.

b. Among permanent employees, the order of suspension is the inverse
of the order of their original permanent appointments in the classified service. See above
definition of permanent service for veterans and disabled veterans. An exception to this rule
is that the blind have absolute retention rights but only in their job status.



RULE XXV - LAYOFF OF COMPETITIVE, NON-COMPETITIVE AND LABOR CLASS
EMPLOYEES -contd.

c.  Ablind person may not backdate his/her permanent service if he/she also
happens to be either a veteran or disabled veteran. A person is considered blind if he/she
is so certified by the Commission for the Blind and Visually Handicapped of theNew York
State Office of Children and Family Services.

d. When two or more permanent incumbents of positions in a specific title
are suspended, demoted or displaced at the same time, the order in which they shall be
entitled to displace shall be determined by their respective retention standing, with those
having the greater retention standing entitled to displace first.

e. When several employees were originally appointed on a permanent
basis from the same eligible list on the same day, their retention rights shall be determined
by their rank on that eligible list; that person having the highest rank having greater retention
rights over those having lower ranks.

f. All temporary, provisional, and contingent permanent employees
occupying these positions must be let go before any permanent employee is suspended
from such positions.

g. Probationary employees occupying such positions in the same title,
must also be suspended before any permanent employee in the layoff unit in that title
who has completed his/her probationary period. Probationary employees do, however, have
greater retention rights to those of contingent permanent, temporary, and provisional
employees.

h. The order of suspension among probationary employees shall follow
the same principles as that among permanent employees.

i. Where the layoff involves more than one position in a title, the order
of displacement will be the inverse of the order of suspension. That is, the most senior of
the suspended employees will be the first to displace. This shall apply to both vertical
bumping and retreat.

3. Vertical Bumping

a. Vertical bumping occurs when an employee in a specific title to which
there is a direct line of promotion, who is himself/herself suspended or displaced, displaces
an employee in the next lower occupied title in direct line of promotion in the same layoff
unit having the least seniority if the employee who seeks to displace has greater retention
standing.



RULE XXV - LAYOFF OF COMPETITIVE, NON-COMPETITIVE AND LABOR CLASS
EMPLOYEES -contd.

b. If an employee refuses to displace a junior incumbent, he/she must be
laid off. This, however, does not protect the junior incumbent from being compared in
retention standing with other incumbents if other positions at the higher level are being
abolished.

C. When a next lower title has been occupied by means of displacement
regardless of when the displacement into the title has occurred, it is considered to be
occupied for further displacement purposes; however, a next lower title which has all of its
positions abolished at the same time as positions are abolished at the higher level cannot
be considered as occupied. A title which is occupied by an incumbent, temporary,
provisional, contingent permanent, probationary or permanent, is considered occupied for
the purposes of this section.

4, Retreat

a. Retreat occurs when and only when there is no lower occupied position
in direct line of promotion at any level.

b. An employee may retreat by displacing the incumbent with the least
retention right who is serving in a position in the title in which the displacing incumbent
last served on a permanent basis prior to service in the title from which he/she is currently
suspended or displaced. Retreat may only occur where the position in the title formerly held
by the displacing incumbent is occupied in the same jurisdictional class, in the same
layoff unit, and at a lower salary grade; the service of the displacing incumbentwhile in
the former title must have been satisfactory, and the junior incumbent must have less
retention standing than the displacing incumbent.

C. The service of the displacing incumbent in the title to which he/she is
retreating need not have been in the same layoff unit as the one from which he/she is
displaced.

d. An employee may also displace by retreat to a position in a title
he/she last served on a permanent basis although he/she had intervening service in
other title as long as his/her service in each of the intervening titles was on other than a
permanent basis. He/she may also displace by retreat to a position, which does not
count in the computation of his/her continuous service.

e. Where a title change has been affected to better describe the duties
of a position but the duties have not substantially changed since the suspended employee
last served in that title the new title will for retreat purposes be deemed to be the former
title.




RULE XXV - LAYOFF OF COMPETITIVE, NON-COMPETITIVE AND LABOR CLASS
EMPLOYEES -contd.

5. An employee who refuses to accept an appointment afforded by
displacement for whatever reason waives all rights regarding the displacement;
however, this employee's name will be entered on an appropriate preferred list.

6. An appointing authority may take such steps as it may deem’
necessary in order to secure binding written commitments in advance of suspension,
demotion or displacement from employees potentially affected by such suspension,
demotion or displacement as to their willingness to accept reassignment or
displacement.
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Yomc | Department of KATHY HOCHUL
STATE Civil Service Governor

TIMOTHY R. HOGUES
Commissioner

PAR-14-24

POLICY ADVISORY REPORT
TO: All Municipal Civil Service Agencies
FROM: Municipal Services Division

SUBJECT: Updated Local Master Examination Schedule (Sept. 2024 — June 2025)

DATE: October 11, 2024

The purpose of this Policy Advisory Report (PAR) is to provide a complete copy of the
Local Master Examination Schedule for the 2024-2025 examination year and relay
important information pertaining to the schedule. The PDF schedule will also be posted
on the Master Exam Schedule page on MSD Online.

This PAR supersedes PAR 10-24 Master Exam Schedule (September 2024 to February
2025) which provided agencies with a portion of the schedule for the testing year.

The schedule contains:

Dates of Examination

Deadiines by which to request examinations.
Exam Series/Holding Name and Description
Typical Titles included in the Series/Holding

Frequency Offered

Test Administration Information

Schedule Highlights

The Master Exam Schedule contains 68 examination holdings over 9 examination dates
from September to June. As requested by local civil service agencies, no centralized
written multiple-choice holdings have been scheduled for July and August.

The schedule includes 22 holdings which are only scheduled periodically. Please
carefully review the descriptions of these exam programs (listed below) to determine if
you have positions that need to be tested in these holdings which are not offered on a

Empire State Plaza, Agency Building 1, Albany, NY 12239|518-457-2487 | www.CS.ny.gov



regular basis. It is recommended that agencies hold exams in anticipation of future
vacancies in positions covered by these holdings.

¢ Legal Services e Housing and Community

¢ Stormwater Management Development

¢ Child Protective/Victim Services ¢ Occupational Health & Safety

e Traffic e Nursing

o Higher Level Employment & ¢ Mechanical/Electrical Engineers
Training e Building Construction &

Central Medical Supply Rehabilitation

e Water and Wastewater e Health Care Review
Treatment Plant Operators  Worker's Compensation
¢ Soil and Water Conservation ¢ Veterans Services
e Chemist ¢ Dietetics and Nutrition
o Higher Level Social Welfare e Research
Examiner e Electrical
e High-level Custodians/Janitors o GIS/Mapping

Agencies participating in the 2/8/25 Public Safety Dispatcher holding should watch for
an update to be sent in October about changes to the program, including the
replacement of listening test CDs with a downloadable version that will be made
available online.

The schedule also includes two Correction Officer Training & Experience Exam
periods — November and February. We expect to add one or two more submission
periods to the schedule. Please watch for emailed updates concerning this program.

Exam Request Deadlines

Important deadlines are found on the accompanying spreadsheet and in the Date and
Deadline Schedule on MSD Online. Requests for late additions are considered on a
case-by-case basis. Please follow the request format outlined in the Municipal Services
Division (MSD) Common Exam - Related Email Correspondence Guide available on
MSD Online.

Exam Requests

It is your agency’s responsibility to ensure that you have exam requests on order for any
positions filled by provisional appointment within 30 days of the appointment being
made. Given the current job market, it is critical that you have an exam request in place
for any positions for which you do not currently have an eligible list. If you are new to
civil service administration, please review How to Use the Date and Deadline Schedule
and the Master Examination Schedule.

You can review your current requests and make new requests using the Exam Request
Management Application (ERMA) at: https://www.cs.ny.gov/hr/erma/.

Empire State Plaza, Agency Building 1, Albany, NY 12239 518-457-2487 | www.cs.ny.gov




As a reminder, agencies are asked to include the previous holding name in the
comments section of new exam requests. Please review IM 05-24 Exam Dates & Exam
Requests - 2024-2025 Testing Year for more information.

General Exam Resources and Trainings on MSD Online
The following exam-related resources are available on MSD Online.

The Examination Services page contains links to several exam-related resources.

The Manuals and Guides page contains several exam-related manuals.

The Forms and Surveys page includes links to many exam-related forms and
surveys.

The Monitor Training Materials page contains resources to prepare test
administration staff for upcoming exam dates, including those with high-security
exams.

The Contact MSD page includes the Municipal Services Division (MSD) Common
Exam - Related Email Correspondence Guide and Testing Services Division (TSD)
Support Units - Exam-Related Correspondence Guide. Agency staff are asked to
refer to them before contacting our department regarding examinations.

Two recordings for recent exam-related webinars: Exam Requests and Exam
Processes and Test Administration Processes.

The Training Archive offers other pre-recorded examination-related training
sessions.

If you have any questions, please contact us at assistance.request@cs.ny.gov.

Empire State Plaza, Agency Building 1, Albany, NY 12239 |518-457-2487 | www.cs.ny.gov
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YORK D_ePartm?nt of KATHY HOCHUL
STATE Civil Service Governor

TIMOTHY R. HOGUES
Commissioner

PAR-15-24

POLICY ADVISORY REPORT
TO: All Municipal Civil Service Agencies
FROM: Municipal Services Division

SUBJECT: Promotion Qualifications

DATE: October 28, 2024

Civil Service Law 52 was amended by Chapter 307 of the Laws of 2024. This change
provides for crediting of time spent as a provisional appointee for promotional
examinations and eligibility for appointment from the resulting eligible lists. The intent
is to enhance the eligibility for promotion for certain classified service employees and
requires a change to how you write promotion qualifications on your examination
announcement.

This change became effective September 4, 2024,

Who is impacted by this change?
Permanently appointed employees participating in promotion examinations.

What are the changes?

This change allows for an employee’s provisional service to count towards meeting the
qualifications for promotion once the employee has obtained a permanent appointment
in the same title as well as eligibility for appointment from the resulting eligible list.

Sample Langquage for Examination Announcements:

Minimum Qualifications for Examination:

On or before (date of examination), to be eligible for the promotional examination,
employees must meet the promotion qualifications listed below.

e 6 months of service in title one, or
e 12 months of service in title two.

According to Civil Service Law, section 52.10(a) which became effective September 4,
2024, time served provisionally immediately preceding permanent appointment shall
count towards meeting the time in title and the employee shall be eligible to take the
promotion examination.

Empire State Plaza, Agency Building 1, Albany, NY 12239|518-457-2487 | www.cs.ny.gov



Note: [f your agency uses anticipated eligibility for promotion
examinations, your qualifications to participate in the examination may
differ from your qualifications for certification from the eligible list. In that
case, both qualifications must be announced. See additional sample
announcement language below.

Qualifying Experience for Appointment from The Eligible List:

Successful candidates will be eligible for appointment from the eligible list when they
meet the time in title listed below:

e 12 months of service in title one, or
e 24 months of service in title two.

According to Civil Service Law, section 52.10(b) which became effective September 4,
2024, time served provisionally inmediately preceding permanent appointment shall
count towards meeting the time in title that an employee needs to meet for appointment
from an eligible list.

Please send questions to assistance.request@cs.ny.gov.

Empire State Plaza, Agency Building 1, Albany, NY 12239 518-457-2487 | www.cs.ny.gov



Yorx | Department of KATHY HOCHUL
STATE Civil Service Governor

TIMOTHY R. HOGUES
Commissioner

PAR-16-24

POLICY ADVISORY REPORT
TO: All Municipal Civil Service Agencies
FROM: Municipal Services Division

SUBJECT: Age and Educational Requirements — Anticipated Eligibility

DATE: October 28, 2024

Civil Service Law 54 was amended by Chapter 303 of the Laws of 2024. This change
requires that applicants be allowed to take competitive civil service exams if they will
meet the minimum age requirement or attain the minimum education requirement within
twelve months. The intent of this law is to reduce the amount of time prospective
employees must wait to begin a career in the public sector.

This change became effective September 4, 2024.

Who is impacted by this change?
All potential applicants for civil service examinations.

What are the changes?

This change allows for applicants who are within 12 months of meeting the minimum
age or attaining the minimum education requirements needed to meet the minimum
qualifications, to take the civil service exam for the position.

Due to this change in Civil Service Law, when offering a training and experience format
examination, applicants who are within 12 months of meeting the minimum age or
attaining the minimum educational requirements, may take the civil service examination
and receive a score but will be restricted from certification until such a time that the
minimum age or educational requirements are met.

Sample Language for Examination Announcements:

On or before (date of examination), to be eligible for this examination, applicant must
meet the following minimum qualifications:

(Insert your agency’s minimum qualifications)

Anticipated Eligibility — Age and Educational Requirements:

Empire State Plaza, Agency Building 1, Albany, NY 12239 |518-457-2487 | www.cs.ny.gov



According to Civil Service Law, section 54 which became effective September 4, 2024,
applicants who are within 12 months of meeting the minimum age or attaining the
minimum educational requirements following the date of examination, may take the civil
service exam, but will be restricted from certification until such a time that the minimum
age or educational requirements are met.

Please send questions to assistance.request@cs.ny.gov.

Empire State Plaza, Agency Building 1, Albany, NY 12239|518-457-2487 | www.cs.ny.gov
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