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Meeting Notice 

 
 
DATE:    Friday, March 2, 2018 
 
TIME:   9:00 a.m. 
 
LOCATION: 
  
 
 
 
 
The sites will be connected by videoconference. The public is invited to attend at either location. As video 
conferencing gives the Commission, staff and others flexibility to attend meetings in either Northern or 
Southern Nevada, handouts to the Commission on the day of the meeting might not be transmitted to the 
distant locations. 
 
Notice: The Personnel Commission may address agenda items out of sequence to accommodate persons 

appearing before the Commission or to aid the efficiency or effectiveness of the meeting at the 
Chair’s discretion. The Commission may combine two or more agenda items for consideration, and 
the Commission may remove an item from the agenda or delay discussion relating to an item on the 
agenda at any time. Comments will be limited to three minutes per person and persons making 
comment will be asked to begin by stating their name for the record and to spell their last name. 
The Commission Chair may elect to allow public comment on a specific agenda item when the item 
is being considered. 

 
 

Agenda 
 
    I.  Call To Order, Welcome, Roll Call, Announcements. 
 

II.  Public Comment: No vote or action may be taken upon a 
matter raised under this item of the agenda until the matter 
itself has been specifically included on an agenda as an item 
upon which action may be taken. (NRS 241.020) 

 
FOR POSSIBLE ACTION  III. Approval of Minutes of Previous Meeting dated December 7, 

2017 ..................................................................................... 6-15 
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FOR POSSIBLE ACTION   IV. Prohibitions and Penalties: Discussion and Approval of 

Specific Activities Considered Inconsistent, Incompatible or 
in Conflict with Employees’ Duties and the Process of 
Progressive Discipline ...................................................... 16-33 

 
Office of the Attorney General 
 

FOR POSSIBLE ACTION   V.  Discussion and Approval of Proposed Regulations Changes 
to Nevada Administrative Code, Chapter 284 ............... 34-74 
 
A. LCB File No. R098-17 

Sec. 1. Amends Chapter 284 to add the following new 
section:  
Letter of instruction: Use and administration. 

Sec. 2. NAC 284.458 Rejection of probationary 
employees. 

Sec. 3. NAC 284.692 Agreement for extension of time 
to file grievance or complaint, or take required 
action. 

Sec. 4. Section 19 of LCB File No. R033-17 Removal of 
ineligible grievance or complaint from 
procedure. 

 
B. LCB File No. R118-17 

Sec. 1. Amends Chapter 284 to add Sections 2 and 3. 
Sec. 2. NEW Report of suspension, revocation or 

cancellation of a professional or occupational 
license, certificate or permit or driver’s license. 

Sec. 3. NEW Report of arrest, charge, or conviction of 
an offense. 

Sec. 4. NAC 284.646 Dismissals. 
Sec. 5. NAC 284.650 Causes for disciplinary action. 
Sec. 6. NAC 284.653 Driving under the influence; 

unlawful acts involving controlled substance. 
Sec. 7. NAC 284.890 Transportation of employee to 

and from location of screening test. 
 

  C. LCB File No. R119-17 
Sec. 1. NAC 284.888 Request for employee to submit 

to screening test:  Interpretation of grounds; 
completion of required form. 

 
  D. LCB File No. R0121-17 

Sec. 1. NAC 284.358 Types of lists and priority for 
use. 

 

Sec. 2. NAC 284.360 Reemployment lists; certification 
or waiver of lists. 

 

Sec. 3. NAC 284.361 Use of lists and consideration of 
eligible persons. 

 

Sec. 4. NAC 284.618 Layoffs:  Voluntary demotions.  
 

  E. LCB File No. R151-17 
Sec. 1. NAC 284.5385 Annual leave: Leave without 

pay; catastrophic leave; receipt of benefits for 
temporary total disability. 

Sec. 2. NAC 284.544 Sick leave: Leave without pay; 
catastrophic leave; receipt of benefits for 
temporary total disability; computation. 
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Sec. 3. NAC 284.5775 Temporary total disability: Use 
of sick leave, compensatory time, annual leave 
and catastrophic leave; leave of absence without 
pay. 

Sec. 4. NAC 284.882 Administration of screening tests. 
  

FOR POSSIBLE ACTION   VI. Discussion and Approval of Addition of Classes and 
Positions Approved for Pre-employment Screening for 
Controlled Substances and Revisions to Class 
Specifications. ................................................................... 75-92 

 
A. The Attorney General’s Office requests the addition of 

positions to the list approved for pre-employment 
screening for controlled substances and requests approval 
of class specification amendments to include pre-
employment screening for controlled substances: 

 
1. Classes and positions requested for approval of pre-

employment screening for controlled substances: 
 
13.237 AG Cybercrime Investigator II – All PCNs 
13.238 AG Cybercrime Investigator I – All PCNs 
  

2. Request for approval of class specification change to 
include pre-employment screening for controlled 
substances for some positions: 

 
13.237 AG Cybercrime Investigator II 
13.238 AG Cybercrime Investigator I 

 
FOR POSSIBLE ACTION   VII. Discussion and Approval or Denial of Individual Classification  

Appeal ........................................................................... 93-94d 
 
    James Reynolds, Compliance/Audit Investigator III 
       Department of Employment, Training and Rehabilitation 

 
FOR POSSIBLE ACTION   VIII. Discussion and Approval of Proposed Class Specification 

Maintenance Review of Classes Recommended for 
Revisions or Abolishment ............................................ 95-117 

 
A. Agriculture & Conservation/Agriculture & Related 

1. Subgroup: Parks 
a. 1.907 Parks Regional Manager (Non-Commissioned) 
b. 1.967 Park Supervisor Series (Non-Commissioned) 

B. Fiscal Management & Staff Services 
1. Subgroup: Administrative & Budget Analysis 

a. 7.644 Fatality File Analyst 
2. Subgroup: Actuarial/Research/Grants Analysis 

a. 7.704 Tort Claims Manager 
3. Subgroup: Public Information 

a. 7.843 Technical Production Editor 
C. Mechanical & Construction Trades 

1. Subgroup:  Skilled Trades and Allied 
a. 9.407 Precision Machinist 
b. 9.438 Computer Facility Technician 
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 IX.  Report of Uncontested Classification Plan Changes Not 
Requiring Personnel Commission Approval per NRS 
284.160. ....................................................................... 118-124 

 
The following items were posted for at least 20 working days. 
No written objections were received by the Administrator 
before the end of the posting period; therefore the changes 
automatically went into effect. 
 

  Posting: #9-18 
   10.368 Certified Nursing Assistant Series 
  Posting: #10-18 
   9.201 Equipment Operation Instructor 
  Posting: #11-18 
   13.246 AG Criminal Investigator Series 
  Posting: #12-18 
   3.237 AG Cybercrime Investigator Series 

 
X.  Discussion and Announcement of Dates for Upcoming 

Meetings. Next Meeting Scheduled for June 8, 2018.  
 
XI. Commission Comments 
 
XII. Public Comment: No vote or action may be taken upon a 

matter raised under this item of the agenda until the matter 
itself has been specifically included on an agenda as an item 
upon which action may be taken. (NRS 241.020) 

  
     XIII.  Adjournment 
 
Supporting material for this meeting is available at the Division of Human Resource Management, 209 E. 
Musser Street, Suite 101, Carson City, Nevada, 89701; 555 E. Washington Avenue, Suite 1400, Las Vegas, 
Nevada, 89101; or on our website http://hr.nv.gov/Boards/PersonnelCommission/Personnel_Commission_-
_Meetings/. To obtain a copy of the supporting material, you may contact Carrie Lee at (775) 684-0131 or 
carrie.lee@admin.nv.gov. 
 
Inquiries regarding the items scheduled for this Commission meeting may be made to Carrie Lee at (775) 
684-0131 or carrie.lee@admin.nv.gov. 
 
We are pleased to make reasonable accommodations for individuals who wish to attend this meeting. If 
special arrangements or audiovisual equipment are necessary, please notify the Division of Human Resource 
Management in writing at 209 E. Musser Street, Suite 101, Carson City, Nevada, 89701, no less than (5) five 
working days prior to the meeting. 
 
Persons who wish to receive notice of meetings must subscribe to the Division of Human Resource 
Management LISTSERV HR Memorandums which can be found on the following webpage: 
http://hr.nv.gov/Services/HRM_Email_Subscription_Management/. If you do not wish to subscribe to 
LISTSERV and wish to receive notice of meetings, you must request to receive meeting notices and renew 
the request every 6 months thereafter per NRS 241.020(3)(c) which states in part, “A request for notice 
lapses 6 months after it is made.” Please contact Carrie Lee at (775) 684-0131 or carrie.lee@admin.nv.gov 
to make such requests. 
 
Notice of this meeting has been posted at the following locations: 
 
Carson City 
Blasdel Building, 209 East Musser Street 
Nevada State Library & Archives Building, 100 North Stewart Street 
Nevada State Capitol, 101 North Carson Street 
 

http://hr.nv.gov/Boards/PersonnelCommission/Personnel_Commission_-_Meetings/
http://hr.nv.gov/Boards/PersonnelCommission/Personnel_Commission_-_Meetings/
mailto:carrie.lee@admin.nv.gov
mailto:carrie.lee@admin.nv.gov
http://hr.nv.gov/Services/HRM_Email_Subscription_Management/
mailto:carrie.lee@admin.nv.gov
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Las Vegas 
Grant Sawyer Building, 555 East Washington Street 
 
Internet 
Nevada Public Notice website: http://notice.nv.gov 
Division of Human Resource Management website: www.hr.nv.gov 

 

http://notice.nv.gov/
http://www.hr.nv.gov/
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STATE OF NEVADA 
PERSONNEL COMMISSION 

Held at the Nevada Department of Transportation, 1263 S. Stewart Street, Rooms 301 & 302, Carson City, NV 
89712; and via video conference in Las Vegas at the Nevada Department of Transportation, 123 E.  

Washington Ave., Training Room B, Las Vegas, NV 89101 
--------------------------------------------------------------- 

MEETING MINUTES 
Thursday, December 7, 2017 

(Subject to Commission Approval) 

COMMISSIONERS PRESENT 
IN CARSON CITY:  Ms. Katherine Fox, Chairperson 

Ms. Patricia Knight, Commissioner 
Ms. Mary Day, Commissioner 

COMMISSIONERS PRESENT 
IN LAS VEGAS:  Mr. David Sanchez, Commissioner 

Mr. Gary Mauger, Commissioner 

STAFF PRESENT IN CARSON CITY: 
Mr. Peter Long, Administrator, Division of Human Resource Management 
   (DHRM) 
Ms. Shelley Blotter, Deputy Administrator, DHRM 
Ms. Cassie Moir, Deputy Administrator, DHRM 
Ms. Dawn Buoncristiani, Deputy Attorney General, Office of the 
   Attorney General 
Ms. Carrie Hughes, Personnel Analyst, DHRM 
Ms. Beverly Ghan, Supervisory Personnel Analyst, DHRM 
Ms. Michelle Garton, Supervisory Personnel Analyst, DHRM 
Ms. Carrie Lee, Executive Assistant, DHRM 

STAFF PRESENT IN LAS VEGAS: 
Ms. Heather Dapice, Supervisory Personnel Analyst, DHRM 
Ms. Amy Taylor, Administrator, Equal Employment Opportunity, DHRM 

I. CALL TO ORDER; WELCOME; ROLL CALL; ANNOUNCEMENTS

Chairperson Fox:  Opened the meeting at approximately 9:00 a.m. She welcomed everyone, took roll and noted the 
presence of a quorum. There were changes to the definition of the establishment of a quorum during the last 
legislative session; five Commissioners must be present to constitute a quorum. During this meeting, alternate 
Commissioner Mary Day will be serving for Commissioner Spurlock, who is absent. Alternate Commissioner 
Priscilla Maloney is available in the north and Alternate Commissioner Armen Asherian is available in the south. 
The five Commissioners that make up the quorum will be actively participating in the meeting. 

II. PUBLIC COMMENT

Chairperson Fox:  Advised that no vote or action may be taken upon a matter raised under this item of the agenda 
until the matter itself has been specifically included on an agenda as an item upon which action may be taken. She 
asked if there were any public comments. None were put forth. 
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III. APPROVAL OF MINUTES OF PREVIOUS MEETING – Action Item 
 
Chairperson Fox:  Called for revisions, additions or deletions. There were none recommended. 
 

Held September 29, 2017 

MOTION: Moved to approve the minutes of the September 29, 2017, meeting. 
BY:  Commissioner Mauger 
SECOND: Commissioner Sanchez 
VOTE: Motion passed. Commissioner Day abstained due to the fact she was not present at the  
  September 29, 2017, meeting. 

 
IV. DISCUSSION AND APPROVAL OF REMOVAL AND ADDITION OF CLASSES OR 

POSITIONS APPROVED FOR PRE-EMPLOYMENT SCREENING FOR CONTROLLED 
SUBSTANCES – Action Item 

 
A. The Division of Human Resource Management in concurrence with the Department of Public Safety 

requests the removal of positions to the list approved for pre-employment screening for controlled 
substances: 
 

7.901 Chief IT Manager, PCN: 0005 
7.902 IT Manager III, PCN: 0127 
7.904 IT Manager I, PCN: 0020 
7.921 IT Professional IV, PCN: 0010, 0025, 0036, 0040, 0045, 0100, 0111, 0125 
7.925 IT Professional III, PCN: 0055, 0070, 0105, 0112, 0115, 0120, 0128, 0130, 0135, 0145 
7.926 IT Professional II, PCN: 0015, 0050, 0110, 0200, 0201, 0202, 0251, 0260, 0450, 0677, 

0681, 0129 
7.928 IT Technician VI, PCN: 0026, 0204, 0205 
7.929 IT Professional I, PCN: 0090 
7.935 IT Technician IV, PCN: 0065, 0075, 0080, 0085, 0095, 0096 
7.943 IT Technician Trainee, PCN: DPS – All PCNs 
7.951 IT Professional Trainee, PCN: DPS – All PCNs 

 
Carrie Hughes:  Introduced herself as a Personnel Analyst for the Division of Human Resource Management 
(DHRM). She explained that NRS 284.4066 provides for the pre-employment screening for controlled substances of 
candidates for positions affecting public safety prior to hire. The statute requires an appointing authority to identify 
the specific positions that affect public safety, subject to the approval of the Personnel Commission. Additionally, 
federal courts have indicated that pre-employment drug screening by public entities may constitute a search within 
the meaning of the Fourth Amendment and, if so, must be justified by a special need that outweighs a reasonable 
expectation of privacy. DHRM, in concurrence with the Department of Public Safety, is requesting the removal of 
the positions listed in Agenda Item IV-A as a housekeeping item. Some or all of these positions have been moved 
from the Department of Public Safety to the Department of Administration’s Enterprise IT Services. These position 
numbers were approved specifically as Department of Public Safety positions and they no longer exist within the 
Department of Public Safety.  
 
Commissioner Mauger:  Inquired as to the rationale for discontinuing controlled substance screenings, particularly 
in light of the fact that the positions are within the Department of Public Safety. Carrie Hughes:  Explained that 
DHRM did reach out to the Department of Administration’s Enterprise IT Services. Their administrator indicated 
that they are not seeking pre-employment drug screening for these positions at this time; candidates do complete a 
background screening, however. Commissioner Mauger:  Asked for clarification that the screening would be done 
prior to employment. Shelley Blotter:  Clarified that both would be done prior to employment. Unfortunately, the 
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Administrator for the Enterprise IT Services Division was unable to attend today. The information provided by the 
Administrator is that they were not intending to pursue pre-employment drug testing. The positions no longer exist 
within the Department of Public Safety. It would be up to the appointing authority, the Administrator of the 
Enterprise IT Services Division, to make the request to have them added back on with their position control 
numbers, if they so choose to. Chairperson Fox:  Summarized that the positions no longer exist within the 
Department of Public Safety. The positions are provided by Enterprise IT Services in a broader group within the 
State of Nevada, as well as the Director’s thought is that the background investigation is a more robust, 
comprehensive check to ensure that the positions meet the requirements. Shelley Blotter:  Believed that is an 
accurate description. 
 
Chairperson Fox:  Asked if there were additional questions or public comment. There were none. Hearing no 
questions or comments, she entertained a motion. 

MOTION: Moved to approve Item IV-A. 
BY:  Commissioner Mauger 
SECOND: Commissioner Sanchez 
VOTE: Motion passed unanimously. 

 
B. The Department of Public Safety requests the addition of positions to the list approved for pre-

employment screening for controlled substances: 
 
12.616 Parole & Probation Specialist III, PCN: 3740-1251, 3740-0564 

 
Carrie Hughes:  Explained that the Department of Public Safety has requested to add the requirement of pre-
employment screening for controlled substances to the Parole & Probation Specialist III positions. Approval of these 
positions is recommended as safety sensitive, as they will be working in correctional facilities and interacting with 
inmates on a regular basis. Additionally, similar positions were approved at the September 29th meeting. Mavis 
Affo, representing the Department of Public Safety, is available for questions. 
 
Chairperson Fox:  Asked if there were questions or public comment. She asked that the record indicate that the 
position is part of a program which has the purpose of helping support the efforts to successfully reintroduce 
offenders into the community and their work locations will be in correctional and traditional housing facilities. 
 
Chairperson Fox:  Invited public comment. None was put forth. 

MOTION: Moved to approve Item IV-B. 
BY:  Chairperson Fox  
SECOND: Commissioner Knight 
VOTE: Motion passed unanimously. 
 

Chairperson Fox:  Stated that before addressing Agenda Item V for possible action, Commissioner Sanchez has a 
specific request for the Division related to the Affirmative Action Program with the State as well as the 700-Hour 
Program. Commissioner Sanchez: Clarified that he has a question regarding V-A, Section 4. He previously served 
under Governor Miller as a member of the Governor’s Committee on Employment of People with Disabilities. He 
would like an update in terms of how individuals who are seeking employment from the State are certified as being 
disabled. In addition, he would like clarification on the logic behind the 700-hour rule. 
 
Janice John:  Introduced herself as the Deputy Administrator of the Rehabilitation Division, DETR [Division of 
Employment, Training & Rehabilitation]. She noted that the 700 regulation was originally approved in 1965 under 
Governor Sawyer. Since then, there have been a number of amendments to the regulation to remain in compliance 
with federal ADA regulations and guidelines. The process of certifying people as being disabled during their 
employment application process falls onto the Vocational Rehabilitation Division. Clients with disabilities come to 
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the Division to enter the eligibility program. Clients are certified that they have a disability that is an impediment to 
employment. The Division becomes an agent able to recommend the individual for a State position in the 700-Hour 
Program; counselors working in the program are all Master’s level employment experts. An applicant’s 
qualifications, education, work experience and skills are matched to State positions. The Division writes a letter, 
which is certified through State Personnel [Division of Human Resource Management]. The applicant completes 
their application and accompanied with the Division’s letter, are submitted to State Personnel [Division of Human 
Resource Management] for review and matching to applicable positions. 
 
Commissioner Sanchez:  Asked a follow-up question. If there is a combat veteran with PTSD certified by the 
Veterans Administration who comes to apply for job at the State, does the individual have to complete vocational 
rehabilitation or follow another process to become certified? Janice John:  Explained that if the individual wished 
to become certified 700-hour, they would apply through the program. The Division makes the determination in 
terms of vocational rehabilitation and is the only agency with the authority to submit the supporting letter on behalf 
of the applicant to State Personnel [Division of Human Resource Management] for review to a matching position. 
 
Commissioner Sanchez:  Referenced Agenda Item V-D, Section 5. He asked how the Affirmative Action Program 
is operating and who are the individuals responsible for operating the program in the State of Nevada. Amy Taylor:  
Introduced herself as Administrator, Equal Employment Opportunity, DHRM. The office works in conjunction with 
Recruitment and Placement (sic), Consultation and Accountability, and with minority outreach groups. They interact 
with Nevada educational institutions to provide information regarding opportunities for State employment. They 
offer quarterly EEO meetings, during which EEO and HR professionals come together to discuss challenges in 
affirmative action in an effort to achieve parity. They review statistics on a quarterly basis and share the information 
with agency regional EEO Officers in an effort to achieve parity with the U.S. Census Bureau. They conduct 
outreach to agencies, commissions and departments and offer services.   
 
Commissioner Sanchez:  Asked if there is a published affirmative action plan that is regularly revisited. Amy 
Taylor:  Confirmed that there is a regularly reviewed plan which is currently in the midst of being updated. 
Commissioner Sanchez:  Inquired as to whether there is any interaction between the Affirmative Action [EEO] 
Office and the Nevada Human Rights Commission on cases. Amy Taylor:  Confirmed that there is frequent 
interaction. Commissioner Sanchez:  Asked if the office has staff in the north. Amy Taylor:  Confirmed there is 
staff working in the north. 
 
Chairperson Fox:  Addressed Ms. Taylor’s reference to parity with the U.S. Census Bureau and posed a procedural 
question. That is, whether the Affirmative Action [EEO] Office looks at both applicants as well as the workforce 
(i.e. adverse impact analysis of applicants and how they are doing in the selection process) or is that a separate unit 
in the State or is her role to look truly at employees within the organization and how they compare to numbers in the 
U.S. Census. Amy Taylor:  Explained that the office has dual responsibilities. Along with the work with current 
State employees, the office also reviews applicants, quotas and ratios. 

 
V. DISCUSSION AND APPROVAL OF PROPOSED REGULATION CHANGES TO NEVADA 

ADMINISTRATIVE CODE, CHAPTER 284 – Action Item 
 

A. LCB File No. R034-17 
Section 1.  NAC 284.358 Types of lists and priority for use. 
Sec. 2.  NAC 284.360 Reemployment lists; certification or waiver of lists. 
Sec. 3.  NAC 284.361 Use of lists and consideration of eligible persons. 
Sec. 4.  NAC 284.364 Lists of persons with disabilities who are eligible for temporary limited 

appointments. 
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Sec. 5.  NAC 284.618 Layoffs: Voluntary demotions. 
Sec. 6.  Effective date. 
 

Chairperson Fox:  Opened the discussion on Item V and indicated items will be heard separately before rendering a 
decision. Beverly Ghan:  Introduced herself as a Supervisory Personnel Analyst, DHRM, and explained that the 
changes proposed in LCB File No. R034-17 are, in part, a result of the 2017 Legislative Session. Assembly Bill 192 
amends NRS 284.327 to require appointing authorities to make appointments from the list of persons with 
disabilities who are eligible for temporary, limited appointments to vacant positions, unless the individual receives 
benefits from the hiring agency or there is an actual or potential conflict of interest. This list is commonly referred to 
as the 700-hour eligible list. The amendment proposed in Section 1 by DHRM to NAC 284.358, clarifies the order 
when using the list of eligible persons and makes mandatory the use of the 700-hour eligible list pursuant to NRS 
284.327. The amendment proposed in Section 2 of NAC 284.360 establishes the order of the list to be used when 
filling a vacancy. The amendment proposed in Section 3 of NAC 284.361 establishes a time frame for offers of 
employment to be accepted. It is necessary to expand this portion of the regulation, so that the hiring agency can 
move to the next type of list, if an offer of employment is not answered in the established time frame. The 
amendment proposed in Section 4 to NAC 284.364 includes language mandating the appointment to the 700-hour 
list and details how appointments should be made from the list when one or more applicants from the list is 
qualified. The amendment proposed in Section 5 by the Legislative Counsel Bureau to NAC 284.618 makes a 
conforming change. The amendment changes the reference from Subsection 2 of NAC 284.361 to Subsection 3 of 
NAC 284.361, because that regulation is proposed for amendment in Section 3 of the LCB file, and the subsection 
number has changed as a result. If adopted and approved, these regulations are effective January 1, 2018, or upon 
filing with the Secretary of State’s Office, whichever is later. 
 
Chairperson Fox:  Asked if there were questions or public comment. Hearing none, she entertained a motion.  

MOTION: Moved to approve Item V-A 
BY:  Commissioner Mauger 
SECOND: Commissioner Sanchez 
VOTE: Motion passed unanimously 
 

B. LCB File No. R035-17 and response to Commission comments regarding general discharges made at 
the September 29, 2017, meeting. 
Section 1.  NAC 284.325 Preferences for veterans. 

 
Peter Long:  Stated that prior to the presentation on Agenda Item V-B, Section 1, he would address questions that 
arose during the September meeting on this regulation. The Commissioners have been provided a handout that notes 
the various types of discharges that can be granted from service with the military as well as the benefits associated 
with each type of discharge. There had been a concern that the bill indicated that a veteran was someone with other 
than a dishonorable discharge. He clarified the definition for a veteran in the bill does indeed refer to an individual 
with other than a dishonorable discharge. It is the same definition the Division has been using even prior to the 
current changes. Another concern from a change in the bill was that the veteran’s preference was limited to residents 
of the State. This is also accurate. However, due to changes in the bill, veterans will receive additional preference 
now for promotional recruitments that they did not receive before. In the past, they were limited to using veteran’s 
points one time on a promotional recruitment. They are now able to use their points on an unlimited basis. The 
concerns expressed will be forwarded to the Governor’s Office veteran’s staff to determine what, if anything, we 
could do next session to change that back to all veterans versus just residents of the State. 
 
Commissioner Sanchez:  Clarified that the document provided by Mr. Long indicates that individuals with general 
discharges other than honorable and bad conduct charges would be eligible under the State. He asked whether this is 
a correct understanding. Peter Long:  Confirmed that this is correct and noted that this is not a change from how the 
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policy has been applied in the past. Commissioner Sanchez:  Noted that he and Commissioner Mauger are 
veterans. Under the document Mr. Long provided, it states that the Veterans Administration uses the Honorable DD 
256-A Form. He stated that he is a little shocked, because we both have Form DD-214s and there may have been a 
change in the designation of honorable discharges. Peter Long:  Stated that there are various forms that can express 
honorable discharge status. As long as a form shows military service and the type of discharge, it is accepted. The 
typical form received is the DD-214. 
 
Commissioner Sanchez:  Noted that the State of Nevada is no longer administering written tests. Given that, under 
Section V-B, there is discussion regarding competitive examinations for veterans. If there are no longer any written 
tests, he questioned whether the examinations are considered competitive to add 10 points to a non-written test or 
better. Peter Long:  Clarified that there are competitive tests in the form of training and experience (T & E) exams; 
they would have additional points added to those types of lists. Commissioner Sanchez:  Asked for confirmation 
that additional credit would be added for T & E. Peter Long:  Confirmed this. Commissioner Sanchez:  Inquired 
as to whether interview scores were subject to the additional credit. Peter Long:  Stated that they do not receive 
additional credit. 
 
Chairperson Fox:  Asked whether the Department of Public Safety still uses written exams, i.e., for an NHP officer 
or a Correctional Officer. Peter Long:  Stated that the Department of Public Safety requested permission to still use 
written exams and they continue to do so through their own system. Chairperson Fox:  Sought clarification that 
that is where the 10 points would be applied upon a passing score. Peter Long:  Stated he did not believe the points 
would be added there, as they are unranked lists and additional points would not be of any benefit. 
 
Commissioner Sanchez:  Stated that in the past, the State of Nevada was using an item analysis program to 
determine adverse impacts, etc. He asked whether this has been abandoned in terms of reviewing the information 
about the selection process. Peter Long:  Explained that they can still determine adverse impact on the selection 
process. He believed the adverse impact Commissioner Sanchez was referring to was if the exam was appropriate 
and if the exam showed any adverse impact on the test results.  
 
Chairperson Fox:  Asked whether promotional exams are generally T & E rankings or something other than that?  
Peter Long:  Replied it is a mixed bag. Currently all lists are unranked for classes up to the advanced journey level. 
Supervisory and managerial exams are ranked. Chairperson Fox:  Stated that, for example, the Department of 
Public Safety for DPS Sergeant would probably use a written exam to promote to sergeant or lieutenant.  Peter 
Long:  Said he would defer this question to the DPS representative. He believes that for sergeant and lieutenant or 
above, they use oral exams. Mavis Affo:  Introduced herself as a Personnel Officer 3, Department of Public Safety, 
and stated that the Department currently uses a written exam for DPS Sergeant only as a method of screening. It is 
unranked and is pass/fail only. Afterwards, there is a T & E 50 percent weighted screening as well as an oral exam, 
also weighted 50 percent.   
 
Chairperson Fox:  Inquired as to whether the veteran points would be applied to the T & E. Mavis Affo:  Said they 
would apply to the oral exam when combined and processed. Because the written exam is pass/fail only, those who 
fail do not proceed to the next phase. Chairperson Fox:  Asked about the ranks of lieutenant and captain. Mavis 
Affo:  Explained that the process utilizes the oral exam and T & E as well. Chairperson Fox:  Summarized that a 
veteran working at DPS who tests for sergeant receives the application of the points at the sergeant level so long as 
he receives a passing score. They can then be applied again for the rank of lieutenant and captain as long as passing 
scores are received. Mavis Affo:  Confirmed the accuracy of the summary. 
 
Commissioner Sanchez:  Asked whether the written test was purchased or developed in-house. Mavis Affo:  
Explained that the exam was developed in-house in consultation with DHRM at that time. Commissioner Sanchez:  
Inquired as to whether the written test is updated on a regular basis in terms of item analysis. Beverly Ghan:  
Clarified that the exam used by DPS essentially mirrors the one used by DHRM and has only recently started being 
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used, so there has not yet been time for updates to occur, only a few months. DHRM would presume through the 
delegated agreement, DPS will follow that process as required. Commissioner Sanchez:  Asked without an item 
analysis, how is adverse impact determined on any written test administered in the State of Nevada. Beverly Ghan:  
Answered that the exam currently being used did have the item analysis done initially. When DPS begins the update 
process, DHRM will assist them. Chairperson Fox:  Asked if the written exams for sergeant, lieutenant and captain 
are based on the KSAs to determine the necessary successful performance at that rank. Mavis Affo:  Added that 
written exams are not used for lieutenant, captain and major; they are only given at the sergeant level.  

 
Beverly Ghan:  Stated the proposed amendment is a result of Assembly Bill 309 of the 2017 Legislative Session. 
The amendment to NAC 284.325 was adopted by the Personnel Commission, endorsed by the Governor and filed 
with the Secretary of State as an emergency regulation, which became effective October 1, 2017. The regulation in 
this LCB file virtually mirrors the emergency regulation that was adopted, except for the reference to AB 309, which 
was not included in the emergency regulation. The regulation now allows veteran preference points to apply to any 
recruitment, when applicable, and confirms that the verification for eligibility must be with the initial application. 
 
Chairperson Fox:  Asked if there were questions or public comment. Hearing none, she entertained a motion. 

MOTION: Moved to approve Item V-B. 
BY:  Commissioner Sanchez 
SECOND: Commissioner Mauger 
VOTE: Motion passed unanimously. 
 

C. LCB File No. R036-17 
Section 1.  NAC 284.374 Active lists: Removal and reactivation of names; refusal to consider certain       
     persons. 
Sec. 2.  NAC 284.321 Convictions: Disclosure; factors for consideration. 
Sec. 3.  Effective date. 

Beverly Ghan:  Stated that Agenda Item V-C is a proposed amendment as a result of Assembly Bill 384 of the 2017 
Legislative Session. Assembly Bill 384 amends NRS 284 to add a new section providing that the criminal history of 
an applicant or other qualified person under consideration for employment in the classified or unclassified service 
may not be considered until after the final interview has been conducted, a conditional offer of employment has been 
made or the applicant has been certified by the Administrator. The amendment to NAC 284.374, proposed by the 
Legislative Counsel Bureau, removes the failure to disclose convictions because NAC 284.321 is proposed for 
repeal in Section 2 of this LCB File. If adopted and approved, these regulations will be effective January 1, 2018, or 
upon filing with the Secretary of State, whichever is later. 
 
Chairperson Fox:  Asked if there were questions or public comment. Hearing none, she entertained a motion. 

MOTION: Moved to approve Item V-C. 
BY:  Commissioner Knight 
SECOND: Commissioner Day 
VOTE: Motion passed unanimously. 
 

D. LCB File No. R088-17 
Section 1.  Amends Chapter 284 to add Sections 2 and 3. 
Sec. 2.  NEW “Domestic partner” defined. 
Sec. 3.  NEW “Spouse” defined. 
Sec. 4.  NAC 284.010 Definitions. 
Sec. 5.  NAC 284.114 Affirmative action program and equal employment opportunity. 
Sec. 6.  NAC 284.2508 Compensatory time:  Use. 
Sec. 7.  Effective date. 
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Michelle Garton:  Introduced herself as a Supervisory Personnel Analyst, DHRM. She explained that Section 1 
incorporates the two new regulations proposed in Sections 2 and 3 of this LCB file into Chapter 284 of the Nevada 
Administrative Code. Section 2, “Domestic partner” defined, is a newly proposed regulation, which will define 
domestic partner for use in Chapter 284 of the Nevada Administrative Code. A person will be considered a domestic 
partner, based on NRS 122A.030, which is a person in a registered domestic partnership entered into either in 
Nevada or another state. Section 3, “Spouse” defined, is a newly proposed regulation, which defines the term spouse 
to include a domestic partner, so that any reference to a spouse in Chapter 284 of the Nevada Administrative Code is 
equally a reference to a domestic partner. The amendment to the regulation under Section 4, NAC 284.010, 
“Definitions,” makes a conforming change to include the new defined terms, domestic partner and spouse, into the 
general provisions of Chapter 284 of the Nevada Administrative Code. For Section 5, NAC 284.114, “Affirmative 
action program and equal employment opportunity,” NRS 122A.200 states that a public agency shall not 
discriminate against a person on the basis that that person is in a domestic partnership. It also states that domestic 
partners have the same right to nondiscriminatory treatment as is provided to spouses. As such, DHRM is proposing 
that the addition of domestic partnership be included in NAC 284.114. In regard to Section 6, NAC 284.2508, 
“Compensatory time:  Use,” Senate Bill 361 of the 2017 Legislative Session provides new employment benefits and 
requirements related to domestic abuse and violence. At the September meeting, the Personnel Commission adopted 
regulations requiring the approval of annual leave, sick leave and leave without pay to an employee who is a victim 
of an act of domestic violence, or his or her family or household member is a victim of domestic violence. The 
amendment to this regulation will allow an employee to use compensatory time for this purpose as well. In 
addressing Section 7, “Effective date,” Sections 1 through 5 of this LCB file become effective upon filing with the 
Secretary of State. The effective date of Section 6 of this LCB file is based on Senate Bill 361 of the 2017 
Legislative Session, which has an effective date of January 1, 2018. Section 6 will become effective on January 1, 
2018, or upon filing with the Secretary of State, whichever is later. 
 
Chairperson Fox:  Asked if there were questions or public comment. Hearing none, she entertained a motion. 

MOTION: Moved to approve Item V-D. 
BY:  Commissioner Mauger 
SECOND: Commissioner Sanchez 
VOTE: Motion passed unanimously. 

 
VI. DISCUSSION AND APPROVAL OF PROPOSED CLASS SPECIFICATION MAINTENANCE 

REVIEW OF CLASSES RECOMMENDED FOR ABOLISHMENT – Action Item 
 

A. Agriculture & Conservation/Agriculture & Related 
1. Subgroup: Conservation/Forestry 

a. 1.803 Deputy State Forester 
 

B. Fiscal Management & Staff Services 
1. Subgroup: Public Information  

a. 7.860 Cultural Resource Technician 

Heather Dapice:  Introduced herself as a Supervisory Personnel Analyst in Classification, DHRM, and stated she 
was present to recommend abolishment of the Deputy State Forester class specification in the Agriculture & 
Conservation/Agriculture & Related occupational group in the Conservation/Forestry subgroup. In 2015, the Deputy 
Administrator Forestry series was amended to separate duties into two options:  fiscal management and operations 
management. The duties allocated to the Deputy State Forester were reallocated to the Deputy Administrator, 
Forestry. As the duties previously associated with the Deputy State Forester have been reallocated and the class is no 
longer being utilized, it is recommended that this class be abolished effective this date. Moving on to Item VI-B-1-a, 
DHRM recommends for abolishment the Cultural Resource Technician class of the Fiscal Management & Staff 
Services occupational group, Public Information subgroup. As part of the biennial Class Specification Maintenance 
Review process, DHRM conducted a review of the Cultural Resource Technician class. This class was solely being 
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utilized by the Cultural Resource Division of the Harry Reid Center at UNLV. During the review, and in 
conjunction with subject matter experts from UNLV, it was determined that this class has not been recruited for 
since 2006, there is no incumbent, is not currently being utilized and is not expected to be utilized in the future. It is 
therefore recommended that the Cultural Resource Technician class specification be abolished. 
 
Chairperson Fox:  Asked if there were additional questions or public comment. Hearing none, she entertained a 
motion. 

MOTION: Moved to approve Item VI-A-1-a and VI-B-1-a. 
BY:  Commissioner Mauger 
SECOND: Commissioner Sanchez 
VOTE: Motion passed unanimously. 

 
VII. REPORT OF UNCONTESTED CLASSIFICATION PLAN CHANGES NOT REQUIRING 

PERSONNEL COMMISSION APPROVAL PER NRS 284.160 
  

 Posting:  #1-18  
7.776  Fiscal/Business Professional Trainee  

 Posting:  #2-18  
7.208  Organizational Change Manager, PMO 

Posting:  #3-18 
7.209  Director, Office of Project Management 

 Posting:  #4-18 
7.210  Administrator, Office of Project Management 

 Posting:  #5-18 
7.753  Grants & Projects Analyst III 
7.755  Grants & Projects Analyst II 
7.757  Grants & Projects Analyst I 
7.759  Grants & Projects Analyst Trainee 

 Posting:  #6-18 
7.856  Cultural/Natural Resource Specialist III 
7.857  Cultural/Natural Resource Specialist II 
7.858  Cultural/Natural Resource Specialist I 

 Posting:  #7-18 
12.619  Parole & Probation Supervisor 
12.618  Parole & Probation Specialist IV 
12.616  Parole & Probation Specialist III 
12.614  Parole & Probations Specialist II 
12.615  Parole & Probation Specialist I 

 Posting:  #8-18 
7.215  Administrative Services Officer IV 
7.216  Administrative Services Officer III 
7.217  Administrative Services Officer II 
7.218  Administrative Services Officer I 

 
Chairperson Fox:  Asked if there were questions. There were none. 
 

VIII. DISCUSSION AND ANNOUNCEMENT OF DATES FOR UPCOMING MEETINGS.  NEXT 
MEETING SCHEDULED FOR MARCH 2, 2018. 

 
Chairperson Fox:  Noted that the next meeting is scheduled for March 2, 2018. Discussion ensued regarding the 
date for the June meeting. There was agreement that the June meeting would occur on June 8, 2018. 
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IX. COMMISSION COMMENTS 
 
Chairperson Fox:  Invited comments from Commissioners. Commissioner Mauger:  Jested that he is getting a 
complex as he is the only non-HR member on the Board. Chairperson Fox:  Stated that she values the perspective 
Commissioner Mauger brings and that he plays a critical role for the Commission in terms of the balance of the 
needs of management as well as the needs and concerns of employees. 
 

X. PUBLIC COMMENT 
 
Chairperson Fox:  Advised no vote or action may be taken upon a matter raised under this item of the agenda until 
the matter itself has been specifically included on an agenda as an item upon which action may be taken. She asked 
if there were any public comments. Peter Long:  Commented that Deputy Attorney General Dawn Buoncristiani is 
retiring with her last day being December 14th. He thanked Ms. Buoncristiani for her service to DHRM. Dawn 
Buoncristiani:  Thanked Mr. Long for the kind words and noted that it is time to retire after 21 years. She expressed 
best wishes to everyone. Chairperson Fox:  Added that Ms. Buoncristiani would be missed and she wished her 
luck. 
 

XI. ADJOURNMENT 
 
Chairperson Fox:  Adjourned the meeting. 
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Personnel Commission Meeting 

March 2, 2018 

 

 

FOR DISCUSSION AND POSSIBLE ACTION 

 

Prohibitions and Penalties 

 

In accordance with NAC 284.742, an agency shall identify specific activities considered 

inconsistent, incompatible or in conflict with employees’ duties and penalties for such.  These 

Prohibitions and Penalties are subject to the approval of the Personnel Commission.   

 

Office of the Attorney General - DHRM Recommendation 

 

The Office of the Attorney General has updated their Prohibitions and Penalties previously 

approved by the Personnel Commission and in effect since December 10, 2010. Prior to the 

submitted revised version, department employees and the employee associations were requested 

to submit comments and suggestions.  

 

Please note the discipline levels in items #B-26, #C-13, #E-14, #F-4, #H-21, #H-23, #H-24 and 

#H-25 were elevated to a higher level than all other agencies due to violations of these types could 

compromise the agency’s operations and professional conduct. Otherwise, the items submitted for 

approval have been reviewed by the Division and are consistent with those already approved by 

the Commission. Revisions have been tracked with new matter in blue font and deletions as red 

strikethroughs. Prohibitions that were relocated from a section to a more appropriate section were 

not noted since language had already been previously approved by the Commission. 
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STATE OF NEVADA 
OFFICE OF THE ATTORNEY GENERAL 

PROHIBITIONS AND PENALTIES 
 

A Guide F for Classified Employees of the Office of the Attorney General 
 

As required by NAC 284.742, T the following is a guide for employees of the Attorney 
General’s Office identifying those activities which will be considered identifies activities 
that are prohibited as inconsistent, incompatible or in conflict with their an employee’s 
duties as employees, and will be cause for disciplinary action and identifies a range of 
penalties for various violations.  In compliance with the Nevada Administrative Code 
284.742, it This guide is meant intended as a supplement to the Nevada Rules for 
Personnel Administration and does not attempt to cover constitute coverage of all 
possible violations that could conceivably occurof the existing rules nor does it preclude 
other prohibitions and penalties as contained in the Nevada Administrative Code.  It is 
intended to be used clarify existing rules and regulations and to assist the supervisors in 
taking appropriate corrective discipline action.  The penalties identified for the various 
infractions are merely guidelines and may be applied to a greater or lesser degree than 
indicated depending on the circumstances and the seriousness of the offense(s).The 
extent of progressive discipline imposed will be at the direction of the Appointing 
Authority’s discretionand should be in proportion to the seriousness of the offense. 
 

TYPES OF CORRECTIVE ACTION AND CODE DESCRIPTION 
 

1. Oral Warning         May Shall be oral or written and documented. 
2. Written Reprimand        Written memo reprimand or special evaluation. (Form  

                                         NPD-52) 
3. Suspension                   May be for a period of from one working day toNot to  

                                        exceed 30 Ccalendar days. (Form NPD-41) 
4. Demotion                       Reduction in theMovement of employee to class level the 

                                         employee currently occupies having lower grade than  
                                   class previously held. (Form NPD-41).  

5. Dismissal                      Termination.  (Form NPD-41). 
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Appropriate disciplinary or corrective action may also be taken for any cause listed in 
Chapter 284 of the Administrative Code (e.g., NAC 284.646 (Dismissals) and NAC 
284.650 (Causes for Disciplinary Action).  If disciplinary action of suspension, demotion 
or dismissal (code 3, 4 or 5) is recommended for a supervisor recommends disciplinary 
action of a permanent classified employee to codes 3,4 or 5 above, the pre-disciplinary 
guidelines set forth in NAC 284.656 must be followed. 
 
 1st 

OFFENSE 
2ND 

OFFENSE 
3RD 

OFFENSE 
A. FRAUD IN SECURING 
APPOINTMENT OR FAILURE TO 
SIGN REQUIRED HIRING 
DOCUMENTS 

   

1. Willful f Falsification of application 
for employment or other personal 
records with respect to a material 
point which would have adversely 
affected selection appointment. 

5   

2.  Willfully withholding information 
which may appear when initial 
background check completed or 
agencies agency mandated 3 year 
background re-check completed.  

5   

3. Failure to report an arrest or 
conviction when disclosure is 
required by law, regulation or 
agency policy. 

5   

4. Taking for another person, or 
permitting another person to take for 
you, an examination or a portion 
thereof 

5   

5. Refusal upon hire to sign the 
Acknowledgment of Receipt of 
Prohibitions and Penalties.   

5   

6. Refusal upon hire to sign the 
Acknowledgment of the Governor’s 
Policy Against Sexual Harassment 
and Discrimination 

5   

7. Refusal to undergo a criminal 
background check or fingerprinting 
when it is required by law, 
regulation, or Office policy.   

5   

B. PERFORMANCE ON THE JOB    
1. Failure or refusal of an employee 
to carry out work assignments or 
instructions of supervisors after a 
reasonable period of instruction or 
without a reasonable and bona fide 
excuse. 

2, 3 3, 4 3,4,5 

1.  Failure of an employee, who is 
designated as a supervisor and had 
supervisory authority, to take 
corrective disciplinary action where 
such action is needed. 

1,2 2,3 3,4,5 

2. Misconduct of supervisor 
because of prejudice, anger or other 
unjustifiable reason. 

 
1,2,3,4 

 
2,3,4,5 

 
4,5 
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3. Failure of employee to maintain 
performance after reasonable 
period of instruction. 

1,2,3 2,3 3,4,5 

43. Failure to maintain prescribed 
records. 

1,2,3 2,3,4,5 5 

4. Failure to maintain appropriate 
personal appearance standards. 

1,2 2,3 3,4,5 

5. Willfully and/or negligently 
withholding or concealing 
information regarding their job from 
official records or from supervisors 
or other persons having necessity 
for said information. 

1,2,3,4,5 
 

3,4,5 
 

5 
 

6. Endangering self, fellow 
employees, clients or public through 
careless or willful violation of agency 
policy as contained in performance 
standards, procedures and various 
Federal and State laws, regulations 
and guidelines. 

2,3,4,5 
 

3,4,5 
 

5 
 

7. Failure to cooperate with other 
employees and/or supervisor. 

1,2 2,3 3,4,5 

8. Failure to properly account for 
State or Federal funds where it is a 
known requirement of the position. 

2,3,4,5 3,4,5 
 

5 
 

9.  Negligent waste or loss of 
material, property or equipment. 

1,2,3 3,4,5 5 

10. Willful or negligent destruction or 
damage to State property. 

2,3,4,5 3,4,5 5 

11. Unauthorized and/or willful 
destruction of State records. 

2,3,4,5 3,4,5 5 

12. Divulging official client, employer 
or job order information obtained in 
the performance of his/her official 
duties to any person outside the 
Department Office except as 
specified by law or policy. 

2,3,4,5 5  

13. Soliciting or accepting a bribe 
for activities related to the 
employee’s State employment. 

5   

14. Negligent and/or willful 
falsification or inaccurate 
preparation of any public record, 
including biweekly timesheets, leave 
requests, overtime, compensatory 
time, travel vouchers, and/or 
information in client or agency files.   

1,2,3 3,4,5 5 

15. The willful falsification of any 
prescribed report or work-related 
records 

1,2,3,4,5 3,4,5 5 

16. Negligent and/or willful 
falsification of inaccurate 
preparation of financial records, 
such as travel, payroll, or purchase 
vouchers, or their supporting 
documents resulting in personal 
gain that is not subsequently 
reported. 

2,3 3,4,5 5 
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17. Negligent and/or willful 
falsification of inaccurate 
preparation of financial records, 
such as travel, payroll, purchase 
vouchers, or their supporting 
documents, no personal gain. 

2,3 3,4,5 5 

18. Willful concealment of material 
facts by omission from records. 

5   

1519. Willful falsification of any 
public record that involves misuses 
of State or Federal funds. 

2,3,4,5 3,4,5 5 

20. Negligent and/or willful failure to 
participate in required firearms 
qualification. 

2,3,4,5 3,4,5 5 

1621. Unauthorized taking and/or 
using property belonging to the 
State/Federal government, other 
employees, removal of secure or 
personal records, correspondence 
or documents from Departmental 
Office files. 

2,3,4,5 5  

1722. Knowingly making a personal 
profit from State transactions. 

2,3,4,5 5  

1823. Deliberate failure to enforce 
or comply with law(s) and/or agency 
policies and regulations which 
directly relate to the employee’s 
work activities. 

2,3,4,5 5  

1924. The suspension, revocation, 
cancellation or lapsing of any valid 
licenses, certificate or permit when 
the possession of a valid license, 
certificate, or permit is required as 
an essential function of the job. 

2,3,4,5 5  

2025. Failure to notify the 
appointing authority within 5 days of 
the suspension, revocation or 
cancellation of a professional or 
occupational license or certification 
when such possession is a job 
requirement. 

1,2 3,4 5 

26. Jeopardizing the security of 
Office property. 

5   

27. Theft or misappropriation of 
property belonging to the Office, 
Federal or State government or 
fellow employees. 

5   

28. Making unauthorized Office 
transactions for personal profit or 
that result in excessive costs to the 
State for the transaction. 

5   

29. Endangering self, fellow 
employees, clients, or public 
through negligent violation of 
agency or division policy as 
contained in performance 
standards, safety rules, procedures 
and any other State and Federal 
laws, regulations or guidelines. 

2,3,4,5 5  
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30. Failure to maintain a valid 
driver's license when possession of 
a valid driver's license is a 
requirement of the job. 

1,2,3,4,5 2,3,4,5 4,5 

31. Failure of a supervisor to fulfill 
their supervisory responsibilities, 
including but not limited to (1) 
ensuring that employees adhere to 
the policies and procedures of the 
Office, (2) ensuring the actions of all 
personnel comply with all laws, (3) 
taking corrective disciplinary action 
where such action is needed, (4) 
preparing timely reports of 
performance, and (5) accounting for 
employees' time and leave. 

2,3,4,5 2,3,4,5 4,5 

32. Converting found, recovered, or 
seized property to personal use. 

3,4,5 5  

33. Engaging in any investigation or 
official action which is not part of 
their assigned duties without the 
authorization of a supervisor or 
commander unless the 
circumstances demand immediate 
action. 

3,4,5 4,5 5 

34. Embezzlement or 
misappropriation of State funds or of 
other funds for personal gain which 
come into the employee’s 
possession by reason of his/her 
official position. 

5  . 

C. NEGLECT OF JOB 
RESPOSIBILITY, OR 
INEXCUSABLE ABSENCE FROM 
THE JOB 

   

1. Negligence in performing official 
duties including failure to follow 
instructions or regulations. 

1,2,3 2,3,4,5 3,4,5 

2. Carelessness, indifference, 
laziness and/or inattention to duty. 

1,2 2,3,4 3,4,5 

3. Failure to notify supervisor 
promptly when unable to report for 
work or failure to report to work at 
specified times and in the 
prescribed manner. 1,2,3…. 2,3,4,5.. 3, 4, 5… 

1,2,3 2,3,4 3,4,5 

4.  Carrying onConducting 
excessive personal business during 
work hours. 

1,2,3 2,3,4,5 3,4,5 

5. Continual or frequent tardiness. 1,2,3 2,3,4,5 3,4,5 
6. Absence from dutyLeaving work 
area or a job without permission or 
without adequate justification or 
when specifically instructed to 
remain in work area or at the job.  

1,2,3 3,4,5 5 
 

7. Willful absence from duty without 
leave after having been denied 
permission to take such leave. 

3,4,5 5  

8. Violations of one or more of the 2,3,4 3,4,5 5 
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provisions for use of sick leave not 
authorized by NAC 284.554. 
9. Repeated unauthorized extension 
of designated lunch periods, or of 
rest periods beyond the prescribed 
15 minutes of NAC 284.524 

1,2 2,3,4,5 3,4,5 

10. "Loafing" on the job; wasting 
time; failure to put in a full day's 
work. 

1,2 2,3 3,4,5 

11. Unauthorized absence from duty 
or abuse of leave privileges. 

1,2,3 2,3,4 3,4,5 

12. Failure to report to work or call 
supervisor for three (3) consecutive 
work days without permission or 
justification. 

2,3,4,5 5  

13. Failure to appear or provide 
testimony at a hearing when duly 
notified or subpoenaed. 

5   

14. Repeated extension of 
designated lunch or rest periods 
beyond the prescribed 15 minutes in 
NAC 284.524 without supervisor 
approval. 

3,4,5 5  

15. Failure to report to duty as 
ordered during public safety 
emergencies. 

2,3,4,5 3,4,5 5 

D. RELATIONS WITH 
SUPERVISORS, FELLOW 
EMPLOYEES OR THE PUBLIC 

   

1. Insubordination: Refusal to 
comply with reasonable or proper 
instruction from a supervisor and 
disobeying or refusing to abide to a 
Statute or regulation. 

2,3,4,5 3,4,5 5 

2. Threatening, attempting or doing 
bodily harm to a supervisor, a 
member of the public or a fellow 
employee; using any act of violence 
in the course of duties including 
stalking, threats, intimidation, 
assault or battery. 

2,3,4,5 3,4,5 5 

3. Discourteous treatment of the 
public or a fellow employee. 

1,2,3,4,5 2,3,4,5 3,4,5 

4. Making statements, false or 
otherwise, intended to demean or 
disparage supervisor, fellow 
employees or the public; or intended 
to disrupt the work environment. 

2,3,4,5 3,4,5 5 

5. A willful or reckless act to a 
supervisor, co-worker, or the public; 
abuse or omission to act which 
causes physical or mental injury 
including, but not limited to sexual 
exploitation, hitting or use of 
excessive force towards a 
supervisor, co-worker, or the public. 

2,3,4,5 4,5 5 

6. Knowingly providing false or 
misleading statement, either 

3,4,5 5  
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verbally or in written reports or other 
documents, concerning actions 
related to the performance of official 
duties or providing false or 
misleading statement in response to 
any question or request for 
information in any official 
investigation, interview, hearing or 
judicial proceeding. 
7. Using insulting, abusive, 
intimidating, or profane language to 
a supervisor, a subordinate, the 
public, or a fellow employee 

2,3 3,4,5 4,5 

8. Deliberately making false or 
misleading statements to or about 
supervisor or fellow employee. 

2,3,4,5 5  

9. Engaging in a sexual relationship 
with any State employee while in 
the workplace. 

5   

10. Failure to work with fellow 
employees as a team to best reach 
the goals of the agency and create 
an environment which promotes 
group work cohesiveness. 

1,2 2,3 3,4,5 

11. Failure to conduct oneself in a 
professional manner while meeting 
the responsibilities to the public. 

1,2,3 3,4,5 4,5 

12. Failure to represent the Office in 
a professional manner during any 
court or administrative proceeding. 

2,3 3,4 4,5 

13. Being untruthful or knowingly 
making false, misleading, or 
malicious statements that are 
reasonably calculated to harm or 
destroy the reputation, authority, or 
official standing of the Office or 
members thereof. 

5   

14. The wrongful or unlawful 
exercise of authority on the part of 
any employee for malicious 
purpose, personal gain, willful 
deceit, or any other improper 
purpose. 

3,4,5 5  

15. Causing discord among 
employees to the detriment of 
morale. 

1,2 2,3 3,4,5 

E. USE OF ALCOHOLIC 
BEVERAGES, NARCOTICS OR 
HABIT FORMING DRUGS 

   

1. Inability to perform the duties of 
his/her position properly because of 
being under the influence of 
liquoralcohol, narcotics, drugs or 
other controlled substances, unless 
including prescribed by a 
physicianmedication. 

3,4,5 4,5 5 

2. Convicted of dDriving under the 
influence as enumerated in per NRS 
484.379 and NAC statutes and 

5   
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regulations or any other offense 
where driving under the influence is 
an element of the offense and the 
offense occurred, while driving a 
State vehicle at anytime or a 
privately owned vehicle on State 
business. 
3. Drinking intoxicating 
liquorConsuming alcohol or taking 
any controlled substances during 
working hours unless in accordance 
with a valid prescription issued by a 
certified medical provider. 

2,3,4,5 3,4,5 5 

4. Appearing for duty or operating a 
motor vehicle while under the 
influence of drugs or alcohol and 
confirmed by laboratory testing. 

2,3,4 5  

5. Failure to complete any 
rehabilitation program 
recommended in the evaluation of 
an employee who is referred to an 
employee assistance program. 

3,5 5  

6.  Failure to report a conviction of 
any alcohol or drug related offense 
to the appointing authority within 
five (5) working days after it occurs. 

5   

7. Convicted of violating any State 
or Federal law prohibiting the sale, 
manufacture, distribution, 
dispensing, or possession of a 
controlled substance. 

5   

8. Convicted of the unlawful 
manufacture, distribution, 
dispensing, possession or use of a 
controlled substance at work or 
while on State business. 

5   

9. Unlawful manufacture, 
distribution, dispensing, possession, 
selling, of any controlled substance, 
narcotic, and/or drug at place of 
work or on State business. This 
includes during meal or break 
periods or while in uniform off-duty. 

5   

10. Refusal to take any drug or 
alcohol test when there is 
reasonable belief an employee is 
under the influence of drugs or 
alcohol. 

5   

11. Refusal to submit to a screening 
test for any drug or alcohol test 
mandated by Federal or State law 
or agency policy.) 

5   

12. Unlawful possession of a 
controlled substance at work or 
while on Office business. 

5   

13. Failure to pass any drug or 
alcohol test that mandated by 
Federal or State law or employer 
requested. 

2,3,4,5 3,4,5 5 
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14. Failure to notify a supervisor 
after consuming any drug, alcohol, 
or substance which could interfere 
with the safe and efficient 
performance of an employee’s 
duties. 

3,4,5 5  

F. MISUSE OF STATE PROPERTY 
1. Using or authorizing the use of 
State owned or leased equipment 
for other than official use. 
 

1,2,3,4,5 1,2,3,4,5 5 

2. Removing property, equipment, 
or documents from the workplace 
unless approved by the appropriate 
appointing authority. 
 

1,2,3,4,5 2,3,4,5 5 

3. Operating State vehicle in 
negligent manner resulting in 
damage to the State equipment, or 
other property or personal injury. 

1,2,3,4,5 2,3,4,5 5 

4. Making unauthorized copies such 
as books, manuals, and computer 
software in violation of copyright 
laws or vendor licensing agreement. 

1,2,3,4,5 3,4,5 5 

5. Using State or Federal property 
without proper authorization in 
accordance with Office policy. 

1,2 2,3 3,4,5 

6. Speeding or committing other 
traffic violations while driving a State 
or Federally owned vehicle, or 
reckless handling of other State 
equipment. 

1,2,3,4,5 2,3,4,5 3,4,5 

7. Unsafe or improper driving habits 
or other personal action contributing 
to involvement in a preventable 
traffic collision or resulting in bodily 
injury to the employee or another 
person, or other unsafe or improper 
driving habits or actions in the 
course of or impacting employment.  

2,3,4,5 2,3,4,5 3,4,5 

8. Failure to have State or Federal 
vehicles or equipment properly 
maintained or serviced resulting in 
damage to equipment or personal 
injury. 

2,3 3,4,5 4,5 

9. Negligent operation of State 
vehicles or equipment without valid 
or proper authorizations, credentials 
and/or licensure without knowledge 
that the license/credentials are no 
longer valid. 

2,3 3,4,5  

10. Willful operation of State 
vehicles and/or equipment without 
valid or proper authorization, 
credentials and/or licensure with 
knowledge that the 
license/credentials are no longer 
valid. 

2,3,4 5  
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11. Negligently leaving State 
equipment or machinery, which 
results in damage to the equipment 
or other property. 

1,2,3,4 3,4,5 4,5 

12. Rendering of services or goods 
to a recipient that is not in 
accordance with Office or divisional 
policies. 

1,2 2,3 3,4,5 

13. Failure to report an arrest or 
conviction or any misdemeanor, 
gross misdemeanor, or felony within 
5 working days. 

3,4,5 5  

14. Failure to report an accident 
involving State equipment or 
vehicles assigned to the employee 
within 24 hours. 

2,3,4,5 3,4,5 5 

15.  Requesting, receiving and 
cashing a paycheck before the 
State’s designated payday without 
prior written approval. 2,3 3,4,5 4,5 

1,2,3 2,3,4,5 4,5 

G MISUSE OF INFORMATION 
TECHNOLOGY 

   

1. Use that interferes with employee 
performance or Office functions to 
include the downloading and using 
entertainment software such as 
games or other non-work related 
materials, or on-line gambling. 

1,2 2,3 3,4,5 

2. Intentionally viewing or 
distributing pornographic material at 
the premises of the workplace, 
including, without limitation, 
intentionally viewing or distributing 
pornographic material on any 
computer owned by the State , 
unless such viewing or distributing is 
a requirement of the employees 
position (includes off premises 
activity with State systems) 

5   

3. Use that violates copyright law, 
software licensing agreements, 
property rights; the privacy of 
others, or local, State or Federal 
laws, or Office policy 

2,3,4,5 3,4,5 5 

4. Revealing passwords or using 
another person’s user identification 
or password to access confidential 
information without authorization. 

5 5  

5. Negligent use of information 
technology that results in the 
introduction of computer viruses, 
system monitoring devices or 
devices that can cause damage or 
limit access to the equipment, 
software, or data. 

1,2,3,4 3,4,5 5 

6. Knowing and willful sabotage of 
information technology resources 
such as the introduction of computer 
viruses, system monitoring devices, 

5   
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or any device that can cause 
damage or limit access to the 
equipment, software, or data (or 
attempting to, or intentionally using 
email or Internet facilities to disable, 
impair, overload or disrupt computer 
or network performance, services or 
equipment, or to circumvent any 
system intended to protect privacy 
or security of another user or the 
system or to harass other users). 
7. The unauthorized use, or 
manipulation of, production data or 
information outside the scope of 
one’s job responsibilities, or for 
personal or non-business reasons, 
is strictly prohibited and may be 
subject to prosecution under NRS 
205.481. 

3,4,5 5  

8. Installing or using personal or 
unauthorized software on State 
information technology resources 
without proper authorization and 
approval. 

2,3 3,4,5 5 

9. Using State information 
technology resources, including but 
not limited to computing and 
communications equipment, 
services or facilities for soliciting 
business, selling products, or 
otherwise engaging in commercial 
activities. 

2,3,4,5 3,4,5 4,5 

10. Misuse or abuse of the email 
system, or other violations of the 
Computer Usage Policies regarding 
email. 

1,2,3 3,4,5 5 

11. Use of Office email or Internet 
system that violates any law. 

3,4,5 3,4,5 5 

12. Downloading, sharing, or 
duplicating confidential data either 
onto a laptop computer, PDA, CD or 
any other portable device without 
proper authorization. 

5   

13. Misrepresenting oneself on the 
Internet as another person without 
authorization. 

3,4,5 3,4,5 5 

14. Forging or using an electronic or 
digital signature, graphic, or 
otherwise, for any unauthorized 
purpose. 

5   

15. Using Office/State information 
technology resources to access 
Criminal Justice Information System 
(CJIS) and/or other criminal justice 
information without authorization or 
for other than official purposes. 

5   

16. Malicious and willful alteration, 
deletion or other destruction of 
documents, data, information or 

5   
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other materials stored on any Office 
information technology system. 
17. Excessive Internet usage for 
personal or non-work related 
purposes, during normal working 
hours. 

1,2,3 3,4 4,5 

G.H. OTHER ACTS OF 
MISCONDUCT OR 
INCOMPATIBILITY   

   

1. Engages in outside employment 
activity or enterprise without 
authorization. 

1,2,3 3,4,5 5 

2. Disgraceful personal conduct 
which impairs job performance or 
causes discredit to the institution 
including, but not limited to, lewd, 
disorderly and indecent conduct. 

2,3,4,5 3,4,5 5 

3. Accepting or soliciting gifts, 
service, favor, employment, 
engagement, or economic 
opportunity from any individual, firm, 
or organization doing business with 
the State when the employee is 
responsible for making any 
recommendations or decisions 
affecting their business activities. 

2,3,4,5 3,4,5 5 

1.4 Unauthorized bBringing to 
agency grounds or buildings a 
firearm, or other implement 
generally construed to be a weapon 
without authorization. 

2,3,4,5 5  

5. Accidental discharge of firearm 
because of negligence without injury 
or substantial damage. 

2,3,4,5 3,4,5 5 

6. Accidental discharge of a firearm 
due to negligence with substantial 
injury/damage. 

3,4,5 3,4,5 5 

7. Dishonesty. 2,3,4,5 3,4,5 5 
2.8. Improper disclosure of 
confidential information or theft of 
confidential written matter either 
digital or electronic. 

2,3,4,5 3,4,5 5 

39. Conviction of any criminal act 
related to their work activity or 
conviction of any criminal act 
involving moral turpitude when it is 
related to the employee's work 
activity. 

5   

10. Misrepresentation of official 
capacity or authority. 

1,2,3,4,5 2,3,4,5 5 

611. Performing an act in an 
unofficial capacity which is subject 
to the control, inspection, review, 
audit or enforcement by the 
employee or agency. 

1,2,3,4,5 2,3,4,5 5 

712. Without the appointing 
authority approval, allowing 
unauthorized personnel to enter 

1,2 2,3 5 
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work area. 
813. Sleeping (or failing to stay fully 
awake) on duty. 

1,2,3,4,5 3,4,5 5 

914. Failure to assure safety and 
security as part of effective job 
performance, employees remain 
alert, aware of, attentive, and 
responsive to their surroundings 
while on duty. 

1,2,3,4,5 2,3,4,5 5 

15. Failure to provide name, 
identification, or display proper ID 
when requested (except when the 
withholding of such information is 
necessary for the performance of 
specific law enforcement duties or 
as otherwise authorized by a 
supervisor.) 

1,2 2,3 3,4,5 

16. Failure to promptly and fully 
report misconduct. 

1,2 2,3 3,4,5 

17. Concealing, covering up, or 
attempting to conceal or cover up 
defective work product. 

2,3 3,4 4,5 

18. Concealing, altering, falsifying, 
destroying, removing, tampering, or 
withholding any property or 
evidence associated with any 
alleged misconduct or performance, 
criminal, or administrative 
investigation, arrest, or other 
administrative or enforcement 
action. 

3,4,5 4,5 5 

19. Unlawful gambling or betting at 
any time or any place. 

5   

 20. Gambling or betting while on 
duty, in uniform, or while using any 
Office equipment or systems. 

5   

21. Improperly identifying self, 
displaying badge or identification, or 
making improper use of status as an 
Office employee, including activity 
that could reasonably be perceived 
as an attempt to gain influence or 
authority for non-Office business or 
activity.     

3,4,5 5  

22. Failure to report contact with law 
enforcement (other than in matters 
involving routine traffic stops, 
random automobile stops and road 
blocks, or cases involving the 
rendering of assistance to law 
enforcement) or having been 
notified that investigation is 
proceeding against employee. 

2,3,4,5 3,4,5 5 

23. Associating with any member of 
a criminal gang, organized crime, a 
criminal syndicate, or other group 
engaged in or continuing to engage 
in serious violation of laws, when an 
employee knew or reasonably 

3,4,5 5  

29



 

 

Page 14 
 
should have known of the criminal 
nature of the person or organization. 
This includes any organization 
involved in a definable criminal 
activity or enterprise except where 
specifically directed and authorized 
by the Office. 
24. Substantiated, active, continuing 
association on a personal rather 
than official basis with persons who 
engage in or are continuing to 
engage in serious violations of State 
or Federal laws, where the 
employee has or reasonably should 
have knowledge of such criminal 
activities, except where specifically 
directed and authorized by the 
Office. 

3,4,5 5  

25. Exceeding lawful peace officer 
powers by unreasonable, unlawful 
or excessive conduct. 

3,4,5 5  

26. Engaging in unlawful or 
unauthorized electronic surveillance 
or recording of conversations or 
actions of persons in facilities 
owned or leased by the State. 

3,4,5 3,4,5 5 

27. The unauthorized use of any 
badge, uniform, identification card 
or other Office equipment or 
property for personal gain or any 
other improper purpose. 

2,3,4 3,4,5 5 

28. Using Office resources in 
association with any portion of an 
employee's independent civil action. 
These resources include, but are 
not limited to personnel, vehicles, 
equipment and non-subpoenaed 
records. 

2,3,4 3,4,5 4,5 

29. Refusal to undergo a criminal 
background check when it is 
required by law, regulation, or 
agency policy. 

5   

30. Failure to meet Peace Officer 
Standards & Training (POST) 
requirements, where it is a 
requirement of the position. 

4,5 5  

1031. Any conduct whether on or off 
duty which negatively reflects upon 
the image of the State or the 
Attorney General’s Office. 

1,2,3,4,5 2,3,4,5 5 

HI. IMPROPER POLITICAL 
ACTIVITY 

   

1. Directly or indirectly solicit, or be 
involved in soliciting or receiving any 
assessment, subscription, 
monetary, or non-monetary 
contributions for a political purpose 
from anyone who is in the same 
Department Office and who is a 

1,2,3,4,5 4,5 5 
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subordinate of the solicitor. 
2. Engage in political activity 
during the hours of employment for 
the purpose of improving the 
chance of a political party or 
individual seeking office. 

1,2 1,2,3,4 3,4,5 

3. Engaging in political activity for 
the purpose of securing preference 
for promotion, transfer, or salary 
advancement. 

1,2,3 2,3,4,5 3,4,5 

4. Using or promising to use any 
official authority or influence for the 
purpose of influencing the vote or 
political action of any person for any 
consideration. 

2,3 3,4 3,4,5 

5. Engaging in any unauthorized 
political activity, while on duty, while 
in uniform or at public event.  

2,3,4 3,4 5 

6. Soliciting and/or influencing any 
employee to engage or not engage 
in any political activities with the 
direct or indirect use of any threat, 
intimidation or coercion, including 
threats of discrimination, reprisal, 
force or any other adverse 
consequence including loss of 
benefits, reward, promotion, 
advancement or compensation. 

3,4,5 5  

IJ. DISCRIMINATION AND 
HARASSMENT 

   

1. Discrimination on the basis of 
race, color, religion, sex, sexual 
orientation, age, disability or 
national origin, genetic information 
(GINA,) gender identity and 
expression, or other violations of 
Title VII of the Civil Rights Act. 

2,3,4,5 4,5 5 

2. Engaging in sexual harassment 
as defined in NAC 284, the 
Governor’s policy, or Departmental 
Office policy against another 
employee, client, or any other 
persons in the work place. 

2,3,4,5 4,5 5 

3. Creating or endorsing a hostile 
work environment. 

2,3,4,5 3,4,5 5 

4. Making a negative discriminatory 
remark based on any Federal or 
State protected status. 

2,3 3,4,5 5 

5. Failure of a supervisor to report 
instances of sexual harassment or 
discrimination as defined and 
required by Federal and State law, 
the Governor’s policy, or the 
agency’s policy. 

2,3,4,5 3,4,5 5 

6. Retaliation. Taking adverse 
action against an employee for: 1) 
complaining about harassment or 
discrimination; 2) supporting 
another employee’s complaint about 

2,3,4,5 3,4,5 5 
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harassment or discrimination; 3) 
disclosing improper governmental 
action; 4) filing a grievance or 
appeal; or 5) exercising any 
employment right protocol under 
State or Federal law. 
K. SAFETY AND HEALTH    
1. Willful removal or interference 
with a safety device or safeguard 

2,3 2,3,4 3,4,5 

2. Dangerous horseplay or 
inattention that threatens the life or 
health of an individual or property 
damage. 

2,3,4,5 2,3,4,5 5 

3. Disregard of safety rules. 2,3 3,4,5 5 
4. Creating a situation where force 
must be used unnecessarily. 

3,4,5 4,5 5 

5. Failing to report any use of force 
either as a participant or a witness. 

4,5 4,5 5 

6. Knowingly failing to appropriately 
and timely report any on the job or 
work related accident or injury 
(including accident involving State 
equipment or vehicles assigned to 
the employee). 

1,2,3 2,3,4 3,4,5 

L. RELATIONSHIPS WITH 
CLIENTS 

   

1. Entering into a transaction 
involving the transfer of property for 
personal use or gain with, borrowing 
items from, or selling or trading 
items to a client (or a known victim, 
witness, suspect, defendant or 
Office contact). 

2,3,4,5 3,4,5 5 

2. Entering into a romantic, sexual, 
or otherwise inappropriate 
relationship with any client (or 
known victim, witness, suspect, 
defendant or Office contact) when 
said employee is involved in the 
care, treatment, or delivery of 
service to such individual. 

2,3,4, 5 3,4, 5 5 

3. Having personal or business 
relationships with a client (or known 
victim, witness, suspect, defendant 
or Office contact) for the purpose of, 
or which results in, any program 
advantages, considerations or 
benefits to either party which 
exceeds normal entitlement. 

3,4,5 3,4,5 5 

4. Soliciting clients (or known victim, 
witness, suspect, defendant or 
Office contact) for the establishment 
or maintenance of a private 
professional practice similar to their 
work activities. 

2,3,4,5 3,4,5 5 
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Any permanent classified employee has the right to file a grievance or appeal for any 
condition arising out of the employer-employee relationship including, but not limited to, 
compensation, working hours, working conditions or the interpretation of any law, 
regulation or disagreement. 
 
Refer to Nevada Administrative Code 284.658 through 284.697 for the grievance 
procedure., Nevada Administrative Code 284.774 through 284.818 for the appeal 
procedure. 

 
 
 
 
 
 

CERTIFICATION OF UNDERSTANDING 
 

 
 
 
I ____________________________________, have read the Attorney General’s 
Prohibitions and Penalties as approved by the Personnel Commission 
on____________, 20___ and have discussed any questions about it with my immediate 
supervisor.  I understand the Prohibitions and Penalties document and have been given 
a personal copy for future reference.  I agree to comply with samethem. 
 
 
 
______________________________________________________________________ 
Employee Signature               Date 

 
 
 
______________________________________________________________________ 
Immediate Supervisor Signature               Date 
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Personnel Commission Meeting 
March 2, 2018 
 
 
FOR INFORMATION ONLY 
 
Attached are several items included for your information and consideration with regard to the 
proposed regulations.  The minutes of the August 30, 2017 and December 12, 2017 regulation 
workshops, and the Small Business Impact Statement have been provided, as they are related to 
all regulations proposed for permanent adoption. 
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STATE OF NEVADA 

Department of Administration 

Division of Human Resource Management 

REGULATION WORKSHOP 

Carson City at the Legislative Counsel Bureau, 401 S. Carson Street, Room 2135, Carson City, Nevada; 

and via video conference in Las Vegas at the Grant Sawyer State Building, Room 4412E, 555 East 

Washington Avenue. 

--------------------------------------------------------------- 

MEETING MINUTES 

Wednesday August 30, 2017 

 
 

STAFF PRESENT IN CARSON CITY: 

Peter Long, Administrator, DHRM 

Shelley Blotter, Deputy Administrator, DHRM  

Cassie Moir, Deputy Administrator, DHRM 

Michelle Garton, Supervisory Personnel Analyst, DHRM 

Beverly Ghan, Supervisory Personnel Analyst, DHRM 

Carrie Hughes, Personnel Analyst III, DHRM 

 

 

STAFF PRESENT IN LAS VEGAS: 

None 

 

 
I. Call to order 

 

Shelley Blotter: Opened the meeting and explained that the reason for the workshop was to solicit 

comments from affected parties with regard to the regulations proposed for permanent adoption.  Based 

on the feedback received, the proposed language may be changed or deleted and additional regulations 

may be affected.  If the regulations are submitted to the Personnel Commission for adoption, amendment 

or repeal, the minutes from the workshop and any other comments received will be provided to the 

Personnel Commission when the regulation is presented for their consideration.  Staff will provide an 

explanation of the proposed change with time allowed for comments.   
 

II. Review of Proposed Changes to NAC 284 
 

NEW Filling a vacancy. 

NEW “Spouse” defined. 

284.114 Affirmative action program and equal employment opportunity.  

284.027 “Budget Division” defined. 

284.126 Creation of new class, reclassification of position or reallocation of 

 existing class. 

284.2508 Compensatory time: Use. 

284.458 Rejection of probationary or trial status employees.  

NEW Letter of Instruction:  Use and administration. 

NEW Report of suspension, revocation or cancellation of a professional or 

occupational license, certificate or permit or driver’s license. 

284.653 Driving under the influence; unlawful acts involving controlled 
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  substance. 

284.890 Transportation of employee to and from location of screening test. 

284.692 Agreement for extension of time to file grievance or take required 

 action. 

 
 

Shelley Blotter: Explained the process and invited attendees to provide their comments upon presentation 

of the changes. 

 

Beverly Ghan: Explained that as a result of regulation changes related to filling vacancies pertaining to 

reassignments and a recent change per Assembly Bill 192 as to how the 700-hour program list is handled, 

DHRM is proposing an amendment.  The amendment adds a new section to NAC 284 in order to clarify 

the process that must be used prior to filling vacancies through either competitive or noncompetitive 

means.  The regulation will clarify that prior to filling any vacancy in State service in the classified 

system, the appointing authority must contact DHRM to verify if there is anyone on the reemployment 

list or through the reassignment process or on a list of persons with disabilities, commonly known as the 

700-hour list.  The appointing authority can also check to see if there is anyone on a transfer list when 

applicable.  Transfer lists are only maintained during a Legislative year, until November 1st of that year 

for the Legislature transfer employees. 

 

Shelley Blotter:  Invited comments. 

 

Cadence Matijevich: Acknowledged that the recent legislation makes hiring from the 700-hour list 

mandatory.  She asked whether the other types, including reemployment, reassignment or transfer are 

mandatory or whether an interview is the only requirement.  Beverly Ghan: Explained that the 

reemployment list is mandatory.  The 700-hour list is also mandatory.  Even though there is not an official 

list for the reassignment, it will take priority over both of these if someone is in the reassignment process.  

Cadence Matijevich: Requested that there be clarification in the regulation, that it direct not only to see 

if a list is available, but also what the process is for using any person on the list.  It seems that the intent 

is that if there are persons on the list that the agency would indeed have to hire them.  Beverly Ghan: 

Concurred, adding that the regulation will be made clearer.   

 

John Scarborough: Asked how this applies to NSHE with the delegation agreement.  Peter Long: 

Stated that now that NSHE may or not have access to NVAPPS, because of NSHE’s new system, the 

agreement was that the process must still be followed.  If needed, they may reach out to verify whether 

there are any of these types of lists or potential employees available.  They are still required to follow the 

regulation.  

 

Janine Nelson: Acknowledged that she did not realize there was an Assembly Bill associated with this 

and requested an outline of the bill.  Beverly Ghan: Explained that AB 192 essentially states that if 

anyone is on the 700-hour list, which is accumulated through the DETR Vocational Rehabilitation office. 

The normal process by DHRM, upon request for recruitment, is to send out the reemployment list first.  

If that is not used for whatever reason, DHRM issues the 700-hour list.  When the 700-hour list is issued, 

agencies are now required to work with the person on the list, including reach out efforts.  The person 

may be provided the essential functions of the job.  If the individual signs off stating the functions can 

be performed, the job must be offered to the person.  If there is more than one person on the list, they 

will not be ranked.  The agency must decide which person is the most qualified.  Janine Nelson: Noted 

that it has always been the State philosophy to first try to hire from within. She inquired whether this 

takes away the ability to manage an internal, noncompetitive appointment within the department for a 

vacancy.  Beverly Ghan: Affirmed this understanding.  The regulations require that the mandatory lists 

be addressed first, followed with the normal process, if needed.  Peter Long: Agreed, noting that statute 
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requires this.  He compared it to the process of reemployment.  If a person on the 700-hour list is capable 

of performing the essential functions, it is mandatory that they be offered the position. 

 

Alys Dobel: Sought clarification on reemployment, posing a scenario where a person is reverted back to 

their position, which has already been filled.  The person who is reverted back has rights to the position 

as long as they have more seniority than the person currently in the position.  In a case where they do not 

have greater seniority, they are placed on the reemployment list.  Peter Long: Stated that recent steps 

have been added in the restoration process.  Reemployment would apply for the person who had 

backfilled.  This is specifically addressed in regulation.  Before a vacancy is filled, the question must 

always be asked as to whether there is a reemployment available. 

 

Susie Bargmann: Referred to the 700-hour list.  Because this is not a ranked list, she questioned whether 

the mandatory five must be contacted.  Alternatively, if an individual can be selected as the most qualified 

and subsequently chooses not to select the person, must the agency move on with the 700-hour list or is 

it now finished with the 700-hour list?  Beverly Ghan: Clarified that if it there is more than one person 

on the list, the agency has the authority to choose the most qualified person, based on the information 

available.  If the choice does not work out, the agency can send the list back to DHRM.  Peter Long: 

Stated that this is a good question, which may need to be looked at more closely.  The intent is for the 

agency to review the various people on the 700-hour list.  He stated that agencies should reach out to all 

the individual’s on the list, partly because the agency needs an understanding of an individual has any 

personal limitations.  The ability to perform the essential functions has the potential to narrow down the 

list.  In summary, the agency could not simply choose the most qualified and if the individual cannot 

perform the essential functions, the agency may not disregard the other individuals, but would need to 

reach out to all of them that are available.  Once it is determined which individuals meet the essential 

functions, the agency can choose the one it deems most qualified. 

 

Carrie Hughes: Addressed the new regulation, which defines the term “spouse” as an individual who is 

in a marriage, as well as a domestic partner, to be used throughout Nevada Administrative Code, Chapter 

284.  The reference to NRS 122A.100 refers to domestic partnerships entered into in Nevada.  The 

reference to NRS 122A.500 refers to partnerships entered into outside the State of Nevada. 

 

Shelley Blotter:  Invited comments.  There were none. 

 

Michelle Garton: Addressed NAC 284.114, affirmative action program and equal employment 

opportunity.  NRS 122A.200 states that a public agency shall not discriminate against a person on the 

basis that that person is in a domestic partnership, rather than a spouse.  It also states that domestic 

partners have the same right to nondiscriminatory treatment as that provided to spouses.  As such it is 

proposed to add “domestic partnership” to NAC 284.114. 

 

Shelley Blotter:  Invited comments.  There were none. 

 

Michelle Garton: Addressed NAC 284.027, Budget Division defined and NAC 284.126, creation of 

new class, reclassification of position or reallocation of existing class.  The purpose of the amendments 

is to reflect that the Budget Division was moved from the Department of Administration to the 

Governor’s Office of Finance in Assembly Bill 469 of the 2015 Legislative Session.  This type of change 

is generally handled through codification.  However, because the Legislative Council Bureau has not 

codified NAC 284 for more than two years, DHRM is proposing these changes to the regulations at this 

time. 

 

Shelley Blotter:  Invited comments.  There were none. 
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Carrie Hughes: Discussed NAC 284.2508, compensatory time: use.  In conjunction with the regulations 

and amendments proposed at the July Regulation Workshop, the amendment to NAC 284.2508 is 

proposed to address the provisions of Senate Bill 361 of the 2017 Legislative Session, which provides 

for new employment benefits and requirements relating to domestic abuse.  The amendment will allow 

an employee who has been employed at least 90 days and is a victim of an act of domestic violence or 

his or her family or household member is a victim of domestic violence to take accrued compensatory 

time up to a combined maximum, potentially including annual leave, sick leave and leave without pay of 

160 hours in 12 month period following the act of domestic violence.   

 

Shelley Blotter:  Stated that this is a companion to regulations that were proposed at a previous 

workshop.  She invited comments.  There were none. 

 

Michelle Garton: Addressed NAC 284.458, Rejection of probationary or trial status employee.  This 

amendment will make it clear in regulation that an employee who was rejected from probation or trial 

status may not submit an appeal or a grievance as a result of the decision by the appointing authority.  

The new Subsection 3 in the regulation will allow the Administrator to remove an appeal or a grievance 

from the process, when either is filed as a result of a rejection from probation or trial status.  Removing 

appeals and grievances from the process that have been inappropriately filed will improve efficiency in 

both of the processes. 

 

Shelley Blotter:  Stated that Kevin Ranft, labor representative with AFSCME was unable to attend, but 

provided written comments.  She read his comments into the record:  

 

“Regarding NAC 284.458, Rejection of probationary or trial status employees.  These recommended 

changes in regard to NAC 284.458 don’t address a concern that employees often see when being rejected.  

There has been many cases where an employee is rejected off of a probationary or trial status and are 

very confused with their situation.  The confusion is based upon two main concerns.  One, the agency 

supervisor/manager has not met the requirement of providing the three, seven and/or 11 month appraisal 

evaluation process with the employee.  This is a very important process for the employee to succeed.  The 

employee hasn’t received their full training or the training they have received is insufficient.  I understand 

that these concerns are not always relevant in an employee’s rejection.  However, a process should be 

in an NAC regulation that requires an agency supervisor or manager to meet their obligation prior to 

any employee being rejected, unless egregious circumstances exist.  There have been times where an 

employee is being set up to fail by the supervisor’s inaction.  There is no recourse for the employee in 

these situations and little to no accountability for the supervisor or manager.  Our organization would 

like to see these concerns addressed.”  

 

Shelley Blotter: Invited comments.  There were none. 

 

Michelle Garton: Addressed a new regulation, letter of instruction: use and administration.  This 

amendment was proposed by the College of Southern Nevada and will place into regulation the use and 

administration of letters of instruction, which many agencies currently use as a coaching or performance 

management tool.  A letter of instruction is not part of the disciplinary process and no threat of discipline 

should be included.  This regulation specifies the contents that should be included in a letter of instruction 

and what it must not contain.  The requirement of a meeting between the supervisor and employee is 

included in the regulation and the retention of a letter of instruction is also addressed.  Because many 

agencies have utilized letters of instruction for many years, DHRM is particularly interested in feedback 

related to this regulation. 

 

Shelley Blotter:  Invited Mr. Scarborough or a representative from CSN to the table for comments.  John 

Scarborough: Stated that he and Ms. Blotter discussed this several months ago when they proposed this, 
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in order to remove any ambiguity about exactly what a letter of instruction is.  CSN uses letters of 

instruction extensively, not only for classified employees, but for academic and administrative faculty as 

a way of coaching employees so that they improve problem areas or correct misunderstandings.  CSN 

appreciates the fact that DHRM has developed a regulation to address this.  Shelley Blotter:  Commented 

that some agencies were receiving grievances from employees, where the employee had received a letter 

of instruction.  And because there was a consequence associated with the letter of instruction, the 

Employee-Management Committee viewed it as a documented oral warning.  This effort is intended to 

clarify that the letter of instruction does not include any consequences and is truly meant as a training 

tool.  She invited further comments. 

 

Alys Dobel: Noted that the letter of instruction has been around for quite some time, but may not always 

be called a letter of instruction.  It could also be referred to as a memorandum to the employee.  The 

retention schedule indicates that letters of instruction are to be removed from the employee’s file.  If it is 

in the supervisor’s file, it indicates it must be removed after a year.  She does not necessarily agree with 

this.  Part of an employee’s supervisor’s file is the history of the employee.  Letters of instruction should 

remain in the employee’s file for even two to three years, as it demonstrates improvement.  If an employee 

knows the letter will be removed after one year, they may revert to previous behavior.  Shelley Blotter:  

Stated she would be happy to look into this.  There are sometimes agreements made between the 

employee and the supervisor.  She does not recall the provision where the letter is removed after a year, 

but she will review this.  Alys Dobel: Added that she likes the policy overall, in that it clarifies what 

needs to go in a letter of instruction.  She would like more information on whether a memorandum of 

understanding or similarly titled document must be specifically called a letter of instruction.  Shelley 

Blotter:  Noted that at this point, it is still in the formulation stage.  She would see all such documents 

as similar coaching tools commonly referred to as a letter of instruction.  This can be looked at for the 

possibility of creating a broader net.  She invited further comments. 

 

Brian Boughter: Stated that he likes the regulation.  However, recently he was asked the following 

question: “Can we pull a document out of a supervisor file?  Can the supervisor do that?”  His advice to 

the employee was to share his preference for a complete supervisor file, where nothing is removed.  The 

same would apply to letters of commendation.  Another reason he likes the regulation is because DETR 

has difficulty having people understand what the letter of instruction is, what information it will contain, 

whether it will contain violations, whether it can be listed as a violation or an applicable rule.  DETR had 

ended up listing items as applicable rules instead of violations in order to minimize the perception of the 

disciplinary aspect. 

 

Gennie Hudson:  Referred to Ms. Dobel’s earlier comments regarding a letter of instruction not 

necessarily being termed “letter of instruction.”  Simple items such an email can serve to document a 

conversation between an employee and a supervisor and are not necessarily given formal document titles.  

Renee Depaoli: Echoed the comments, noting that when she took Progressive Discipline training, it was 

referred to in tools and training that it could be a memorandum of understanding or called something 

else.  Welfare and Supportive Services uses letters of instruction on a daily basis.  She appreciates that 

this regulation provides clarity to the process.  However, sometimes what such a document is called can 

make a difference in how it is received.  The term “letter of instruction” has a bite to it, where a 

memorandum of understanding might be received more easily.  She stated that records retention to 

working files may need to be revised.  Shelley Blotter:  Assured that she would look at this.  There is 

opportunity to provide feedback to the committee that oversees records retention. 

 

Janine Nelson: Stated that she likes the regulation.  She noted that item 2(d) states that “The letter of 

instruction should contain the following elements.”  The term “should” seems to provide wiggle room, 

which would be helpful.  Some letters of instruction may not include an associated time frame.  She asked 

whether it is okay to exclude whether something is applicable, according to how the regulation is written.  
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Shelley Blotter:  Stated her belief that this is correct, that it is meant to be a framework for use.  Otherwise 

the regulation would read “shall include” rather than “should include.”   

 

Janine Nelson: Addressed number 5 and noted that the language is soft, that as an FYI, the document 

can be used to build upon discipline.  Some employees are surprised that a letter of instruction may be 

referenced in an oral warning.  Therefore the language in 5 is good to have and in her opinion, could be 

a little more firm that the document can be used in the progressive progress.  Shelley Blotter:  

Commented that this is something that she and the Employee’s Association representatives have spoken 

about, specifically whether the document can be used in future discipline.  The Division feels firmly that 

it establishes previous efforts with the employee to change behavior. 

 

Shelley Blotter:  Read into the record an additional written comment from Kevin Ranft as follows:  

 

“In regards to the new NAC being proposed addressing the use of letters of instruction, this has been a 

topic for years and I am grateful that it is being addressed.  Although our organization disagrees with 

an LOI being used in discipline, as it is not grievable and sometimes used inappropriately, I am hopeful 

that supervisors will use this regulation change to draft an LOI properly and the situation is corrected 

by the employee.  I know that we all agree that when an LOI is used properly, it can prevent a situation 

from becoming a bigger issue.  Again, I am grateful to see the LOI process being added to the NAC.  I 

would like to suggest that this regulation add a Section 6 citing something similar to the following: A 

supervisor must attach a written response, if submitted by the employee to the letter of instruction.  Any 

use of the letter of instruction for future discipline must include the employee’s response, if submitted.”   

 

Shelley Blotter:  Noted some confused reaction as to what the comments mean.  She surmised that if an 

employee responds to a supervisor in writing to the letter of instruction, then that response would be 

attached to the letter of instruction, in the event that the letter of instruction is used for future discipline.   

 

Shelley Blotter: Invited further comments.  There were none. 

 

Michelle Garton: Discussed a new regulation, report of suspension, revocation or cancellation of a 

professional or occupational license, certificate or permit or driver’s license.  The regulation will require 

that an employee report the suspension, revocation or cancellation of a professional or occupational 

license, certificate or permit or driver’s license within five days, if holding such a license or certificate is 

stated in the work performance standards or essential functions of the employee’s position.  When DHRM 

submits the regulation to the Legislative Council Bureau for pre-adoption review, it will be proposing 

that the five day requirement is five working days.  The regulation supports NAC 284.646 for the 

immediate dismissal and NAC 284.650, causes for disciplinary action, by requiring a notification to the 

agency. 

 

Shelley Blotter: Invited comments.   

 

Janine Nelson: Asked whether the requirements must be included in each document, as the department 

does not typically include these requirements in work performance standards.  Michelle Garton: Stated 

that the way it is written in terms of intent, it would be “or,” as in whether it is work performance 

standards or the essential functions.   

 

Janine Nelson: Asked about the rationale for adding NPD-19 in.  Peter Long: Replied that he would 

not be opposed to adding it.  Furthermore, it could be looked at to clarify that the requirements are “or,” 

rather than “and.”  The intent is that the employee be notified somewhere that the licensure is appropriate.  

Shelley Blotter: Commented that it would be appropriate to include on essential functions, as this would 

be the document to be used for reassignments. 
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Alys Dobel: Stated that within the DMV, if a position requires an employee to have a driver’s license, it 

is included in essential functions.  She feels it is appropriate for inclusion in work performance standards, 

as the license must be maintained.  She has worked in other agencies with employees such as social 

workers, nurses, psychologists, nurses, etc.  The requirement is included on the documents, because 

CEUs must be maintained to retain licenses. 

 

Shelley Blotter:  Invited further comments.  There were none. 

 

Carrie Hughes: Addressed NAC 284.653, driving under the influence: unlawful acts involving 

controlled substance.  The amendment will require employees to report to their appointing authorities 

within five working days arrests and convictions relating to driving under the influence, the unlawful 

manufacture, distribution, dispensing, possessing or use of a controlled substance or violation of any state 

or federal law prohibiting the sale of a controlled substance.  The report is required, regardless of whether 

the incident leading to the arrest or conviction occurs while an employee is working or is on his or her 

own personal time.  Violation of this requirement will require the dismissal of the employee. 

 

Shelley Blotter:  Invited comments.   

 

Cadence Matijevich: Asked for clarification on the intent of the requirement, particularly in terms of 

something that happens off duty, noting that an arrest is not a conviction.  In addition, she asked why an 

employee must report the loss of a license, if it is not associated with the performance of their duties.  

Peter Long: Clarified that the requirement only states that if the employee fails to make the report, they 

would be dismissed.  They will not necessarily be dismissed for being arrested, as current verbiage says 

“upon conviction.”  This was brought to our attention, because there have been situations where a State 

employee on their private time was arrested and did not report it to their appointing authority.  For 

example, an employee receives a DUI arrest.  Typically upon arrest, their license is suspended.  The 

employee’s job may require a valid driver’s license.  The employee may continue to illegally drive while 

on duty.  It is at the discretion of the appointing authority, but the intent is to give the appointing 

authorities the tools to make this decision.  Carrie Hughes: Added that the regulation is specific as to 

the types of offenses which are applicable.  She does not believe that the regulation ties it to job duties.  

Cadence Matijevich: Suggested that perhaps the regulation could be narrowed to those circumstances 

where the ability to operate a motor vehicle is specifically noted.  She has concern regarding the 

employee/employer relationship outside of the workplace.  If the employee’s behavior outside of the 

workplace does not relate to his or her job duties and the consequences would not prevent them from 

performing their duties, she questioned the nexus. 

 

Shelley Blotter:  Invited further comments. 

 

Susie Bargmann: Agreed with the prior comments.  Based on how this is written, it does not indicate 

that it would be relevant to the person’s job duties.  It merely indicates that an employee must report it.  

In the example of an administrative assistant, there is likely no requirement for a driver’s license.  If such 

an employee does not report the act, the regulation indicates that the employee must be dismissed. 

 

Janine Nelson: Agreed with the prior comments with the exception that the regulation should not only 

tie to a driver’s license, but also to job duties.  For example, the department would not want to have a 

substance abuse counselor providing services when they themselves have been arrested for this type of 

conviction.  She suggested specificity that it be related to duties versus licensure.  However, she agrees 

that it does not apply to everyone.  Shelley Blotter:  Stated that Ms. Nelson raises a good point.  In 

situations where there is not necessarily a license requirement, certain classes of employee may be 

required to have pre-employment drug testing.  She questioned whether these classes would be covered 
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in this situation and how they would be linked in order for the employee to be informed that an arrest 

would need to be reported.  Janine Nelson:  Stated she would need to think through the various customers 

to answer the question, however, she likes the idea to tie to the class.  For example, childcare workers do 

not have to have a license, but they do have to pass certain background check requirements.   

 

Peter Long: Noted that the intent is to assist the agencies as well as the employees.  The idea is that the 

employer is at least made aware of any arrests and potential loss of licensure.  Alys Dobel: Commented 

that on a personal level, she would not want her rights to be violated.  The DMV runs background 

clearances.  Incidents only show up if they are a true conviction.  Because the DMV must follow federal 

and state laws, they have drafted disclosure statements for employees to sign, if they are in positions that 

would require a specific clearance to continue in their jobs.  Peter Long: Added that some agency 

positions have certain criteria they must meet, which may not fall under drug or substance abuse 

violations.   

 

Shelley Blotter:  Invited further comments.   

 

Brian Boughter: Said that he was curious as to how this reconciles with recent legislation regarding 

“Ban the Box” and background information.  The guidance essentially states that the employer should 

not be seeing background information until after someone has been offered a job.  Peter Long: 

Acknowledged the comments, but stated that “Ban the Box” was specific to not discriminating based on 

background of this type for employment.  This regulation refers to current employees. 

 

Shelley Blotter:  Invited further comments.  There were none. 

 

Carrie Hughes: Discussed NAC 284.890, transportation of employee to and from location of screening 

test.  As the use of alcohol and/or drugs can at times lead to a need for immediate medical intervention, 

the intent of the amendment is to provide agencies with the flexibility to respond as necessary to ensure 

an employee’s safety when arranging for appropriate transportation following a screening test that does 

not immediately establish an employee is not impaired.  The determination that an employee needs 

emergency medical assistance does not necessarily require a medical professional’s evaluation, but 

instead, this regulation relies upon the reasonable person standard.  Additionally, it allows for an 

employee to choose to make his or her own transportation arrangements.  However, all three options in 

the regulation continue to require an appointing authority to actively ensure that an employee has 

appropriate transportation. 

 

Shelley Blotter:  Invited comments.  There were none. 

 

Michelle Garton: Explained that amendment to NAC 284.692, agreement for extension of time to file a 

grievance or take required action, was proposed by the Department of Employment, Training and 

Rehabilitation.  There are times when an employee or agency representative are out of the office for an 

extended period of time and unavailable to enter into a written agreement for the extension of time to file 

a grievance or take required action.  This amendment will allow for an exception to the agreement in 

these types of documented situations, which would be granted or denied by DHRM.  Examples of such 

absences are listed in the regulation and the granting or denial of the exception could be reviewed by the 

Employee-Management Committee, if the grievance proceeds to a hearing.  She invited Mr. Boughter to 

provide comments. 

 

Brian Boughter: Stated that the Department of Employment, Training and Rehabilitation recently 

experienced a grievance situation whereby this regulation change was proposed.  The Department had an 

employee who went out on a short-term disability event and was unable to be reached.  In terms of the 

spirit and intent of the grievance process, a meeting should take place at the lowest level and each 
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proceeding level with the employee.  If the employee is unavailable, they have the right to go into the 

NEATS system and escalate their grievance without having any conversation or interaction.  This is an 

attempt to give the agency an opportunity to get to the employee at the lowest level, if possible. 

 

Shelley Blotter:  Invited further comments.  There were none.  She thanked everyone for their attendance 

at the workshop.  She further invited attendees to forward additional comments and questions.  The 

proposed changes will be submitted within the next few days to the Legislative Council Bureau for pre-

adoption review. 
 

III. Adjournment 

 

Shelley Blotter: Adjourned the meeting. 
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STATE OF NEVADA 
Department of Administration 

Division of Human Resource Management 
REGULATION WORKSHOP 

Carson City at the Legislative Counsel Bureau, 401 S. Carson Street, Room 3137, Carson City, 
Nevada; and via video conference in Las Vegas at the Grant Sawyer State Building, Room 4412E, 
555 East Washington Avenue. 

--------------------------------------------------------------- 
MEETING MINUTES 

Tuesday December 12, 2017 
 
 

STAFF PRESENT IN CARSON CITY: 
Peter Long, Administrator, DHRM 
Shelley Blotter, Deputy Administrator, DHRM  
Michelle Garton, Supervisory Personnel Analyst, DHRM 
Carrie Hughes, Personnel Analyst, DHRM 

OTHERS PRESENT IN CARSON CITY: 
Alys Dobel, Personnel Officer, DMV 

 
I. Call To Order 

 
Shelley Blotter: Opened the meeting and introduced herself as the Deputy Administrator for 
DHRM.  She explained that the reason for the workshop was to solicit comments from affected 
parties with regard to the regulations proposed for permanent adoption.  Based on the feedback 
received, the proposed language may be changed or deleted and additional regulations may be 
affected.  If the regulations are submitted to the Personnel Commission for adoption, 
amendment or repeal, the minutes from the workshop and any other comments received will 
be provided to the Personnel Commission when the regulation is presented for their 
consideration.  Staff will provide an explanation of the proposed change with time allowed for 
comments.   

 
II. Review of Proposed Changes to NAC 284 

 
284.544 Sick leave: Leave without pay; catastrophic leave; receipt of benefits for 

temporary total disability; computation. 
 
Carrie Hughes: Addressed NAC 284.544, sick leave; leave without pay, catastrophic leave; 
receipt of benefits for temporary total disability; computation.  The intent of the amendment is 
to resolve the apparent conflict with NAC 284.5775 and clarify that an employee receiving 
benefits for a temporary total disability may not use annual leave to supplement the benefit, 
unless he or she has exhausted his or her sick leave or is on federally protected family and 
medical leave.  Shelley Blotter: Stated that the change came about during a request for 
interpretation of regulations and the realization that there was a conflict between two regulations.  
When looking at the history, this language had been removed in rule simplification in an attempt 
to make the regulations simpler, however in the end, it was determined necessary to add the 
language back in.   
 
Shelley Blotter: Invited questions or comments regarding the regulation.  Alys Dobel: 44



Introduced herself as the Personnel Officer at the DMV.  She sought clarification of the 
explanation.  If a person is off on disability for workers’ compensation and they are in a use it 
or lose it situation with their annual leave, would they be allowed to take the annual leave in 
such a circumstance?  Shelley Blotter: Stated she believed this was the example brought to 
DHRM’s attention and she believes the answer is no, however she deferred to Carrie Hughes for 
further clarification.  Carrie Hughes: Confirmed that this was the precise question brought to 
attention.  There was consultation with Risk Management to inquire as to current 
recommendations as they manage the State’s Workers’ Compensation Program.  This is aligned 
with current practice.  The question with regard to annual leave and lose it or use it comes back 
to how NRS 281.390 subsection 5 mandates that it be handled.  Alys Dobel: Asked for 
clarification on the following question: “So departments, if they are in a situation like that with 
an employee, at the end of the year, we would have to pay them up to the 240 hours.  Am I clear 
on that?”  Carrie Hughes: Explained that there are provisions in NRS 284 in terms of how the 
procedure for request of leave must take place. 
 
Shelley Blotter: Invited further comments.  There were none. 
 

284.589 Administrative leave with pay. 
284.656 Notice. 
284.6561 Hearing. 
NEW Procedure to request hearing to determine reasonableness of dismissal, 

demotion or suspension. 
284.778 Request for hearing and other communications. 

 
Michelle Garton: Introduced herself as the Supervisory Personnel Analyst with DHRM’s 
Consultation and Accountability Unit.  She addressed regulation amendments resulting from a 
few concept changes related to the disciplinary process.  First, the term “hearing” has been 
changed to “pre-disciplinary review” in the hearing regulation, which also affects the 
administrative leave and the notice regulations.  This change is proposed in order to clarify that 
this meeting is different from a hearing to determine the reasonableness of a dismissal, demotion 
or suspension (appeal hearing) with a hearing officer of the Personnel Commission.  The next 
concept is related to the effective date of the disciplinary action.  DHRM has included in the 
hearing regulation and the newly proposed regulation that the effective date of disciplinary 
action is the first day the discipline takes effect.  In the case of a five-day suspension, for 
example, the effective date of the discipline is the first day.  DHRM also proposes to break out 
subsection 9 of NAC 284.6561 into its own regulation related to the procedure for appealing a 
disciplinary action.  DHRM is proposing to add the requirement that the written notification of 
an appointing authority’s decision regarding discipline, after the pre-disciplinary review is held, 
must accompany an appeal.  This requirement is waived when the disciplinary action is 
immediate, pursuant to NAC 284.6563.  These regulation changes are related to dismissal, 
demotion and suspension.  A whistleblower appeal or an appeal of involuntary transfer have 
different rules and are not subject to these regulations. 
 
Michelle Garton: Reviewed the regulations individually.  In NAC 284.589, the proposed 
amendment to subsection 6 simply adds pre-disciplinary review, as that will be the term used to 
describe the meeting required pursuant to NAC 284.6561.  Similarly, the amendments in NAC 
284.656 replace “hearing” with “pre-disciplinary review” because the meeting requirement 
pursuant to NAC 284.6561 is being described.  For NAC 284.6561, the regulation is amended 
with the terminology change previously described.  Language has also been added in subsection 
5 to explain that during the pre-disciplinary review, an employee will have the opportunity to 45



rebut any allegations and provide mitigating information.  Subsection 9 has been removed and 
placed into a new regulation.  Also included here is that the idea that the effective date of 
disciplinary action is the first day the disciplinary action takes effect, which was described 
previously.   
 
In regards to the procedure to request hearing to determine reasonableness of dismissal, 
demotion or suspension, the new regulation is intended to address the procedure an employee 
may use for appealing a dismissal, demotion or suspension.  It is essentially the language from 
subsection 9 of NAC 284.6561, with the addition that the written notification of an appointing 
authority’s decision regarding dismissal, demotion or suspension after the pre-disciplinary 
review is held, must accompany an appeal.  The blue underlined font in the handout provided is 
the waiver of this requirement, when the disciplinary action is immediate, pursuant to NAC 
284.6563.  The idea that the effective date of disciplinary action is the first day the disciplinary 
takes effect is also included.  For NAC 284.778, request for hearing and other request, the 
underlined blue font in the handout provided includes language referring back to the new 
regulation just discussed.  It falls in the Practice Before Division of Human Resource 
Management section of NAC 284, and the new regulation previously addressed is intended to 
go into the Disciplinary Procedures section. 
 
Shelley Blotter: Added that DHRM is basically rebranding.  Traditionally, this has been called 
the pre-disciplinary hearing.  The language is being changed, so that people are not confused on 
the process taking place prior to the hearing officer hearing.  She invited comments or questions. 
 
Alys Dobel: Commented that she likes the changes, believing that they will be very helpful.  In 
the past, employees have been confused by the word “hearing.”  Sometimes the language about 
the waivers can also be confusing.  She likes the fact that they will have to provide the document 
that actually is a final say in whether it is a suspension, demotion or termination.  At the DMV, 
it is signed by the director.  Employees are told that is the document which will inform them as 
to the true effective date and what the effective action is.  Shelley Blotter: Thanked Ms. Dobel 
for her comments. 

 
284.882 Administration of screening tests. 

 
Carrie Hughes: Discussed NAC 284.882, administration of screening tests.  For employee 
candidate and employee breath alcohol testing that is not federally regulated, NAC 284.882 
provides an equipment standard similar to the U.S. Department of Transportation’s current 
standard.  The U.S. Department of Transportation’s current standard is that equipment used for 
breath alcohol testing not only be approved by the National Highway Traffic Safety 
Administration (NHTSA) but that it also be published on one of the administration’s conforming 
lists.  However, as of January 1st, 2018, alcohol breath testing regulated by the U.S. Department 
of Transportation may be performed on equipment approved by NHTSA, but not yet published 
on their confirming list.  This amendment is intended to continue the matching equipment 
standard for federally regulated testing and testing that is not federally regulated.  This will 
prevent the need to identify or track which collection sites can be used for testing. 
 
Shelley Blotter: Invited questions or comments.  There were none. 
 

284.888 Request for employee to submit to screening test: Interpretation of 
grounds; completion of required form. 
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Carrie Hughes: Addressed NAC 284.888, request for employee to submit to screening test; 
interpretation of grounds; completion of required form.  This amendment includes three changes.  
First, based on legislative changes to the related statute, NRS 284.4065, it adds language to 
clarify when an accident is intended to reference a motor vehicle crash or a different type of 
accident.  Secondly, language has been removed from subsection 3 to conform the regulation to 
NRS 284.4065 in identifying the circumstances outlined in subsection 2 of NRS 284.4065, a law 
enforcement officer discharging a firearm other than by accident, driving a motor vehicle in such 
a manner as to cause bodily injury, or substantial property damage or involvement in a work-
related accident, motor vehicle crash or injury, as exempt from the requirements in subsection 1 
of NRS 284.4065, including preparing and presenting to an employee the objective facts leading 
to reasonable suspicion of impairment.  Finally, new language has been proposed since the 
posting for this workshop; the underlined changes can be found in the provided draft amendment 
handout.  The language is being proposed to clarify that an appointing authority may delegate, 
in a contract or agreement, the authority to direct an employee to submit to a screening test in 
the circumstances outlined in paragraphs b and c of subsection 2 of NRS 284.4065, driving a 
motor vehicle in such a manner as to cause bodily injury or substantial property damage or 
involvement in a work-related accident, motor vehicle crash or injury. 
 
Shelley Blotter: Stated that the current version of the regulation is in conflict with the Drug and 
Alcohol Program Overview.  It was discovered through a hearing officer decision and case that 
leaving in the reference to paragraph b in subsection 3 created a conflict.  This Overview is being 
updated.  However, until this regulation goes into effect, the employee would need to be notified 
of this type of a test.  She asked for confirmation of Ms. Hughes, who confirmed this 
understanding.   
 
Shelley Blotter: Invited questions or comments. 
 
Peter Long: Informed attendees of an issue he just became aware of yesterday in working with 
Fleet Services.  Occasionally, employees are bringing vehicles back with damage which they 
are not reporting to Fleet Services, and the damage is found later.  This could have an effect on 
when or if such a test should be requested.  It could also have bearing on someone determining 
whether it is $500 of damage or more.  It is Mr. Long’s understanding that Fleet Services is 
planning on starting to notify agencies that this has occurred, and that they may want to keep 
track of more than two crashes in one year.  This may be something that the regulation needs to 
address.  He is uncertain how a screening test could be requested when the damage is discovered 
later and not when the vehicle is returned.  Shelley Blotter: Commented that in a case of alcohol, 
it would likely be out of their system already.  However, there is a potential for drug detection, 
depending on the period of time since use.  Peter Long: Added that agencies might address the 
issue of vehicle damage being unreported by including a remedy in prohibitions and penalties. 
 
Shelley Blotter: Invited additional questions or comments.  There were none. 

 
III. Adjournment 
 
Shelley Blotter: Adjourned the meeting. 
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DEPARTMENT OF ADMINISTRATION 
Division of Human Resource Management 

209 E. Musser Street, Suite 101 │ Carson City, Nevada 89701 
Phone: (775) 684-0150 │ www.hr.nv.gov │ Fax: (775) 684-0122 

 
 

November 3, 2017 
 
 

Regulation Small Business Impact Statement 
 
 

Section 15 of Article 15 of the Nevada Constitution requires the Legislature to provide for a 
State merit system governing the employment of employees in the Executive Branch of State 
government and in 1969 the Legislature provided for such in NRS 284. Additionally, NRS 
284.013 provides limitations to which employees of the Executive Branch are covered by NRS 
284.  NRS 284.065 authorizes the Personnel Commission to adopt regulations to carry out the 
provisions of this chapter. 
 
Due to the limitations of the Nevada State Constitution and NRS 284, the Division of Human 
Resource Management staff has determined that the adoption of this proposed regulation does 
not affect small businesses, impose a significant economic burden on small businesses, nor will 
it restrict the formation, operation or expansion of small business. These regulations only impact 
employees moving into the nonclassified, classified, or unclassified service of the Executive 
Branch.  
 
 
I certify that to the best of my knowledge or belief, a concerted effort was made to determine the 
impact of the proposed regulation on small business and that the information contained in this 
statement was prepared properly and is accurate. 
 
 
 

Peter Long      November, 3, 2017 
Peter Long, Administrator    Date 
 
 
 

Patrick Cates 
Director 

 
Peter Long 

Administrator 
 

Brian Sandoval 
Governor 
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Personnel Commission Meeting 
March 2, 2018 
 
 
FOR DISCUSSION AND POSSIBLE ACTION 
 
The following regulations have been proposed for permanent adoption.  A brief explanation 
precedes each section and summarizes the intent of the regulation change.  NOTE:  Language in 
italics is new, and language in brackets [omitted material] is to be omitted. 
 
The following summarizes the recommended action of the Personnel Commission and identifies 
if there has been support or opposition to the proposed action. 
 
LCB File No. R098-17 
The Division of Human Resource Management recommends the amendments included in this LCB 
File to address various aspects of Chapter 284 of the Nevada Administrative Code. 
 
A new regulation is proposed that will set forth the requirements for a supervisor to issue a letter 
of instruction to an employee.  A letter of instruction is a coaching or performance management 
tool, and is not part of the formal disciplinary process.  The regulation describes what a letter of 
instruction is, and what it must and must not contain.  Also included is the requirement that the 
supervisor must meet with the employee, and how the supervisor must retain the letter of 
instruction. 
 
The amendment proposed to NAC 284.458 clarifies that a probationary employee who is rejected 
from probation may not use the grievance or appeal processes to object to his or her rejection.  
Additionally, the amendment clarifies that a permanent employee who is rejected from trial status 
may not use the grievance or appeal processes to object to the rejection.  Also included is a process 
for the Division of Human Resource Management to remove a grievance or appeal that is 
improperly filed by an employee regarding his or her rejection from probation or trial status. 
 
The amendment proposed to NAC 284.692 allows for the waiver of the existing requirement for 
an agreement to extend the time limit for filing a grievance.  The regulation includes situations 
where this would be appropriate such as an extended leave of absence or there is an investigation 
pending a report of alleged unlawful discrimination.  
 
The Division of Human Resource Management is recommending changing the reference to NAC 
284.384 in subsection 1 of section 4 of this LCB File to NAC 284.458, due to an error by the 
Legislative Counsel Bureau. 
 
Comments received at the August 30, 2017 Regulation Workshop were generally in support of the 
regulations.   
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LCB File No. R098-17 
 

Section 1.  Chapter 284 of NAC is hereby amended by adding thereto a new section to read 
as follows: 
 
Explanation of Proposed Change:  This amendment, proposed by the Division of Human 
Resource Management, amends NAC 284 by adding a new section to place a commonly used 
coaching tool, letter of instruction, into regulation.  While “letter of instruction” is the commonly 
used term, it may take the form of a memorandum or other written documentation provided to an 
employee. 
 
The new regulation explains how a letter of instruction is to be used and clarifies that it is not part 
of the disciplinary process.  The regulation outlines what a letter of instruction must contain, and 
that it must not contain any threat of disciplinary action or consequences.  Also included is the 
requirement for a discussion about the contents of the letter of instruction between the supervisor 
and employee, and the retention of a letter of instruction is addressed. 

 
NEW  Letter of instruction:  Use and administration. 

 1.  A letter of instruction is a document that is in written or electronic form and that: 
 (a) A supervisor of an employee may provide to the employee as a coaching or performance 
management tool to: 
  (1) Address the job performance or behavior of the employee; and 
  (2) Provide evidence of the job performance or behavior expected of the employee; and 
 (b) Is not part of the formal disciplinary process. 
 2.  A letter of instruction must include at least the following elements: 
 (a) A brief statement identifying the deficiency or area of concern in the job performance or 
behavior of the employee; 
 (b) An outline of the expectations of the supervisor of the employee relating to the job 
performance or behavior of the employee; 
 (c) Instructions or a recommended course of action for overcoming the deficiency or area of 
concern and a description of any additional training that will be provided to the employee; and 
 (d) A time frame for the completion of any recommended action items and for the proposed 
improvement in the job performance or behavior of the employee. 
 3.  A letter of instruction must not include any reference to disciplinary action or 
consequences for failure to comply with the expectations of the supervisor of the employee 
relating to the job performance or behavior of the employee. 
 4.  The supervisor of the employee and the employee must meet to discuss the expectations 
of the supervisor relating to the job performance or behavior of the employee outlined in the 
letter of instruction. 
 5.  The supervisor of the employee shall retain a copy of the letter of instruction in the 
supervisor’s working file for the employee. The supervisor must attach any written response by 
the employee to the letter of instruction. These documents must not be retained in the permanent 
personnel file of the employee unless they are attached to documentation of a subsequent 
disciplinary action taken against the employee as documentation of a nondisciplinary action that 
was taken before a specified disciplinary action was taken against the employee. 
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Sec. 2.  NAC 284.458 is hereby amended to read as follows: 

 
Explanation of Proposed Change:  This amendment, proposed by the Division of Human 
Resource Management (Division), addresses the rejection from probation and trial status, and that 
an affected employee may not file an appeal or grievance as a result of a rejection.   
 
The amendment will also provide the authority to the Administrator of the Division or his or her 
designee to remove a request for an appeal hearing or a grievance from the grievance process when 
filed by an employee as a result of a rejection from probation or a trial period.  

 
 NAC 284.458  Rejection of probationary employees. (NRS 284.065, 284.155, 284.290) 

1.  During a probationary period, [an] a probationary employee may be rejected for any lawful 
reason, as determined by his or her appointing authority. [An] A probationary employee rejected 
pursuant to this subsection has no appeal rights [.] or rights to file a grievance using the procedure 
set forth in NAC 284.658 to 284.6957, inclusive, concerning the decision by the appointing 
authority to reject the probationary employee. 
 2.  [An] A permanent employee who is serving a trial period may not [use] : 
 (a) File a grievance using the grievance procedure set forth in NAC 284.658 to 284.6957, 
inclusive, [to appeal] concerning the decision by the appointing authority to reject the permanent 
employee during his or her trial period; or 
 (b) Appeal the decision by the appointing authority to reject the permanent employee during 
his or her [probationary] trial period. 
 3.  If the Division of Human Resource Management determines pursuant to subsection 1 or 
2 that a request for the adjustment of a grievance is not eligible for the procedure set forth NAC 
284.658 to 284.6957, inclusive, or that a request for an appeal of a decision by the appointing 
authority is not eligible for appeal, the Division must: 
 (a) Remove the request from the procedure for the adjustment of grievances set forth in NAC 
284.658 to 284.6957, inclusive, or from the appeal process, as applicable; and 
 (b) Provide to the person who submitted the request and the appointing authority in which 
the rejection arose: 
  (1) Notice that the Division has determined that the request is not eligible for the procedure 
for the adjustment of grievances set forth in NAC 284.658 to 284.6957, inclusive, or for the 
appeal process, and an explanation of that determination; and  
  (2) Notice that the Division has removed the request from the procedure for the adjustment 
of grievances set forth in NAC 284.658 to 284.6957, inclusive, or from the appeal process, as 
applicable.  
 4.  A probationary period does not create a contractual relationship between the employee and 
employer. 
 [4.] 5.  If a report of separation is not received by the employee or the Division of Human 
Resource Management by the close of business on the last day of the probationary period, the 
employee is considered to have satisfactorily completed the probationary period and acquired 
permanent status. 
 [Personnel Div., Rule VIII § C subsecs. 1-3, eff. 8-11-73]—(NAC A by Dep’t of Personnel, 10-
26-84; 10-18-89; 11-12-93; 11-16-95) 
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Sec. 3.  NAC 284.692 is hereby amended to read as follows: 
 

Explanation of Proposed Change:  This amendment, proposed by the Department of 
Employment, Training and Rehabilitation, would allow for an exception to the mutual agreement 
requirement for an extension of time to file a grievance or take required action under certain 
circumstances, such as extended leave, which would be granted or denied by the Division of Human 
Resource Management.   
 
An exception to the mutual agreement requirement is also allowable if an employee has also filed 
a charge with an equal employment opportunity (EEO) unit, such as an agency EEO unit, the 
Division of Human Resource Management’s Sexual Harassment and Discrimination Unit, the 
Nevada Equal Rights Commission, or the federal Equal Employment Opportunity Commission.  
An extension related to this may be necessary to allow time for the completion of an investigation 
of the charge. 
 
If the employee ultimately submits his or her grievance to the Employee-Management Committee 
(EMC), the EMC would have the ability to review an exception to the mutual agreement 
requirement at a hearing.   

 
 NAC 284.692  Agreement for extension of time to file grievance or complaint, or take 
required action. (NRS 284.065, 284.155, 284.384)   

1.  Except as otherwise provided in subsection [3,] 5, the time limit for filing a grievance and 
for taking any other action required by either party at any step in the grievance procedure may be 
extended by the mutual agreement of the employee who may file the grievance and the appointing 
authority or his or her designated representative. An agreement to an extension of time entered into 
pursuant to this subsection must be made in writing and authorized by both the employee and the 
appointing authority or his or her designated representative. 
 2.  The time limit for filing a complaint and for taking any other action required by either party 
in the complaint procedure may be extended by the mutual agreement of the employee who may 
file the complaint and the appointing authority or his or her designated representative. An agreement 
to an extension of time entered into pursuant to this subsection must be made in writing and 
authorized by both the employee and the appointing authority or his or her designated 
representative. 
 3.  [The] An appointing authority or a designated representative of the appointing authority 
may unilaterally extend the time limit for filing a grievance or taking any other action at any step 
in the grievance procedure if the appointing authority reasonably believes that circumstances 
prevented a good faith attempt to resolve the grievance at any step in the grievance procedure 
and those circumstances are documented. Such documented circumstances may include, without 
limitation, that: 
 (a) The employee is on a leave of absence; 
 (b) The employee is otherwise absent from work because of: 
  (1) A physical, mental or emotional disorder; 
  (2) A short-term or long-term disability event; or 
  (3) An extended hospital stay or a stay in or treatment from a long-term care facility or 
another facility, including, without limitation, treatment received through an employee 
assistance program; or  
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 (c) There is an investigation pending of a report or complaint of alleged unlawful 
discrimination by an entity set forth in paragraph (a) or (c) of subsection 1 of NAC 284.696. 
 4.  If a grievance is submitted to the Committee, the Committee may review any extension of 
time provided pursuant to subsection 3. 
 5.  Except as otherwise provided in subsection 4, the provisions of this section do not apply to 
a grievance that has been submitted to the Committee. 

(Added to NAC by Personnel Comm’n by R023-05, eff. 10-31-2005; R033-17, 10-31-2017) 
 
Sec. 4.  Section 19 of LCB File No. R033-17, which was adopted by the Personnel Commission 
and filed with the Secretary of State on October 31, 2017, is hereby amended to read as 
follows:  
 

Sec. 19. Section 1 of LCB File No. R076-15, which was adopted by the Personnel 
Commission and filed with the Secretary of State on April 4, 2016, is hereby amended to 
read as follows: 
 
Section 1.  Chapter 284 of NAC is hereby amended by adding thereto a new section to read 
as follows: 
 

Explanation of Proposed Change:  This amendment, proposed by the Legislative Counsel Bureau, 
makes conforming changes based on the amendments in other sections of this LCB File. 
 
At the Personnel Commission meeting on March 2, 2018, the Division of Human Resource 
Management will recommend changing the reference to NAC 284.384 in subsection 1 of the 
following regulation to NAC 284.458.  The Legislative Counsel Bureau referenced the incorrect 
regulation, and is in agreement that the citation should be NAC 284.458, as it is in subsection 2 of 
the regulation. 

 
Section 19 of LCB File No. R033-17  Removal of ineligible grievance or complaint from 

procedure. 
 1.  [If] Except as otherwise provided in NAC 284.384, if the Division of Human Resource 

Management determines that a request for the adjustment of: 
 (a) A grievance is not eligible for the procedure set forth in NAC 284.658 to 284.6957, inclusive, 

because the person who submitted the request is not a person described in subsection 2 of NAC 
284.658 or because a hearing is provided for the grievance pursuant to federal law or NRS 284.165, 
284.245, 284.3629, 284.376 or 284.390; or 

 (b) A complaint is not eligible for the procedure set forth in NAC 284.658 to 284.6957, 
inclusive, because the person who submitted the request is not a person described in paragraph (a) 
of subsection 4 of section 2 of Assembly Bill No. 113, chapter 271, Statutes of Nevada 2017, at 
page 1427, 
 the Division must take the actions described in subsection 2. 
 2.  [Upon] Except as otherwise provided in NAC 284.458, upon making a determination 

pursuant to subsection 1 that a request for the adjustment of a grievance or complaint is not eligible 
for the procedure set forth in NAC 284.658 to 284.6957, inclusive, the Division must, as soon as 
practicable: 

 (a) Remove the request from the procedure for the adjustment of grievances or complaints set 
forth in NAC 284.658 to 284.6957, inclusive; and 
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 (b) Provide to the person who submitted the request and the agency in which the grievance or 
complaint arose: 

  (1) Notice that the Division has determined that the request is not eligible for the procedure 
for the adjustment of grievances or complaints set forth in NAC 284.658 to 284.6957, inclusive, 
and an explanation for that determination; 

  (2) Notice that the Division has removed the request from the procedure for the adjustment 
of grievances or complaints set forth in NAC 284.658 to 284.6957, inclusive; 

  (3) If applicable, information relating to the appropriate procedure for resolving the person’s 
concern; and 

  (4) Information relating to the person’s right to appeal the determination to the Committee. 
 3.  If the Division of Human Resource Management determines that a request for the adjustment 

of a grievance or complaint is not eligible for the procedure for the adjustment of grievances or 
complaints set forth in NAC 284.658 to 284.6957, inclusive, the person who submitted the request 
may appeal the determination to the Committee. 
 (Added to NAC by Personnel Comm’n by R076-15, eff. 4-4-2016; R033-17, 10-31-2017) 
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Personnel Commission Meeting 
March 2, 2018 
 
 
FOR DISCUSSION AND POSSIBLE ACTION 
 
The following regulations have been proposed for permanent adoption.  A brief explanation 
precedes each section and summarizes the intent of the regulation change.  NOTE:  Language in 
italics is new, and language in brackets [omitted material] is to be omitted. 
 
The following summarizes the recommended action of the Personnel Commission and identifies 
if there has been support or opposition to the proposed action. 
 
LCB File No. R118-17 
The Division of Human Resource Management recommends the regulation amendments contained 
in LCB File No. R118-17. 
 
First, a new regulation is proposed which requires an employee to report the suspension, revocation 
or cancellation of a professional or occupational license, certificate or permit or a driver’s license 
to his or her appointing authority.  This regulation also includes a timeframe of 5 working days to 
report such a suspension, revocation or cancellation, and the consequences of not making a report. 
 
Next, a new regulation is proposed which requires an employee to report being arrested for, 
charged with or convicted of any offense to his or her appointing authority, also within a 5 working 
day time frame, if the arrest, charge or conviction makes the employee temporarily or permanently 
unable to perform his or her duties.  Consequences of failing to make this type of report are 
included in this new regulation as well. 
 
Conforming changes to disciplinary regulations necessary as a result of the two newly proposed 
regulations are included in this LCB File. 
 
The proposed amendment to NAC 284.653 expands the requirement that an employee report a 
conviction related to driving under the influence or unlawful acts involving controlled substances, 
to also require that an employee report such an arrest, charge or conviction during working or 
nonworking hours.  A timeframe of 5 working days remains a requirement in this proposed 
amendment.  The consequences of failing to make this type of report is also included in this 
amendment. 
 
Finally, the amendment to NAC 284.890 will allow an appointing authority additional options 
regarding next steps for an employee after he or she has submitted to a screening test.  In addition 
to providing transportation home, an appointing authority may also assist the employee in 
arranging transportation by a person of his or her choosing, or arrange for medical assistance, as 
appropriate. 
 
Comments received at the August 30, 2017 Regulation Workshop were generally in support of the 
regulations.   
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LCB File No. R118-17 
 
Section 1.  Chapter 284 of NAC is hereby amended by adding thereto the provisions set forth 
as sections 2 and 3 of this regulation. 
 
Sec. 2.   

 
Explanation of Proposed Change:  This amendment, proposed by the Division of Human 
Resource Management, amends NAC 284 by adding a new section to require an employee to report 
within 5 working days the suspension, revocation or cancellation of a license, certificate or permit 
which is a requirement of the position.  Subparagraph (e) of subsection 2 of NAC 284.646 allows 
for the immediate dismissal of an employee who has had such a license, certificate or permit 
suspended, revoked or cancelled. 

 
 NEW  Report of suspension, revocation or cancellation of a professional or occupational 
license, certificate or permit or driver’s license. 
 1.  An employee must report the suspension, revocation or cancellation of a professional or 
occupational license, certificate or permit or driver’s license to his or her appointing authority 
within 5 working days after the suspension, revocation or cancellation occurs if the possession 
of the professional or occupational license, certificate or permit or driver’s license is a 
requirement of the position at the time of appointment as stated in the standards of work 
performance, essential functions or class specifications for the position, or in other 
documentation provided to the employee at the time of appointment, or required thereafter 
pursuant to federal or state law. 
 2.  If an employee fails to make the report required pursuant to subsection 1: 
 (a) The appointing authority may immediately dismiss the employee pursuant to subsection 2 
of NAC 284.646; or 

(b) Appropriate disciplinary or corrective action may be taken against the employee pursuant 
to NAC 284.650. 
 
Sec. 3.   

 
Explanation of Proposed Change:  This amendment, proposed by the Division of Human 
Resource Management, amends NAC 284 by adding a new section to require an employee to report 
being arrested for, charged with or convicted of an offense that either temporarily or permanently 
results in the employee not being able to perform the duties of his or her position. 
 
This regulation is proposed due to situations where off duty behavior has resulted in an employee 
not being able to perform his or her duties.  It is important for an appointing authority to know of 
an arrest, charge, or conviction in order to make a determination if the employee can no longer 
serve in his or her position, may need to be placed on leave, or take any other action to protect the 
public that is served.  

 
 NEW  Report of arrest, charge, or conviction of an offense. 

1.  An employee or a designated representative of the employee must report being arrested 
for, charged with or convicted of any offense, including, without limitation, being arrested for, 
charged with or convicted of an offense that took place during working or nonworking hours, to 
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his or her appointing authority within 5 working days after the arrest, charge or conviction 
occurs if the arrest, charge or conviction results in the employee being temporarily or 
permanently unable to perform the duties of his or her position. 
 2.  An employee must make the report required pursuant to subsection 1 in every situation 
where the arrest, charge or conviction results in the employee being temporarily or permanently 
unable to perform the duties of his or her position, even if the employee: 
 (a) Is not absent from work as a result of an arrest, charge or conviction; or 
 (b) Uses the leave of absence that he or she has accrued as a result of an arrest, charge or 
conviction. 
 3.  Except as otherwise provided in subsection 6 of NAC 284.653, if an employee fails to make 
the report required pursuant to subsection 1: 
 (a) The appointing authority may immediately dismiss the employee pursuant to subsection 2 
of NAC 284.646; or 
 (b) Appropriate disciplinary or corrective action may be taken against the employee pursuant 
to NAC 284.650. 
 
Sec. 4.  NAC 284.646 is hereby amended to read as follows: 

 
Explanation of Proposed Change:  Proposed by the Division of Human Resource Management, 
this amendment allows an appointing authority to immediately dismiss or discipline an employee 
in accordance with Sections 2 and 3 of this LCB File. 

 
 NAC 284.646  Dismissals. (NRS 284.065, 284.155, 284.383, 284.385, 284.390) 
 1.  An appointing authority may dismiss an employee for any cause set forth in NAC 284.650 
if: 
 (a) The agency with which the employee is employed has adopted any rules or policies which 
authorize the dismissal of an employee for such a cause; or 
 (b) The seriousness of the offense or condition warrants such dismissal. 
 2.  An appointing authority may immediately dismiss an employee pursuant to the standards 
and procedures set forth in NAC 284.6563 for the following causes, unless the conduct is 
authorized pursuant to a rule or policy adopted by the agency with which the employee is employed: 
 (a) Intentionally viewing or distributing pornographic material at the premises of the workplace, 
including, without limitation, intentionally viewing or distributing pornographic material on any 
computer owned by the State, unless such viewing or distributing is a requirement of the employee’s 
position ; [.] 
 (b) Unauthorized release or use of confidential information ; [.] 
 (c) Participation in sexual conduct on the premises of the workplace, including, without 
limitation, participation in sexual conduct in a vehicle that is owned by the State ; [.] 
 (d) Absence without approved leave for 3 consecutive days during which the employee is 
scheduled to work ; [.] 
 (e) The suspension, revocation or cancellation of a professional or occupational license, 
certificate or permit or driver’s license if the possession of the professional or occupational license, 
certificate or permit or driver’s license is a requirement of the position at the time of appointment 
as stated in the standards of work performance, essential functions or class specifications for the 
position, or in other documentation provided to the employee at the time of appointment, or required 
thereafter pursuant to federal or state law ; [.] 
 (f) Threatening another person with a deadly weapon during any time in which the employee is: 
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  (1) On the premises of the workplace; or 
  (2) Conducting state business or otherwise performing any duties of employment ; [.] 
 (g) Stealing or misappropriating any property that is owned by the State or located on state 
property [.] ; 
 (h) Failure to report the suspension, revocation or cancellation of a professional or 
occupational license, certificate or permit or driver’s license pursuant to section 2 of this 
regulation if the possession of the professional or occupational license, certificate or permit or 
driver’s license is a requirement of the position at the time of appointment as stated in the 
standards of work performance, essential functions or class specifications for the position or in 
other documentation provided to the employee at the time of appointment, or required thereafter 
pursuant to federal or state law; or 
 (i) Failure to report being arrested for, charged with or convicted of any offense pursuant to 
section 3 of this regulation if the arrest, charge or conviction results in the employee being 
temporarily or permanently unable to perform the duties of his or her position. 
 3.  The rights and procedures set forth in NAC 284.655 to 284.6563, inclusive, apply to any 
dismissal made pursuant to this section. 
 4.  As used in this section: 
 (a) “Material” has the meaning ascribed to it in NRS 201.2581. 
 (b) “Nudity” has the meaning ascribed to it in NRS 201.261. 
 (c) “Pornographic material” means material that, all or in part, contains any description or 
representation of nudity, sexual conduct, sexual excitement or sado-masochistic abuse which 
predominantly appeals to the prurient, shameful or morbid interest of adults and is without serious 
literary, artistic, political or scientific value. 
 (d) “Sado-masochistic abuse” has the meaning ascribed to it in NRS 201.262. 
 (e) “Sexual excitement” has the meaning ascribed to it in NRS 201.264. 
 [Personnel Div., Rule XII § C, eff. 8-11-73]—(NAC A by Dep’t of Personnel, 10-26-84; A by 
Personnel Comm’n by R147-06, 12-7-2006; R063-09, 11-25-2009; R027-11, 12-30-2011) 

 
Sec. 5.  NAC 284.650 is hereby amended to read as follows: 

 
Explanation of Proposed Change:  Proposed by the Division of Human Resource Management, 
this amendment allows an appointing authority discipline an employee in accordance with sections 
2 and 3 of this LCB File. 

 
  NAC 284.650  Causes for disciplinary action. (NRS 284.065, 284.155, 284.383)   
Appropriate disciplinary or corrective action may be taken for any of the following causes: 
 1.  Activity which is incompatible with an employee’s conditions of employment established 
by law or which violates a provision of NAC 284.653 or 284.738 to 284.771, inclusive. 
 2.  Disgraceful personal conduct which impairs the performance of a job or causes discredit to 
the agency. 
 3.  The employee of any institution administering a security program, in the considered 
judgment of the appointing authority, violates or endangers the security of the institution. 
 4.  Discourteous treatment of the public or fellow employees while on duty. 
 5.  Incompetence or inefficiency. 
 6.  Insubordination or willful disobedience. 
 7.  Inexcusable neglect of duty. 
 8.  Fraud in securing appointment. 
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 9.  Prohibited political activity. 
 10.  Dishonesty. 
 11.  Abuse, damage to or waste of public equipment, property or supplies because of 
inexcusable negligence or willful acts. 
 12.  Drug or alcohol abuse as described in NRS 284.4062 and NAC 284.884. 
 13.  Conviction of any criminal act involving moral turpitude. 
 14.  Being under the influence of intoxicants, a controlled substance without a medical doctor’s 
prescription or any other illegally used substances while on duty. 
 15.  Unauthorized absence from duty or abuse of leave privileges. 
 16.  Violation of any rule of the Commission. 
 17.  Falsification of any records. 
 18.  Misrepresentation of official capacity or authority. 
 19.  Violation of any safety rule adopted or enforced by the employee’s appointing authority. 
 20.  Carrying, while on the premises of the workplace, any firearm which is not required for 
the performance of the employee’s current job duties or authorized by his or her appointing 
authority. 
 21.  Any act of violence which arises out of or in the course of the performance of the 
employee’s duties, including, without limitation, stalking, conduct that is threatening or 
intimidating, assault or battery. 
 22.  Failure to participate in any investigation of alleged discrimination, including, without 
limitation, an investigation concerning sexual harassment. 
 23.  Failure to participate in an administrative investigation authorized by the employee’s 
appointing authority. 
 24.  Failure to report the suspension, revocation or cancellation of a professional or 
occupational license, certificate or permit or driver’s license pursuant to section 2 of this 
regulation if the possession of the professional or occupational license, certificate or permit or 
driver’s license is a requirement of the position at the time of appointment as stated in the 
standards of work performance, essential functions or class specifications for the position, or in 
other documentation provided to the employee at the time of appointment, or required thereafter 
pursuant to federal or state law. 
 25.  Failure to report being arrested for, charged with or convicted of any offense pursuant 
to section 3 of this regulation if the arrest, charge or conviction results in the employee being 
temporarily or permanently unable to perform the duties of his or her position. 
 [Personnel Div., Rule XII § D, eff. 8-11-73]—(NAC A by Dep’t of Personnel, 10-26-84; 7-22-
87; 12-26-91; 7-1-94; 11-16-95; R031-98, 4-17-98; A by Personnel Comm’n by R065-98, 7-24-98; 
R147-06, 12-7-2006) 
 
Sec. 6.  NAC 284.653 is hereby amended to read as follows: 

 
Explanation of Proposed Change:  This amendment, proposed by the Division of Human 
Resource Management, requires an employee to report being arrested for, charged with, or 
convicted of an offense related to drugs or alcohol.  Additionally, the amendment includes that an 
employee is required to report arrests, charges, or convictions for an offense that occurred during 
his or her personal time away from the workplace if the arrest, charge, or conviction results in the 
employee’s inability to temporarily or permanently perform the duties of his or her position. 
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 NAC 284.653  Driving under the influence; unlawful acts involving controlled substance. 
(NRS 284.065, 284.155, 284.383, 284.385, 284.407) 

1.  An employee is subject to any disciplinary action set forth in subsection 2, as determined by 
the appointing authority, if the employee is convicted of any of the following offenses: 
 (a) If the offense occurred while the employee was driving a state vehicle, or a privately owned 
vehicle on state business: 
  (1) Driving under the influence in violation of NRS 484C.110; or 
  (2) Any offense resulting from an incident in which the employee was: 
   (I) Originally charged with driving under the influence; or  
   (II) Charged with any other offense for which driving under the influence is an element of 
the offense. 
 (b) The unlawful manufacture, distribution, dispensing, possession or use of a controlled 
substance on the premises of the workplace or on state business. 
 2.  An appointing authority may impose the following disciplinary actions if an employee is 
convicted of an offense set forth in subsection 1: 
 (a) For the first offense: 
  (1) Dismissal; 
  (2) Demotion, if permitted by the organizational structure of the agency for which he or she 
is employed; 
  (3) Suspension for 30 calendar days; or 
  (4) Suspension for 30 calendar days and demotion. 
 (b) For the second offense within 5 years, dismissal. 
 3.  An employee who is suspended or demoted pursuant to subsection 2 must: 
 (a) Agree to be evaluated through an employee assistance program; and 
 (b) Complete any program of treatment recommended by the evaluation. 
 4.  If an employee fails to complete the program of treatment, the appointing authority must 
dismiss the employee. 
 5.  Pursuant to NRS 193.105, an employee who is convicted of violating any state or federal 
law prohibiting the sale of a controlled substance must be dismissed. 
 6.  An employee must report [a conviction] being arrested for, charged with or convicted of 
any offense described in this section , including, without limitation, being arrested for, charged 
with or convicted of an offense that took place during working or nonworking hours, to his or 
her appointing authority within 5 working days after it occurs [.] if the arrest, charge or conviction 
results in the employee being temporarily or permanently unable to perform the duties of his or 
her position. If the employee fails to make [that] such a report, [he or she must be dismissed.] the 
appointing authority shall immediately dismiss the employee. 
 (Added to NAC by Dep’t of Personnel, eff. 7-22-87; A 4-20-90; 3-27-92; A by Personnel 
Comm’n by R147-06, 12-7-2006; R141-07, 1-30-2008) 

 
Sec. 7.  NAC 284.890 is hereby amended to read as follows: 

 
Explanation of Proposed Change:  This amendment, proposed by the Division of Human 
Resource Management, will provide agencies flexibility in assuring that an employee is safely 
transported from the test location when he or she will not be returning to the workplace due to the 
end of a work day, a positive test result, or no immediate test result.  The addition to the regulation 
allowing an employee to make his or her own transportation arrangements is intended to provide 
an employee with an additional option.  It is not the intent to remove the agency’s responsibility to 
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ensure the employee’s transportation.  The amendment also allows an agency, as needed, to respond 
to an obvious medical crisis that happens prior to or during transportation of the employee following 
the test. 
 
 NAC 284.890  Transportation of employee to and from location of screening test. (NRS 
284.065, 284.155, 284.407)   

1.  If an employee is required to submit to a screening test, the appointing authority shall 
provide transportation for the employee to the location of the test.  
 2.  After the employee submits to the screening test, the appointing authority , as appropriate, 
shall [provide] : 
 (a) Provide transportation for the employee to his or her home [.] ; 
 (b) Assist the employee in arranging for a person chosen by the employee to provide 
transportation for the employee; or 
 (c) Arrange for emergency medical assistance if the appointing authority or any other person, 
before or during the transportation of the employee to his or her home, reasonably believes, based 
on objective facts, that the employee needs emergency medical assistance. 
 (Added to NAC by Dep’t of Personnel, eff. 12-26-91) 
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Personnel Commission Meeting 
March 2, 2018 
 
 
FOR DISCUSSION AND POSSIBLE ACTION 
 
The following regulations have been proposed for permanent adoption.  A brief explanation 
precedes each section and summarizes the intent of the regulation change.  NOTE:  Language in 
italics is new, and language in brackets [omitted material] is to be omitted. 
 
The following summarizes the recommended action of the Personnel Commission and identifies 
if there has been support or opposition to the proposed action. 
 
LCB File No. R119-17 
The Division of Human Resource Management recommends the regulation amendment contained 
in LCB File No. R119-17. 
 
This amendment will clarify that a form will not be required if an appointing authority requests an 
employee to submit to a screening test pursuant to subsection 2 of NRS 284.4065.  Also, the 
amendment changes “accident” to “crash,” which is based on amendments made during the 2015 
Legislative Session. 
 
Comments received at the December 12, 2017 Regulation Workshop were generally in support of 
the regulations.   
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LCB File No. R119-17 
 

Section 1.  NAC 284.888 is hereby amended to read as follows: 
 
Explanation of Proposed Change:  This amendment, proposed by the Division of Human 
Resource Management, will clarify that the requirements outlined in subsection 1 of NRS 284.4065 
(e.g., inform the employee in writing “whether the test will be for alcohol or drugs, or both”) do not 
apply to the situations outlined in subsection 2 of NRS 284.4065 (e.g., “has or is involved in a work-
related accident or injury”). 
 
In 2015, the Nevada Legislature amended certain sections of existing law by changing the word 
“accident” to “crash,” and the amendment to subparagraph (a) of subsection 4 of this regulation 
makes a conforming change. 

 
 NAC 284.888  Request for employee to submit to screening test:  Interpretation of 
grounds; completion of required form. (NRS 284.065, 284.155, 284.407) 
 1.  Objective facts upon which an appointing authority may base a reasonable belief that an 
employee is under the influence of alcohol or drugs which impair the ability of the employee to 
perform his or her duties safely and efficiently include, but are not limited to: 
 (a) Abnormal conduct or erratic behavior by the employee that is not otherwise normally 
explainable; 
 (b) The odor of alcohol or a controlled substance on the breath of the employee; 
 (c) Observation of the employee consuming alcohol; or 
 (d) Observation of the employee possessing a controlled substance or using a controlled 
substance that is reported by a credible source.  
 2.  Except as otherwise provided in subsection 3, before requiring an employee to submit to a 
screening test, the supervisor of the employee must complete a form provided by the Division of 
Human Resource Management. 
 3.  The provisions of subsection 2 do not apply if an appointing authority requests an employee 
to submit to a screening test pursuant to [paragraph (b) of] subsection 2 of NRS 284.4065.  
 4.  For the purposes of subsection 2 of NRS 284.4065 : [, as amended by section 8 of Senate 
Bill No. 62, chapter 225, Statutes of Nevada 2015, at page 1049:] 
 (a) “Substantial damage to property” includes, but is not limited to: 
  (1) The operation of a motor vehicle in such a manner as to cause more than $500 worth of 
property damage; or 
  (2) The operation of a motor vehicle in such a manner as to cause two crashes which cause 
damage to property [accidents] within a 1-year period. 
 (b) “Work-related accident or injury” means an accident or injury that occurs in the course of 
employment or that involves an employee on the premises of the workplace. 
 (Added to NAC by Dep’t of Personnel, eff. 12-26-91; A by Personnel Comm’n by R066-09, 10-
27-2009; R193-09, 4-20-2010; R010-11, 10-26-2011; R044-15, 1-1-2016) 
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Personnel Commission Meeting 
March 2, 2018 
 
 
FOR DISCUSSION AND POSSIBLE ACTION 
 
The following regulations have been proposed for permanent adoption.  A brief explanation 
precedes each section and summarizes the intent of the regulation change.  NOTE:  Language in 
italics is new, and language in brackets [omitted material] is to be omitted. 
 
The following summarizes the recommended action of the Personnel Commission and identifies 
if there has been support or opposition to the proposed action. 
 
LCB File No. R121-17 
The Division of Human Resource Management (DHRM) recommends the amendments in LCB 
File No. R121-17, which generally relate to the priority for the use of lists of eligible persons.    
 
The proposed amendment to NAC 284.358 requires an appointing authority to prioritize the use 
of a reassignment list after a reemployment list.  Also, this amendment also requires an appointing 
authority to follow the order of priority, and to contact DHRM to determine if eligible persons are 
available through a reemployment list, reassignment list, or a list of persons with disabilities 
eligible for temporary limited appointments before using any lower priority list.   
 
The proposed amendment to NAC 284.360 revises procedures that DHRM must follow when 
certifying and providing each list to an appointing authority, using the priority established in NAC 
284.358.   
 
The proposed amendment to NAC 284.361 requires integration of names of persons eligible for 
reassignment onto reassignment lists provided by DHRM. 
 
Comments were received at the August 30, 2017 Regulation Workshop generally in support of the 
regulations.   
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LCB File No. R121-17 
 
Section 1.  NAC 284.358 is hereby amended to read as follows: 
 
Explanation of Proposed Change:  The Division of Human Resource Management (the Division) 
initially proposed a new regulation to require an appointing authority to contact the Division prior 
to filling any vacancy.  The regulation also explained the order of possible lists that would be 
provided.  In conjunction with the Legislative Counsel Bureau, the Division proposes the following 
amendment.  This amendment will require an appointing authority to follow the order of lists 
included in subsection 1, including prioritizing the use of a reassignment list after a reemployment 
list.   
 
Finally, this amendment includes the requirement for an appointing authority to contact the Division 
to determine if lists of eligible persons exist according to subparagraphs (a), (b) and (c) of paragraph 
1 of the regulation, prior to filling any vacancy. 

 
 NAC 284.358  Types of lists and priority for use. (NRS 284.065, 284.155, 284.250, 
284.327) 

1.  The types of lists of eligible persons and, unless otherwise provided in this chapter or chapter 
284 of NRS, the required priority for their use are as follows: 
 (a) Reemployment lists. 
 (b) Reassignment lists.  
 (c) Lists of persons with disabilities who are eligible for temporary limited appointments 
pursuant to NRS 284.327, as amended by section 1 of Assembly Bill No. 192, chapter 189, Statutes 
of Nevada 2017, at page 1016. 
 [(c)] (d) Transfer lists, at the option of the appointing authority. 
 [(d)] (e) Divisional promotional lists. 
 [(e)] (f) Departmental promotional lists. 
 [(f)] (g) Statewide promotional lists. 
 [(g)] (h) Lists of persons determined to be eligible from open competitive recruitments. 
 [(h)] (i) Lists of eligible persons of comparable classes. 
 2.  The names on each list must be used as prescribed in NAC 284.361. 
 3.  Before filling a vacancy, an appointing authority shall contact the Division of Human 
Resource Management by telephone or electronic mail to determine if eligible persons are 
available for appointment through the lists referred to in paragraphs (a), (b) and (c) of subsection 
1 before using any list referred to in paragraphs (d) to (i), inclusive, of subsection 1. 
 4.  The open and promotional lists referred to in paragraphs [(d)] (e) to [(h),] (i), inclusive, of 
subsection 1 must be: 
 (a) Based on the type of recruitment prescribed by the Division of Human Resource 
Management; and 
 (b) Described in the publicized job announcement. 
 The establishment of any other type of list from the initial recruitment must be in accordance 
with NAC 284.367. 
 [Personnel Div., Rule V § A, eff. 8-11-73]—(NAC A by Dep’t of Personnel, 4-20-90; 7-6-92; A 
by Personnel Comm’n by R183-03, 1-27-2004; R034-17, 1-1-2018) 
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Sec. 2.  NAC 284.360 is hereby amended to read as follows: 
 

Explanation of Proposed Change:  The Division of Human Resource Management (the Division) 
initially proposed a new regulation to require an appointing authority to contact the Division prior 
to filling any vacancy.  The regulation also explained the order of possible lists that would be 
provided.  In conjunction with the Legislative Counsel Bureau, the Division of Human Resource 
proposes the following amendment.  This amendment will specifically require the Division of 
Human Resource Management to certify and provide each list to the appointing authority in 
accordance with the priority set forth in the amendment to NAC 284.358 in section 1 of this LCB 
File. 
 
This amendment also incorporates the required use of a reassignment list, if available. 

 
 NAC 284.360  Reemployment lists; certification or waiver of lists. (NRS 284.065, 
284.155, 284.250) 
 1.  [Upon receipt of the appropriate form from] After being contacted by an appointing 
authority [for a list of] pursuant to subsection 3 of NAC 284.358 regarding the availability of 
eligible candidates in a specific class, the Division of Human Resource Management must verify 
the availability of a reemployment list for that class. If a reemployment list is available, the Division 
of Human Resource Management must certify and provide the reemployment list to the appointing 
authority. Eligible persons who appear on reemployment lists are ranked in order of seniority. 
Except as otherwise provided in subsection 2 of NAC 284.6017, placement on a reemployment list 
must be determined using the criteria governing the determination of seniority for layoff pursuant 
to NAC 284.632. 
 2.  If there is no reemployment list available, the Division of Human Resource Management 
must certify and provide to the appointing authority any available reassignment lists pursuant to 
section 4 of LCB File No. R097-16. 
 3.  If there are no reassignment lists available, the Division of Human Resource Management 
must certify and provide to the appointing authority any available lists of persons with disabilities 
who are eligible for temporary limited appointments pursuant to NRS 284.327, as amended by 
section 1 of Assembly Bill No. 192, chapter 189, Statutes of Nevada 2017, at page 1016.  
 [3.] 4.  If there are no available lists of persons with disabilities who are eligible for temporary 
limited appointments pursuant to NRS 284.327, as amended by section 1 of Assembly Bill No. 192, 
chapter 189, Statutes of Nevada 2017, at page 1016, the Division of Human Resource Management 
must certify and provide to the appointing authority any available transfer lists of employees who 
are entitled to transfer to a position pursuant to NRS 284.3775. 
 [4.] 5.  If no list described in subsection 1 , [or] 2 or 3 is available, the Division of Human 
Resource Management must, upon request of the appointing authority and in accordance with 
subsections [5 and 6,] 6 and 7, certify the names of eligible persons on ranked or unranked lists 
described in paragraphs [(d)] (e) to [(h),] (i), inclusive, of subsection 1 of NAC 284.358, or waive 
the list. 
 [5.] 6.  The names of eligible persons on ranked lists must appear in the order of the total rating 
which they earned in the examination, including preferences for veterans and residents. 
 [6.] 7.  The Division of Human Resource Management may certify a list of eligible applicants 
who are not ranked, or may waive the list, for: 
 (a) A class that is grade 20 or below; 
 (b) A class designated in the classification plan as entry level; or 
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 (c) A class designated in the classification plan as a class for which applicants for promotion are 
not normally available. 
 [7.] 8.  Only an eligible person who has indicated the willingness to accept the location of the 
vacancy and the other conditions of employment may be certified. 

(Added to NAC by Dep’t of Personnel, eff. 10-26-84; A by Personnel Comm’n by R183-03, 1-
27-2004; R024-05, 10-31-2005; R034-17, 1-1-2018) 

 
Sec. 3.  NAC 284.361 is hereby amended to read as follows: 

 
Explanation of Proposed Change:  The Division of Human Resource Management (the Division) 
initially proposed a new regulation to require an appointing authority to contact the Division prior 
to filling any vacancy.  The regulation also explained the order of possible lists that would be 
provided.  In conjunction with the Legislative Counsel Bureau, the Division proposes the following 
amendment.  This amendment requires the Division to integrate the name of an employee who is 
eligible for reassignment within that agency into the reassignment list. 

 
 NAC 284.361  Use of lists and consideration of eligible persons. (NRS 284.065, 284.155, 
284.250)  When using lists of persons who are eligible and considering eligible persons who have 
been certified, the following conditions apply: 
 1.  When a reemployment list is certified, persons who are available for appointment and who 
are certified on reemployment lists, other than seasonal reemployment lists, must be hired in the 
order in which they appear unless the appointing authority, upon submitting written justification, 
obtains the written concurrence of the Governor to deviate from the order of priority or to hire from 
another list. The appointing authority must make the written justification available for examination 
by affected persons or their designated representatives. 
 2.  The Division of Human Resource Management shall integrate the name of a person who 
is eligible for reassignment pursuant to subsection 2 or 4 of section 4 of LCB File No. R097-16 
with the names of employees who are placed on a reassignment list pursuant to subsection 3 or 
5 of section 4 of LCB File No. R097-16 whenever there is a reassignment list certified to the 
agency that employed the person in his or her regular position. 
 3.  A person must accept or refuse an offer of employment: 
 (a) If the offer of employment is sent by mail to the person, within 6 calendar days after the 
postmarked date appearing on the envelope in which the offer was mailed; or 
 (b) If the offer is an oral offer of employment, within 3 business days after the oral offer has 
been made. 
 [3.] 4.  The appointing authority may request selective certification for a particular position if 
the normal method of certification does not provide candidates qualified to perform the duties of 
the position satisfactorily. Where selective certification is necessary, the appointing authority shall 
furnish in writing the special requirements peculiar to the position and his or her reasons therefor. 
If the facts and reasons justify such a method of selection, the Division of Human Resource 
Management may certify the highest ranking eligible persons who possess the special 
qualifications. 
 [4.] 5.  Certification of only eligible persons who are the same sex must not be made unless 
there is clear evidence that the duties assigned could be performed efficiently only by the sex 
specified. 
 [5.] 6.  When using ranked lists other than those for reemployment, the appointing authority 
shall attempt to communicate, as provided in NAC 284.373, with at least 5 persons in the first 10 
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ranks to determine their availability and qualifications. The names on each type of list must be 
considered before names from the next succeeding list. If there are fewer than 10 ranks with persons 
who are available for appointment on a given list and the appointing authority requests a full 
complement of 10 ranks, the name or names at the top of the next succeeding list must be combined 
with those on the preceding list to establish 10 eligible ranks with persons who are available for 
appointment. Except as otherwise provided in subsection [7,] 8, all competitive appointments from 
ranked lists must be made from the persons who: 
 (a) Are in a rank of persons who received the 10 highest scores on the examination; and 
 (b) Are available for appointment. 
 [6.] 7.  If the list is unranked or waived, the appointing authority shall attempt to communicate, 
as provided in NAC 284.373, with at least five eligible persons he or she deems most qualified 
based upon a review of their respective qualifications as they relate to the position or class, or with 
all of the eligible persons if there are five or less. Except as otherwise provided in subsection 1, any 
eligible person who is certified from an unranked or waived list may be appointed. 
 [7.] 8.  If persons from fewer than five ranks of eligible persons are willing to accept 
appointment: 
 (a) The appointing authority may make an appointment from among those remaining available 
eligible persons. 
 (b) Certification and appointment may be made from other appropriate lists, including lists of 
higher grades as determined by the Division of Human Resource Management. The names from 
other lists must follow those which have been certified, if any, from the original lists. 
 (c) A new recruitment may be conducted. 
 (d) A provisional appointment may be made only if the requirements of NAC 284.406 are met. 

[Personnel Div., Rule V § F, eff. 8-11-73; A 2-5-82]—(NAC A by Dep’t of Personnel, 10-26-
84; 7-21-89; 11-16-95; 11-16-95; R082-00, 8-2-2000; A by Personnel Comm’n by R069-02, 8-14-
2002; R183-03, 1-27-2004; R025-13, 10-23-2013; R034-17, 1-1-2018)—(Substituted in revision 
for NAC 284.378) 
 
Sec. 4.  NAC 284.618 is hereby amended to read as follows: 

 
Explanation of Proposed Change:  This amendment simply makes a conforming change based 
on the changes in numbering of subsections in NAC 284.361. 

 
NAC 284.618  Layoffs:  Voluntary demotions. (NRS 284.065, 284.155, 284.175, 284.380) 
1.  In lieu of being laid off, a permanent employee may choose to be voluntarily demoted to a 

vacant position or displace an employee within the department and geographical location where 
employed to one of the next lower classes: 
 (a) Within his or her current class series and option; or 
 (b) Within the class series and option from which he or she was appointed to his or her current 
position during current continuous service if he or she cannot be demoted pursuant to paragraph 
(a). 
 For the purposes of this subsection, divisions of the Department of Health and Human Services 
and the Nevada System of Higher Education shall be deemed to be departments. 
 2.  No employee in a higher class may displace an employee in a lower class who has more 
seniority. If an employee chooses to displace another, he or she must displace the member of the 
next lower class who has the least seniority. If that member has more seniority, the displacing 
employee must descend further in the class series. 
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 3.  The employees displaced reestablish the layoff class. 
 4.  An employee may choose to displace another only if he or she meets the minimum 
qualifications for the class, option and position. For the purposes of this subsection, qualifications 
for a position may be different from those of the class and option only when selective certification 
is required pursuant to subsection [3] 4 of NAC 284.361. 
 5.  Full-time, part-time and seasonal employees must be treated separately and can only 
displace like employees. 
 6.  Displacement is always a movement to a class at a lower grade. 
 7.  A current employee who elects to displace another employee has priority over former 
employees already on reemployment lists. 
 8.  The pay of the employee who is taking a voluntary demotion cannot exceed the highest step 
for the class to which the employee is being demoted. If the current pay falls within the lower rate 
range, no reduction in pay may occur unless money is not available as certified by the Chief of the 
Budget Division or, in the case of an agency which is not supported from the State General Fund, 
as certified by the administrator of that agency. 

[Personnel Div., Rule XIII § B subsec. 2, eff. 8-11-73]—(NAC A by Dep’t of Personnel, 8-26-
83; 10-26-84; 7-21-89; 8-1-91; R146-01, 1-18-2002; A by Personnel Comm’n by R096-03, 10-30-
2003; R143-05, 12-29-2005; R034-17, 1-1-2018) 
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Personnel Commission Meeting 
March 2, 2018 
 
 
FOR DISCUSSION AND POSSIBLE ACTION 
 
The following regulations have been proposed for permanent adoption.  A brief explanation 
precedes each section and summarizes the intent of the regulation change.  NOTE:  Language in 
italics is new, and language in brackets [omitted material] is to be omitted. 
 
The following summarizes the recommended action of the Personnel Commission and identifies 
if there has been support or opposition to the proposed action. 
 
LCB File No. R151-17 
The Division of Human Resource Management (DHRM) recommends the amendments in LCB 
File No. R151-17.    
 
The proposed amendments to NAC 284.5385, 284.544 and 284.5775 create consistency with the 
use of annual leave and sick leave by an employee who is eligible for temporary total disability 
benefits.  The amendments are intended to clarify which type of leave may be used to supplement 
an employee’s wages when receiving benefits for a workers’ compensation temporary total 
disability.  Also, these changes clarify that an employee also continues to accrue annual leave and 
sick leave if he or she elects to supplement his or her temporary total disability benefits using 
compensatory time or annual leave. 
 
The proposed amendment to NAC 284.882 makes changes regarding the list of devices to be used 
to test the presence of alcohol by testing an employee’s breath.  Effective January 1, 2018, the list 
of Evidential Breath Testing Devices approved by the National Highway Traffic Safety 
Administration will no longer appear exclusively on a conforming products list published in the 
Federal Register. (82 Fed. Reg. 52240 (November 13, 2017))  Instead, federal regulations require 
that the Evidential Breath Testing Devices approved by the National Highway Traffic Safety 
Administration be listed on an Internet website page maintained by the Office of Drug and Alcohol 
Policy and Compliance of the United States Department of Transportation. 
 
Comments were received at the December 12, 2017 Regulation Workshop generally in support of 
the regulations.   
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LCB File No. R151-17 
 
Section 1.  NAC 284.5385 is hereby amended to read as follows: 
 
Explanation of Proposed Change:  The Division of Human Resource Management (the Division) 
initially proposed an amendment to NAC 284.544 in order to conform the regulation to current 
language in NAC 284.5775.  Similar language was removed in 2005 as “unnecessary and redundant 
Family and Medical Leave Act language.”  However, the current language when read on its face 
appears to be in conflict with NAC 284.5775, subsection 5 of NRS 281.390 and current State of 
Nevada workers’ compensation practice.   
 
The Legislative Counsel Bureau handled the amendment differently by incorporating the reference 
to NAC 284.5775, and moving language related to an employee who does not have enough leave 
to make up the difference between his or her pay and benefits for temporary total disability, from 
NAC 284.544 and 284.5385, to NAC 284.5775.  

 
 NAC 284.5385  Annual leave: Leave without pay; catastrophic leave; receipt of benefits 
for temporary total disability. (NRS 284.065, 284.155, 284.345, 284.350) 

1.  Except as otherwise provided in NAC 284.580, an employee does not accrue annual leave 
during the time he or she is on leave of absence without pay or on catastrophic leave. 
 2.  A person who is receiving benefits for a temporary total disability pursuant to chapters 616A 
to 616D, inclusive, or 617 of NRS and makes the election provided in [: 
 (a) Subsection 1 or 3 of NRS 281.390] subparagraph (1), (2) or (3) of paragraph (a) of 
subsection 1 of NAC 284.5775 is entitled to accrue annual leave during the period he or she is 
receiving those benefits and is being paid an amount of [sick] paid leave equal to the difference 
between his or her normal pay and the benefits received. 
 [(b) Subsection 5 of NRS 281.390 must be placed on leave of absence without pay, unless the 
employee is on family and medical leave because a serious health condition prevents him or her 
from performing one or more of the essential functions of his or her position. Such an employee 
may, while on such leave, elect to use his or her accrued annual leave in lieu of being placed on 
leave of absence without pay. 
 3.  An employee who does not have enough sick leave to make up the difference between his 
or her normal pay and the benefits for a temporary total disability must be placed on leave of 
absence without pay for the time he or she is receiving such benefits and the balance of time not 
covered by sick leave or other paid leave.] The employee accrues annual leave only for the time he 
or she is in paid status, excluding overtime. 

(Added to NAC by Dep’t of Personnel, eff. 10-26-84; A 12-17-87; 7-14-88; 7-21-89; 8-1-91; 3-
27-92; 9-16-92; 11-12-93; 3-23-94; 7-1-94; 11-16-95; R147-01, 1-22-2002; A by Personnel 
Comm’n by R145-05, 12-29-2005) 
 
Sec. 2.  NAC 284.544 is hereby amended to read as follows: 

 
Explanation of Proposed Change:  The Division of Human Resource Management (the Division) 
initially proposed an amendment to NAC 284.544 in order to conform the regulation to current 
language in NAC 284.5775.  Similar language was removed in 2005 as “unnecessary and redundant 
Family and Medical Leave Act language.”  However, the current language when read on its face 

71



appears to be in conflict with NAC 284.5775, subsection 5 of NRS 281.390 and current State of 
Nevada workers’ compensation practice.    
 
The Legislative Counsel Bureau handled the amendment differently by incorporating the reference 
to NAC 284.5775, and moving language related to an employee who does not have enough leave 
to make up the difference between his or her pay and benefits for temporary total disability, from 
NAC 284.544 and 284.5385, to NAC 284.5775. 

 
 NAC 284.544  Sick leave:  Leave without pay; catastrophic leave; receipt of benefits for 
temporary total disability; computation. (NRS 284.065, 284.155, 284.345, 284.355) 

1.  Except as otherwise provided in NAC 284.580, an employee does not accrue sick leave 
during the time he or she is on leave of absence without pay or on catastrophic leave. 
 2.  A person who is receiving benefits for a temporary total disability pursuant to chapters 616A 
to 616D, inclusive, or 617 of NRS and [: 
 (a) Makes] makes the election provided in subparagraph (1), (2) or (3) of paragraph (a) of 
subsection 1 [or 3] of [NRS 281.390] NAC 284.5775 is entitled to accrue sick leave during the 
period he or she is receiving those benefits and is being paid an amount of [sick] paid leave equal 
to the difference between his or her normal pay and the benefits received. 
 [(b) Makes the election provided in subsection 5 of NRS 281.390 must be placed on leave of 
absence without pay, unless the employee elects to use his or her accrued annual leave. 
 3.  An employee who does not have enough sick leave to make up the difference between his 
or her normal pay and the benefits for temporary total disability must be placed on leave of absence 
without pay for the time he or she is receiving such benefits and the balance of time not covered by 
paid leave.] The employee accrues sick leave only for the time he or she is in paid status, excluding 
overtime. 
 [4.] 3.  To compute the amount of sick leave to which an employee is entitled, an employee 
must be considered to work not more than 40 hours each week. If an employee occupies more than 
one position in different departments, the amount of sick leave to which the employee is entitled 
must be computed based on not more than 40 hours each week in each position. 
 [5.] 4.  The basis for the computation of the amount of sick leave to which an exempt classified 
employee or exempt unclassified employee is entitled must not exceed the number of hours 
authorized in the biennial operating budget of this State for his or her position. 
 (Added to NAC by Dep’t of Personnel, eff. 12-17-87; A 7-14-88; 7-21-89; 8-1-91; 9-16-92; 11-
12-93; 3-23-94; 7-1-94; 11-16-95; R147-01, 1-22-2002; A by Personnel Comm’n by R145-05, 12-
29-2005) 

 
Sec. 3.  NAC 284.5775 is hereby amended to read as follows: 

 
Explanation of Proposed Change:  The Division of Human Resource Management (the Division) 
initially proposed an amendment to NAC 284.544 in order to conform the regulation to current 
language in NAC 284.5775.  Similar language was removed in 2005 as “unnecessary and redundant 
Family and Medical Leave Act language.”  However, the current language when read on its face 
appears to be in conflict with NAC 284.5775, subsection 5 of NRS 281.390 and current State of 
Nevada workers’ compensation practice.   
 
The Legislative Counsel Bureau handled the amendment differently by incorporating the reference 
to NAC 284.5775, and moving language related to an employee who does not have enough leave 
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to make up the difference between his or her pay and benefits for temporary total disability, from 
NAC 284.544 and 284.5385, to NAC 284.5775. 

 
NAC 284.5775  Temporary total disability:  Use of sick leave, compensatory time, annual 

leave and catastrophic leave; leave of absence without pay. (NRS 284.065, 284.155, 284.345, 
284.350, 284.355, 284.3626)   

1. An employee who is receiving benefits for a temporary total disability pursuant to chapters 
616A to 616D, inclusive, or chapter 617 of NRS may: 
 [1.] (a) Elect to receive payment for all or part of the difference between his or her normal pay 
and the benefits received by: 
 [(a)] (1) Using his or her accrued sick leave as provided in subsection 1 or 3 of NRS 281.390; 
 [(b)] (2) Using his or her accrued compensatory time; 
 [(c)] (3) Using his or her accrued annual leave if he or she: 
  [(1)] (I) Is on family and medical leave for a serious health condition that prevents him or 
her from performing one or more of the essential functions of his or her position; or 
  [(2)] (II) Elected to use his or her accrued sick leave pursuant to NRS 281.390 and has 
exhausted all of his or her accrued sick leave; or 
 [(d)] (4) Using catastrophic leave if he or she has exhausted all of his or her accrued annual 
leave, sick leave and compensatory time and his or her request for catastrophic leave has been 
approved pursuant to NAC 284.576; or 
 [2.] (b) Elect to be placed on leave of absence without pay in accordance with subsection 5 of 
NRS 281.390. 
 2.  An employee who does not have enough paid leave to make up the difference between 
his or her normal pay and the benefits for a temporary total disability pursuant to paragraph 
(a) of subsection 1 must be placed on leave of absence without pay for the time he or she is 
receiving such benefits and the balance of time not covered by paid leave. 

(Added to NAC by Dep’t of Personnel by R031-98, eff. 4-17-98; A by R082-00, 8-2-2000) 
 
Sec. 4.  NAC 284.882 is hereby amended to read as follows: 

 
Explanation of Proposed Change:  This amendment, proposed by the Division of Human 
Resource Management, will require that a screening test to detect the presence of alcohol by testing 
an employee’s breath be conducted using a breath-testing device appearing on that Internet website 
maintained by the Office of Drug and Alcohol Policy and Compliance. 

 
NAC 284.882  Administration of screening tests. (NRS 284.065, 284.155, 284.4065, 

284.407)  A screening test to detect the general presence of: 
 1.  A controlled substance must comply with: 
 (a) The standards established by the United States Department of Health and Human Services 
which are hereby adopted by reference. A copy of the standards is available, without charge, from 
the United States Department of Health and Human Services, Substance Abuse and Mental Health 
Services Administration, Center for Substance Abuse Prevention, Division of Workplace Programs, 
[1 Choke Cherry Road,] 5600 Fishers Lane, Rockville, Maryland 20857; and 
 (b) Any supplementary standards and procedures established by the Commission. 
 2.  Alcohol by testing a person’s breath must be conducted using a breath-testing device 
[certified in accordance with the “Conforming Products List of Evidential Breath Alcohol 
Measurement Devices” published in the Federal Register] approved by the National Highway 
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Traffic Safety Administration of the United States Department of Transportation [.] and listed on 
the “Approved Evidential Breath Measurement Devices” webpage on the Internet website 
maintained by the Office of Drug and Alcohol Policy and Compliance of the United States 
Department of Transportation pursuant to 49 C.F.R. § 40.229. 
 (Added to NAC by Dep’t of Personnel, eff. 12-26-91; A 10-27-97; R082-00, 8-2-2000; A by 
Personnel Comm’n by R066-09, 10-27-2009; R009-11, 10-26-2011) 
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Personnel Commission Meeting 
March 2, 2018 
 
 
FOR INFORMATION ONLY 
 
Attached is a list of classes and positions which have previously been approved for pre-
employment testing.  This list has been provided for you to use as a reference when determining 
which classes and/or positions the Commission may wish to approve at this meeting. 
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CLASS/TITLE 
CODE

TITLE *ONLY CERTAIN POSITIONS
AGENCY/POSITION CONTROL NO.

1.401 WEIGHTS AND MEASURES INSPECTOR IV* AGR - PCNS 4551-0011, 4551-0022
1.404 WEIGHTS AND MEASURES INSPECTOR III* AGR - PCN 4551-0013

1.407 WEIGHTS AND MEASURES INSPECTOR II*
AGR - PCNS 4551-0014, 4551-0015, 4551-
0023, 4551-0024, 4551-0025, 4551-0028, 4551-
0045, 4551-0047, 4551-0049, 4551-0102, 4551-

1.413 WEIGHTS AND MEASURES ASSISTANT (SEASONAL)* AGR - PCNS 4551-8911, 4551-8912, 4551-
1.608 FIELD ASSISTANT II (PARC)
1.737 BIOLOGIST I* AGR - PCN 4600-0025
1.770 WILDLIFE AREA SUPERVISOR II
1.771 WILDLIFE AREA SUPERVISOR I
1.772 FISH HATCHERY SUPERVISOR II
1.774 FISH HATCHERY SUPERVISOR I
1.776 FISH HATCHERY TECHNICIAN III
1.778 FISH HATCHERY TECHNICIAN II
1.780 FISH HATCHERY TECHNICIAN I
1.785 WILDLIFE AREA TECHNICIAN III
1.786 WILDLIFE AREA TECHNICIAN II
1.787 WILDLIFE AREA TECHNICIAN I
1.811 FORESTER III
1.812 FIRE MANAGEMENT OFFICER II
1.813 FORESTER II
1.814 FIRE MANAGEMENT OFFICER I
1.816 BATTALION CHIEF
1.817 CONSERVATION CREW SUPERVISOR III
1.818 FORESTER I
1.819 FIREFIGHTER II
1.820 CONSERVATION CREW SUPERVISOR II
1.822 FIRE CONTROL DISPATCHER III
1.823 SEASONAL FIRE CONTROL DISPATCHER II* DCNR-FORESTRY DIVISION - ALL PCNS
1.824 SEASONAL FIRE CONTROL DISPATCHER I* DCNR-FORESTRY DIVISION - ALL PCNS
1.825 CONSERVATION CREW SUPERVISOR I
1.826 FIRE CONTROL DISPATCHER II
1.827 FIRE CONTROL DISPATCHER I
1.828 SEASONAL FIREFIGHTER III* DCNR-FORESTRY DIVISION - ALL PCNS
1.829 SEASONAL FIREFIGHTER II* DCNR-FORESTRY DIVISION - ALL PCNS
1.831 SEASONAL FIREFIGHTER I* DCNR-FORESTRY DIVISION - ALL PCNS
1.835 HELITACK SUPERVISOR
1.850 FIRE CAPTAIN
1.852 FIREFIGHTER I
1.907 PARKS REGIONAL MANAGER (NON-COMMISSIONED)
1.912 PARK INTERPRETER
1.918 LIFEGUARD II
1.919 LIFEGUARD I
1.921 PARK RANGER III (NON-COMMISSIONED)
1.922 PARK RANGER II (NON-COMMISSIONED)
1.923 PARK RANGER I (NON-COMMISSIONED)
1.967 PARK SUPERVISOR III (NON-COMMISSIONED)
1.968 PARK SUPERVISOR II (NON-COMMISSIONED)
1.969 PARK SUPERVISOR I (NON-COMMISSIONED)
2.124 MAIL SERVICE SUPERVISOR* BCN - ALL PCNS
2.126 MAIL SERVICE TECHNICIAN* BCN - ALL PCNS
2.127 MAIL SERVICE CLERK I* BCN - ALL PCNS

STATE OF NEVADA
CLASSES APPROVED FOR PRE-EMPLOYMENT CONTROLLED SUBSTANCE 

TESTING CHANGES EFFECTIVE DECEMBER 7, 2017
(All positions in each class have been approved for pre-employment controlled substance testing, unless 

otherwise noted (*) for a specific agency(s) and/or position(s).  Classes in bold/italics are new to the 
list.)
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2.129 MAIL SERVICE CLERK II* BCN - ALL PCNS
2.153 LEGAL SECRETARY II* TAXI - PCN 0038

2.210 ADMINISTRATIVE ASSISTANT IV*

DPS - PCNS 3743-0106, 3743-33, 4701-0106, 
4701-0155, 4701-0706, 4701-0805, 4701-0870, 
4709-42, 4709-70, 4709-71, 4709-72, 4709-73, 
4709-206, 4709-625, 4709-645, 4709-665, 
4709-1004, 4709-1006, 4709-1007, 4709-1009, 
4709-8004,  4709-8018, 4709-8031, 4709-
8038, 4709-8039, 4709-8040, 4709-8041, 4709-
8042, 4709-8043, 4709-9013, 4713-0706, 4713-
155, 4713-805; TAXI - PCN 0023

2.211 ADMINISTRATIVE ASSISTANT III*

DMV - PCNS RE7015, WF7047; DPS - PCNS 
3740-1412, 3743-0028, 3743-5, 3743-15, 3743-
17, 3743-32, 3743-34, 3743-60, 3743-61, 3743-
62, 3743-64, 3743-65, 3743-1011, 3743-1014, 
3743-1017, 3743-1020, 3744-10, 3744-13, 
3744-16, 3744-19, 4702-51, 4702-147, 4702-
315, 4702-328, 4702-648, 4702-705, 4702-871, 
4702-11033, 4702-11034, 4709-36, 4709-37, 
4709-58, 4709-620, 4709-630, 4709-8005, 
4709-8007, 4709-8010, 4709-8011, 4709-8016, 
4709-8017, 4709-8019, 4709-8020, 4709-8021, 
4709-9001, 4709-9002, 4709-9011, 4709-9012; 

2.212 ADMINISTRATIVE ASSISTANT II*

DPS - PCNS 3743-1021, 4702-32, 4709-2, 
4709-8044, 4709-8045, 4709-8046, 4709-8048, 
4709-9003, 4709-9004, 4709-9005, 4709-9006, 
4709-9007, 4709-9008, 4709-9009, 4709-9010, 
4709-16, 4709-17, 4709-18, 4709-25, 4709-26, 
4709-34, 4709-57, 4709-62, 4709-204, 4709-
205, 4709-605, 4709-660, 4709-8006, 4709-
8008, 4709-8009, 4713-0870; TAXI - PCNS 
0003, 0013, 0020, 0043, 0046, 0066, 0074, 

2.301 ACCOUNTING ASSISTANT III* DPS - PCNS 3743-16, 4709-38, 4709-8022
2.303 ACCOUNTING ASSISTANT II* DPS - PCN 4709-15
2.819 SUPPLY TECHNICIAN III* PURCHASING - PCN 0027
2.824 SUPPLY TECHNICIAN II* PURCHASING - PCN 0029; BCN - ALL PCNS
2.827 SUPPLY ASSISTANT* BCN - ALL PCNS
2.836 SUPPLY TECHNICIAN I* BCN - ALL PCNS
3.203 FOOD SERVICE COOK/SUPERVISOR II* BCN - ALL PCNS
3.206 FOOD SERVICE COOK/SUPERVISOR I* BCN - ALL PCNS
3.213 FOOD SERVICE WORKER II* BCN - ALL PCNS
3.218 FOOD SERVICE WORKER I* BCN - ALL PCNS
3.505 DRIVER - SHUTTLE BUS
3.506 DRIVER - VAN/AUTOMOBILE
3.520 FAMILY SUPPORT WORKER III* BCN - ALL PCNS
3.521 FAMILY SUPPORT WORKER II* BCN - ALL PCNS
3.524 FAMILY SUPPORT WORKER I* BCN - ALL PCNS
5.103 PRINCIPAL
5.104 VICE PRINCIPAL
5.106 ACADEMIC TEACHER
5.112 VOCATIONAL EDUCATION INSTRUCTOR
5.174 CHILD CARE WORKER II* BCN - ALL PCNS
5.175 CHILD CARE WORKER I* BCN - ALL PCNS

6.209 SUPERVISOR III, ASSOCIATE ENGINEER* NDOT - PCNS 017009, 017046, 018-037, ALL 
PCNS BEGINNING W/ 930

6.211 SUPERVISOR II, ASSOCIATE ENGINEER* NDOT - PCNS 027006, 028006, 255001, ALL 
PCNS BEGINNING W/ 930

6.215 SUPERVISOR I, ASSOCIATE ENGINEER* NDOT -PCNS 017021, 017034, 017048, 
028008, ALL PCNS BEGINNING W/ 930

6.223 ADMINISTRATOR I, PROFESSIONAL ENGINEER* NDOT - PCN 301012
6.224 MANAGER I, PROFESSIONAL ENGINEER* NDOT - ALL PCNS BEGINNING W/ 930
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6.228 STAFF II, ASSOCIATE ENGINEER* NDOT - PCNS 018024, 018025, 018036, 
018037, 018046, 018047

6.229 STAFF I, ASSOCIATE ENGINEER* NDOT - PCNS 020014, 034001, 255002, 
080001, 080002, 080005, 080006, 080007, 

6.305 ENGINEERING TECHNICIAN V* NDOT - PCN 028015

6.308 ENGINEER TECHNICIAN IV* NDOT - PCN 027023, ALL PCNS BEGINNING 
W/ 930

6.313 ENGINEERING TECHNICIAN III*

NDOT - PCNS 017037, 017038, 017039, 
017040, 017041, 017042, 017050, 017051, 
017052, 027019, 027022, 028010, 028011, 
028013, 028016, 028021, 028022, 028030, 
101342, 255003, ALL PCNS BEGINNING W/ 

6.355 ARCHITECTURAL DRAFTER IV* BCN - ALL PCNS
6.358 ARCHITECTURAL DRAFTER III* BCN - ALL PCNS
6.750 CONSTRUCTION PROJECT COORDINATOR III* BCN - ALL PCNS
6.751 PROJECT MANAGER III* BCN - ALL PCNS
6.754 BUILDING CONSTRUCTION INSPECTOR III* BCN - ALL PCNS; D of A - ALL PCNS
6.755 BUILDING CONSTRUCTION INSPECTOR IV* D of A - ALL PCNS
6.758 CONSTRUCTION PROJECT COORDINATOR II* BCN - ALL PCNS
6.762 PROJECT MANAGER II* BCN - ALL PCNS
6.763 PROJECT MANAGER I* BCN - ALL PCNS
6.966 DEVELOPMENT TECHNICIAN  IV* BCN - ALL PCNS
6.978 DEVELOPMENT TECHNICIAN III* BCN - ALL PCNS
6.979 DEVELOPMENT TECHNICIAN II* BCN - ALL PCNS
6.980 DEVELOPMENT TECHNICIAN I* BCN - ALL PCNS
6.981 ELECTRONICS TECHNICIAN II* BCN, NDOC - ALL PCNS
6.987 ELECTRONICS TECHNICIAN III* BCN, NDOC - ALL PCNS
6.988 ELECTRONICS TECHNICIAN I* BCN, NDOC - ALL PCNS
7.141 ACCOUNTANT TECHNICIAN II* DPS - PCNS 0030, 4709-1010
7.143 ACCOUNTANT TECHNICIAN I* DPS - PCN 4702-30
7.154 AUDITOR II* DHHS PBH - PCNS 0031, 0033, 0041
7.217 ADMINISTRATIVE SERVICES OFFICER II* DPS - PCN 4709-23
7.218 ADMINISTRATIVE SERVICES OFFICER I* DPS - PCN 3743-6
7.519 TRAINING OFFICER I* NDOT - ALL PCNS
7.524 TRAINING OFFICER II* DPS - NHP - HAZARDOUS MATERIALS - PCN 
7.624 MANAGEMENT ANALYST III* DPS - PCNS 4709-3, 4709-200
7.625 MANAGEMENT ANALYST II* DPS - PCN 4709-39; TAXI - PCNS 0002, 0078
7.637 MANAGEMENT ANALYST I* DPS - PCNS 3743-9, 3743-79, 4709-40
7.643 PROGRAM OFFICER III* DHHS PBH - PCN 0038; DPS - PCN 4702-

7.647 PROGRAM OFFICER II*
BCN - PCN 41234; DMV - PCN CC4019; DPS- 
PCNS 3743-1022, 4701-0950, 4709-19, 4709-
24, 4709-35, 4709-8003, 4709-8012

7.649 PROGRAM OFFICER I*

DPS - PCN 3744-82, 4702-322, 4709-8030, 
4709-8036, 4709-8037; FIRE MARSHAL - 
PCNS 4, 106; NDOC - PCNS 3710-0064, 3710-
0202; BCN - PCNS 41672, 41673

7.653 PUBLIC SERVICE INTERN II* NDOT - ALL PCNS BEGINNING W/ 940
7.655 BUSINESS PROCESS ANALYST III* DPS - PCN 4709-8023
7.656 BUSINESS PROCESS ANALYST II* DPS - PCNS 4702-0046, 4709-8024, 4709-

7.665 PUBLIC SERVICE INTERN I* MIN - PCNS 09015, 09016, 09017, 09018, 
09019, 09020, 09022, 09023

7.713 TRANSPORTATION TECHNICIAN III* NDOT - ALL PCNS BEGINNING W/ 805 & 813
7.714 TRANSPORTATION TECHNICIAN IV* NDOT - ALL PCNS BEGINNING W/ 805 & 813
7.715 TRANSPORTATION TECHNICIAN II* NDOT - ALL PCNS BEGINNING W/ 805 & 813
7.722 TRAFFIC CENTER TECHNICIAN SUPERVISOR
7.724 TRAFFIC CENTER TECHNICIAN II
7.725 TRAFFIC CENTER TECHNICIAN I
7.726 TRAFFIC CENTER TECHNICIAN TRAINEE
7.745 STATISTICIAN II* DPS - PCN 4709-21
7.901 CHIEF IT MANAGER* NDOT - PCN 016060
7.902 IT MANAGER III* DPS - PCN 4709-0207
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7.904 IT MANAGER I* NDOT - PCN 016065; BCN UNR - PCN 42286

7.921 IT PROFESSIONAL IV* DPS - PCN 4709-8032; NDOT - PCNS 016061, 
016063

7.925 IT PROFESSIONAL III*
DPS - PCNS 4709-0150, 4709-8033; NDOT - 
PCNS 016062, 016064, 91001, 92001, 93002; 
BCN UNR - ALL FACILITIES SERVICES 

7.926 IT PROFESSIONAL II*
NDOT - PCNS 91005, 92002, 93001, 93003, 
95001, 96001, 92003, 93005, 94003; BCN 
UNR - ALL FACILITIES SERVICES PCNS

7.929 IT PROFESSIONAL I* BCN UNR - ALL FACILITIES SERVICES 
7.951 IT PROFESSIONAL TRAINEE* BCN UNR - ALL FACILITIES SERVICES 
9.103 HIGHWAY MAINTENANCE MANAGER
9.106 HIGHWAY MAINTENANCE SUPERVISOR II
9.115 HIGHWAY MAINTENANCE SUPERVISOR I
9.117 HIGHWAY MAINTENANCE WORKER IV
9.120 HIGHWAY MAINTENANCE WORKER III
9.127 HIGHWAY MAINTENANCE WORKER II
9.130 HIGHWAY MAINTENANCE WORKER I
9.137 HIGHWAY CONSTRUCTION AID
9.200 SPECIAL EQUIPMENT OPERATOR III
9.201 EQUIPMENT OPERATION INSTRUCTOR
9.203 SPECIAL EQUIPMENT OPERATOR II
9.204 GROUNDS EQUIPMENT OPERATOR I* BCN - ALL PCNS
9.205 SEASONAL FORESTRY EQUIPMENT OPERATOR
9.208 DRIVER WAREHOUSE WORKER TRAINEE* NDOC - ALL PCNS
9.209 GROUNDS EQUIPMENT OPERATOR II* BCN - ALL PCNS
9.210 DRIVER WAREHOUSE WORKER I
9.211 DRIVER WAREHOUSE WORKER II
9.212 DRIVER WAREHOUSE SUPERVISOR
9.315 HIGHWAY EQUIPMENT MECHANIC SPVR I
9.317 HIGHWAY EQUIPMENT MECHANIC III
9.318 HIGHWAY EQUIPMENT MECHANIC II
9.321 HIGHWAY EQUIPMENT MECHANIC I
9.322 EQUIPMENT MECHANIC IV* BCN, DCNR-FORESTRY DIVISION - ALL 

9.323 EQUIPMENT MECHANIC III* BCN, DCNR-FORESTRY DIVISION, NDOC, 
NDOW - ALL PCNS

9.326 EQUIPMENT MECHANIC-IN-TRAINING IV* BCN, NDOT - ALL PCNS
9.327 AUTO BODY WORKER* NDOT - ALL PCNS
9.328 EQUIPMENT MECHANIC-IN-TRAINING III* BCN, NDOT - ALL PCNS
9.330 EQUIPMENT MECHANIC-IN-TRAINING II* BCN, NDOT - ALL PCNS

9.331 EQUIPMENT MECHANIC II* BCN, DCNR-FORESTRY DIVISION, NDOC, 
NDOT, NDOW - ALL PCNS

9.332 EQUIPMENT MECHANIC-IN-TRAINING I* BCN, NDOT - ALL PCNS

9.333 EQUIPMENT MECHANIC I* BCN, DCNR-FORESTRY DIVISION, NDOC, 
NDOT, NDOW - ALL PCNS

9.334 FLEET SERVICE WORKER IV* BCN, NDOT - ALL PCNS
9.335 FLEET SERVICE WORKER III* BCN, NDOT - ALL PCNS
9.336 FLEET SERVICE WORKER II* BCN, NDOT - ALL PCNS
9.337 FLEET SERVICE WORKER I* BCN, NDOT - ALL PCNS
9.353 AVIATION SERVICES OFFICER
9.354 CHIEF PILOT
9.355 PILOT II
9.356 PILOT III
9.357 AIRCRAFT MAINTENANCE SPECIALIST
9.359 PILOT I
9.404 HVACR SPECIALIST IV* BCN - ALL PCNS
9.408 HVACR SPECIALIST II* BCN, NDOC - ALL PCNS
9.413 HVACR SPECIALIST III* BCN, NDOC - ALL PCNS
9.417 WELDER I* BCN, NDOC, NDOT - ALL PCNS
9.418 LOCKSMITH I* BCN, NDOC - ALL PCNS
9.420 HEAT PLANT SPECIALIST II* BCN, NDOC - ALL PCNS
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9.421 HVACR SPECIALIST I* BCN, NDOC, NDOT - ALL PCNS
9.422 HEAT PLANT SPECIALIST IV* BCN, NDOC - ALL PCNS
9.423 CARPENTER I* BCN, NDOC, NDOT - ALL PCNS
9.424 CARPENTER II* BCN, NDOC - ALL PCNS
9.425 HEAT PLANT SPECIALIST III* BCN, NDOC - ALL PCNS
9.426 ELECTRICIAN I* BCN, NDOC, NDOT - ALL PCNS
9.428 HEAT PLANT SPECIALIST I* BCN, NDOC - ALL PCNS
9.429 PAINTER I* BCN - ALL PCNS
9.430 WELDER II* BCN, NDOC, NDOT - ALL PCNS
9.431 LOCKSMITH II* BCN, NDOC - ALL PCN’S
9.432 PLUMBER I* BCN, NDOC - ALL PCNS
9.434 EVENTS CENTER TECHNICIAN II* BCN - ALL LAWLOR EVENTS CENTER PCNS
9.437 EVENTS CENTER TECHNICIAN I* BCN - ALL LAWLOR EVENTS CENTER PCNS
9.439 CARPENTER III* BCN - ALL PCNS
9.441 MAINTENANCE REPAIR SPECIALIST I* BCN, NDOC, NDOT, NDOW, NSVH - ALL 
9.445 MAINTENANCE REPAIR SPECIALIST II* BCN, NDOC, NDOW - ALL PCNS
9.447 ELECTRICIAN II* BCN, NDOC, NDOT - ALL PCNS
9.448 ELECTRICIAN III* BCN, NDOC, NDOT - ALL PCNS
9.459 PAINTER II* BCN - ALL PCN’S
9.460 PAINTER III* BCN - ALL PCNS
9.462 PLUMBER II* BCN, NDOC - ALL PCNS
9.463 PLUMBER III* BCN - ALL PCNS
9.465 CRAFT WORKER-IN-TRAINING IV* BCN - ALL PCNS
9.466 CRAFT WORKER-IN-TRAINING III* BCN - ALL PCNS
9.467 CRAFT WORKER-IN-TRAINING II* BCN - ALL PCNS
9.468 CRAFT WORKER-IN-TRAINING I* BCN - ALL PCNS
9.470 THEATER TECHNICIAN I* BCN - ALL PCNS
9.471 THEATER TECHNICIAN II* BCN - ALL PCNS
9.481 MAINTENANCE REPAIR AID IV* BCN - ALL PCNS
9.482 MAINTENANCE REPAIR AID III* BCN - ALL PCNS
9.483 MAINTENANCE REPAIR AID II* BCN - ALL PCNS
9.484 MAINTENANCE REPAIR AID I* BCN - ALL PCNS
9.485 MAINTENANCE REPAIR WORKER IV* BCN, NDOC - ALL PCNS
9.486 MAINTENANCE REPAIR WORKER III* BCN, NDOC - ALL PCNS
9.487 MAINTENANCE REPAIR WORKER II* BCN, NDOC, NSVH - ALL PCNS
9.488 MAINTENANCE REPAIR WORKER I* BCN, NDOC, NSVH - ALL PCNS
9.496 WASTEWATER TREATMENT OPERATOR II* NDOC - ALL PCNS
9.497 WASTEWATER TREATMENT OPERATOR I* NDOC - ALL PCNS
9.514 RANCH MANAGER* BCN UNR - PCN 41154
9.534 RESEARCH AID II* BCN - ALL WOLF PACK MEATS PCNS
9.555 RESEARCH AID I* BCN - ALL WOLF PACK MEATS PCNS
9.580 RESEARCH TECHNICIAN* BCN - ALL WOLF PACK MEATS PCNS
9.603 FACILITY MANAGER* BCN, NDOC - ALL PCNS
9.606 FACILITY SUPERVISOR III* BCN, NDOC - ALL PCNS
9.609 FACILITY SUPERVISOR II* BCN, NDOC - ALL PCNS, NDOT - PCN 
9.610 GROUNDS SUPERVISOR III* BCN - ALL PCNS
9.612 FACILITY SUPERVISOR I* BCN, NDOC - ALL PCNS
9.616 CUSTODIAL SUPERVISOR IV* BCN - ALL PCNS
9.617 CUSTODIAL SUPERVISOR III* BCN - ALL PCNS
9.620 GROUNDS SUPERVISOR II* BCN - ALL PCNS
9.623 CUSTODIAL SUPERVISOR II* BCN - ALL PCNS
9.625 CUSTODIAL SUPERVISOR I* BCN - ALL PCNS
9.627 GROUNDS SUPERVISOR I* BCN - ALL PCNS
9.630 GROUNDS MAINTENANCE WORKER V* BCN - ALL PCNS
9.631 CUSTODIAL WORKER II* BCN - ALL PCNS
9.633 GROUNDS MAINTENANCE WORKER IV* BCN - ALL PCNS
9.634 CUSTODIAL WORKER I* BCN - ALL PCNS
9.635 GROUNDS MAINTENANCE WORKER III* BCN - ALL PCNS
9.637 FACILITY ATTENDANT* BCN - ALL PCNS
9.639 GROUNDS MAINTENANCE WORKER II* BCN - ALL PCNS
9.641 GROUNDS MAINTENANCE WORKER I* BCN - ALL PCNS
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10.124 PSYCHOLOGIST IV* NDOC - ALL PCNS
10.126 PSYCHOLOGIST III* NDOC - ALL PCNS
10.132 PSYCHOLOGIST II* NDOC - ALL PCNS
10.139 MENTAL HEALTH COUNSELOR II* NDOC - ALL PCNS
10.141 MENTAL HEALTH COUNSELOR I* NDOC - ALL PCNS
10.143 PSYCHOLOGIST I* NDOC - ALL PCNS
10.144 CLINICAL SOCIAL WORKER II* NDOC - ALL PCNS
10.146 TREATMENT HOME SUPERVISOR
10.148 TREATMENT HOME PROVIDER
10.150 CLINICAL SOCIAL WORKER I* NDOC - ALL PCNS
10.151 CLINICAL SOCIAL WORKER III* NDOC - ALL PCNS
10.179 PSYCHOMETRIST * NDOC - ALL PCNS
10.217 HEALTH PROGRAM MANAGER II* DHHS PBH - PCN 0037
10.229 MID-LEVEL MEDICAL PRACTITIONER* DHHS, NDOC - ALL PCNS
10.244 QUALITY ASSURANCE SPECIALIST I* NSVH  - ALL PCNS
10.260 DENTAL CLINIC SUPERVISOR* UNLV - ALL PCNS
10.262 DENTAL ASSISTANT III* NDOC, UNLV - ALL PCNS
10.263 DENTAL ASSISTANT II* NDOC, UNLV - ALL PCNS
10.264 DENTAL ASSISTANT I* NDOC, UNLV - ALL PCNS
10.300 DIRECTOR, NURSING SERVICES II* DHHS, NDOC - ALL PCNS, NSVH - ALL PCNS
10.301 DIRECTOR, NURSING SERVICES I* DHHS, NDOC - ALL PCNS
10.305 PSYCHIATRIC NURSE III* DHHS, NDOC - ALL PCNS
10.306 PSYCHIATRIC NURSE IV* DHHS, NDOC - ALL PCNS
10.307 PSYCHIATRIC NURSE II* DHHS, NDOC - ALL PCNS
10.309 PSYCHIATRIC NURSE I* DHHS, NDOC - ALL PCNS
10.310 CHIEF OF NURSING SERVICES* NDOC - ALL PCNS
10.316 CORRECTIONAL NURSE III* NDOC - ALL PCNS
10.318 CORRECTIONAL NURSE II* DHHS, NDOC - ALL PCNS
10.319 CORRECTIONAL NURSE I* DHHS, NDOC - ALL PCNS
10.338 MENTAL HEALTH TECHNICIAN IV* DHHS - ALL PCNS
10.339 DEVELOPMENTAL SUPPORT TECH IV* DHHS - ALL PCNS
10.346 MENTAL HEALTH TECHNICIAN III* DHHS - ALL PCNS
10.347 DEVELOPMENTAL SUPPORT TECH III* DHHS - ALL PCNS
10.352 REGISTERED NURSE V* NSVH - ALL PCNS
10.354 REGISTERED NURSE IV* NSVH - ALL PCNS
10.355 REGISTERED NURSE III* NSVH  - ALL PCNS
10.356 MENTAL HEALTH TECHNICIAN II* DHHS - ALL PCNS
10.357 DEVELOPMENTAL SUPPORT TECH II* DHHS - ALL PCNS
10.358 NURSE I* DHHS, NDOC, NSVH - ALL PCNS
10.359 REGISTERED NURSE II* NSVH - ALL PCNS
10.360 LICENSED PRACTICAL NURSE II* DHHS, NDOC, NSVH - ALL PCNS
10.364 LICENSED PRACTICAL NURSE III* DHHS, NDOC - ALL PCNS
10.365 LICENSED PRACTICAL NURSE I* DHHS, NDOC - ALL PCNS
10.366 MENTAL HEALTH TECHNICIAN I* DHHS - ALL PCNS
10.367 DEVELOPMENTAL SUPPORT TECH I* DHHS - ALL PCNS
10.369 CERTIFIED NURSING ASSISTANT* NDOC, NSVH - ALL PCNS
10.375 COMMUNITY HEALTH NURSE IV* DHHS - ALL PCNS
10.376 COMMUNITY HEALTH NURSE III* DHHS - ALL PCNS
10.377 COMMUNITY HEALTH NURSE II* DHHS - ALL PCNS
10.378 COMMUNITY HEALTH NURSE I* DHHS - ALL PCNS
10.536 ENVIRONMENTAL SCIENTIST II* NDOT - PCNS 018012, 018013
10.540 MEDICAL MARIJUANA PROGRAM SUPERVISOR
10.541 MEDICAL MARIJUANA PROGRAM INSPECTOR II
10.542 MEDICAL MARIJUANA PROGRAM INSPECTOR I
10.545 ENVIRONMENTAL SCIENTIST IV* NDOT - PCN 018011
10.707 CHEMIST V* BCN - ALL PCNS
10.708 CHEMIST IV* BCN - ALL PCNS
10.710 MICROBIOLOGIST V* BCN - ALL PCNS
10.711 MICROBIOLOGIST IV* BCN - ALL PCNS
10.712 CHEMIST III* BCN - ALL PCNS
10.713 CHEMIST II* BCN - ALL PCNS
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10.715 MICROBIOLOGIST III* BCN - ALL PCNS
10.717 MICROBIOLOGIST II* BCN - ALL PCNS
10.721 MICROBIOLOGIST I* BCN - ALL PCNS
10.724 CHEMIST I* BCN - ALL PCNS
10.723 PHARMACY TECHNICIAN II* DHHS, NDOC - ALL PCNS
10.726 LABORATORY TECHNICIAN II* BCN - ALL PCNS
10.728 PHARMACY TECHNICIAN I* DHHS, NDOC- ALL PCNS
10.729 LABORATORY ASSISTANT II* BCN - ALL PCNS
10.733 LABORATORY TECHNICIAN I* BCN - ALL PCNS
10.736 LABORATORY ASSISTANT I* BCN - ALL PCNS
10.769 STAFF RESEARCH ASSOCIATE IV* BCN - ALL PCNS
10.770 STAFF RESEARCH ASSOCIATE III* BCN - ALL PCNS
10.771 STAFF RESEARCH ASSOCIATE II* BCN - ALL PCNS
10.772 STAFF RESEARCH ASSOCIATE I* BCN - ALL PCNS
11.117 PUBLIC SAFETY DISPATCHER VI
11.118 PUBLIC SAFETY DISPATCHER V
11.120 PUBLIC SAFETY DISPATCHER IV
11.122 PUBLIC SAFETY DISPATCHER III
11.124 PUBLIC SAFETY DISPATCHER II
11.126 PUBLIC SAFETY DISPATCHER I
11.128 N.C.J.I.S. PROGRAM SPECIALIST SUPERVISOR* DPS - PCNS 4709-13, 4709-14

11.129 N.C.J.I.S. PROGRAM SPECIALIST* DPS - PCNS 4709-41, 4709-63, 4709-74, 4709-
600, 4709-615, 4709-650, 4709-680, 4709-

11.130 N.C.J.I.S. PROGRAM SPECIALIST TRAINEE
11.132 MANAGER, CRIMINAL JUSTICE RECORDS* DPS - ALL PCNS
11.133 FINGERPRINT/RECORDS EXAMINER III* DPS - PCNS 4709-201, 4709-8015

11.134 FINGERPRINT/RECORDS EXAMINER II* DPS - PCNS 4709-6, 4709-7, 4709-33, 4709-
59, 4709-61, 4709-202, 4709-590, 4709-8014

11.135 FINGERPRINT/RECORDS EXAMINER I
11.144 FINGERPRINT/RECORDS SUPERVISOR* DPS - PCNS 4709-4, 4709-5
11.239 MILITARY SECURITY OFFICER V
11.240 MILITARY SECURITY OFFICER IV
11.241 MILITARY SECURITY OFFICER III
11.242 MILITARY SECURITY OFFICER II
11.243 MILITARY SECURITY OFFICER I
11.260 SECURITY OFFICER SUPERVISOR* BCN, NSVH - ALL PCNS
11.263 SECURITY OFFICER* BCN, MILITARY, NSVH - ALL PCNS
11.354 SUPERVISORY COMPLIANCE INVESTIGATOR* DMV - PCN WF8508
11.358 COMPLIANCE INVESTIGATOR II* DMV - PCNS RE8018, RE8025, RE8026, 

11.363 COMPLIANCE/AUDIT INVESTIGATOR III* B&I-INSURANCE DIV - PCN 0072; SOS - 
PCNS 0030, 0031, 0035, 0062, 0063, 0066

11.365 COMPLIANCE/AUDIT INVESTIGATOR II* B&I-INSURANCE DIV - ALL PCNS; SOS - 
PCNS 0022, 0028, 0068

11.424 DMV SERVICES TECHNICIAN III* DMV - PCNS RE5324, RE5328
11.506 FIRE & LIFE SAFETY INSPECTOR I
11.510 FIRE & LIFE SAFETY INSPECTOR II
11.513 SAFETY REPRESENTATIVE, RAILWAY
11.515 SAFETY SPECIALIST, RAILWAY
11.550 TAXICAB VEHICLE INSPECTOR I
11.552 TAXICAB VEHICLE INSPECTOR II
11.560 MANUFACTURED HOUSING INSPECTOR II
11.561 MANUFACTURED HOUSING INSPECTOR I
11.565 AGENCY LOSS CONTROL COORDINATOR* NDOT - PCN 078002
12.466 SUBSTANCE ABUSE COUNSELOR III
12.469 SUBSTANCE ABUSE COUNSELOR II
12.470 SUBSTANCE ABUSE COUNSELOR I
12.501 WARDEN
12.510 CORRECTIONAL MANAGER
12.517 CORRECTIONAL ASSISTANT* NDOC - ALL PCNS
12.523 ASSISTANT SUPERINTENDENT, YOUTH FACILITY
12.532 HEAD GROUP SUPERVISOR
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12.534 ASSISTANT HEAD GROUP SUPERVISOR
12.535 GROUP SUPERVISOR IV
12.537 GROUP SUPERVISOR III
12.538 GROUP SUPERVISOR II
12.541 GROUP SUPERVISOR I
12.553 ASSOCIATE WARDEN
12.556 CORRECTIONAL CASEWORK SPECIALIST III
12.559 CORRECTIONAL CASEWORK SPECIALIST II
12.565 CORRECTIONAL CASEWORK SPECIALIST I
12.571 CORRECTIONAL CASEWORK SPECIALIST TR

12.616 PAROLE & PROBATION SPECIALIST III* DPS - PCNS 3740-0564, 3740-1251,  3740-
1439, 3740-1440, 3740-1441, 3740-1442

13.101 AGRICULTURE ENFORCEMENT OFFICER III
13.102 AGRICULTURE ENFORCEMENT OFFICER II
13.103 AGRICULTURE ENFORCEMENT OFFICER I
13.111 DEPUTY BRAND INSPECTOR (COMMISSIONED)
13.115 STAFF GAME WARDEN
13.121 GAME WARDEN IV
13.122 GAME WARDEN III
13.123 GAME WARDEN II
13.124 GAME WARDEN I
13.131 PARKS REGIONAL MANAGER (COMMISSIONED)
13.135 PARK SUPERVISOR III (COMMISSIONED)
13.136 PARK SUPERVISOR II (COMMISSIONED)
13.137 PARK SUPERVISOR I (COMMISSIONED)
13.141 PARK RANGER III (COMMISSIONED)
13.142 PARK RANGER II (COMMISSIONED)
13.143 PARK RANGER I (COMMISSIONED)
13.202 DPS MAJOR
13.203 DPS CAPTAIN
13.204 DPS LIEUTENANT
13.205 DPS SERGEANT
13.206 DPS OFFICER II
13.207 DPS OFFICER I
13.215 UNIVERSITY POLICE LIEUTENANT
13.217 UNIVERSITY POLICE DETECTIVE
13.221 UNIVERSITY POLICE SERGEANT
13.222 UNIVERSITY POLICE OFFICER II
13.223 UNIVERSITY POLICE OFFICER I
13.234 SENIOR LAW ENFORCEMENT SPECIALIST
13.241 SUPERVISORY CRIMINAL INVESTIGATOR II
13.242 SUPERVISORY CRIMINAL INVESTIGATOR I
13.243 CRIMINAL INVESTIGATOR III
13.244 CRIMINAL INVESTIGATOR II
13.245 CRIMINAL INVESTIGATOR I
13.246 AG DEPUTY CHIEF INVESTIGATOR* AG - ALL PCNS
13.247 AG CRIMINAL INVESTIGATOR, SUPERVISOR* AG - ALL PCNS
13.248 AG CRIMINAL INVESTIGATOR II* AG - ALL PCNS
13.249 AG CRIMINAL INVESTIGATOR I* AG - ALL PCNS
13.251 CHIEF INVESTIGATOR, COMPLIANCE/ ENFORCEMENT

13.255 SUPERVISORY COMPLIANCE/ENFORCEMENT 
INVESTIGATOR

13.256 COMPLIANCE/ENFORCEMENT INVESTIGATOR III
13.257 COMPLIANCE/ENFORCEMENT INVESTIGATOR II
13.258 COMPLIANCE/ENFORCEMENT INVESTIGATOR I
13.263 UNIT MANAGER, YOUTH PAROLE BUREAU
13.265 YOUTH PAROLE COUNSELOR III
13.266 YOUTH PAROLE COUNSELOR II
13.267 YOUTH PAROLE COUNSELOR I
13.301 INSPECTOR GENERAL
13.309 CORRECTIONAL CAPTAIN
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13.310 CORRECTIONAL LIEUTENANT
13.311 CORRECTIONAL SERGEANT
13.312 SENIOR CORRECTIONAL OFFICER
13.313 CORRECTIONAL OFFICER
13.314 CORRECTIONAL OFFICER TRAINEE
13.321 FORENSIC SPECIALIST IV
13.322 FORENSIC SPECIALIST III
13.323 FORENSIC SPECIALIST II
13.324 FORENSIC SPECIALIST I
U3720 DIVISION ADMINISTRATOR, RECORDS & DPS - PCN 4709-1
U3916 PROGRAM MANAGER, OIL/GAS/GEOTHERMAL MIN - PCN 0002
U3918 DEPUTY ADMINISTRATOR, MINERALS MIN - PCN 0006
U3919 CHIEF FOR DANGEROUS MINES MIN - PCN 0007
U3930 CHIEF FOR MINE REGULATION MIN - PCN 0009
U3932 FIELD SPECIALIST, MINERALS MIN - PCNS 0011, 0021, 0031
U4102 BUREAU CHIEF, YOUTH PAROLE
U4103 DIVISION ADMINISTRATOR, TAXICAB AUTHORITY
U4141 DEPUTY DIVISION ADMINISTRATOR, TAXICAB 
U4706 ADMINISTRATOR, MINERALS MIN - PCN 0001
U9010 CHIEF, NEVADA HIGHWAY PATROL
U9033 DEPUTY DIRECTOR, INDUSTRIAL PROGRAMS
U9034 DEPUTY DIRECTOR, OPERATIONS SOUTH
U9041 CHIEF GAME WARDEN
U9074 PHARMACIST 1* DHHS, NDOC - ALL PCNS

U9075 PHARMACIST 2* DHHS - ALL EXCEPT PCN 3243-0014; NDOC - 
ALL PCNS

U9076 PHARMACIST 3* DHHS, NDOC - ALL PCNS
U9085 SENIOR INSTITUTIONAL DENTIST (RANGE A)* NDOC - ALL PCNS
U9086 SENIOR INSTITUTIONAL DENTIST (RANGE B)* NDOC - ALL PCNS
U9087 SENIOR PHYSICIAN (RANGE C)* DHHS, NDOC - ALL PCNS
U9088 SENIOR PSYCHIATRIST (RANGE C)* DHHS, NDOC - ALL PCNS

LEGEND
Acronym Agency
AG Office of the Attorney General
AGR Department of Agriculture
BCN (Nevada System of Higher Education) Business Center 
BCN UNR (Nevada System of Higher Education) Business Center 

North, University of Nevada Reno
B&I Department of Business & Industry
DCNR Department of Conservation & Natural Resources
DHHS Department of Health & Human Services
DHHS PBH Department of Health & Human Services, Division of Public 

& Behavioral Health
DMV Department of Motor Vehicles
D of A Department of Administration
DPS Department of Public Safety
ESD Department of Employment, Training & Rehabilitation, 

Employment Security Division
MIN Commission on Mineral Resources, Division of Minerals
NHP Department of Public Safety, Nevada Highway Patrol
NDOC Department of Corrections
NDOT Department of Transportation
NDOW Department of Wildlife
NSVH Office of Veterans Services, Nevada State Veterans Home
SOS Secretary of State
TAXI Department of Business & Industry, Nevada Taxicab 
UNLV (Nevada System of Higher Education) University of Nevada 

Las Vegas
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Personnel Commission Meeting 
March 2, 2018 
 
 
FOR DISCUSSION AND POSSIBLE ACTION 
 
NRS 284.4066 provides for the pre-employment testing for controlled substances of applicants for 
positions affecting public safety.  This law requires the appointing authority to identify the specific 
positions that affect public safety, subject to the approval of the Personnel Commission. 
 
The Office of the Attorney General (AG) has requested the following classes be added to the 
classes/positions approved for pre-employment screening for controlled substances for the 
provided reason(s): 
 

AGENCY 
CLASS/
TITLE 
CODE 

TITLE 
POSITION 
CONTROL 
NUMBER 

REASON FOR ADDITION 

AG 13.237 AG Cybercrime 
Investigator II All Compliance with NAC 289.110 

AG 13.238 AG Cybercrime 
Investigator I All Compliance with NAC 289.110 

 
Positions in the above classes will be required to obtain and maintain Nevada Peace Officer 
Standards and Training (POST) Category II certification.  In other words, the positions in these 
classes will be filled by peace officers.  NAC 289.110 states, “No person may be appointed to 
perform the duties of a peace officer unless he or she… Has undergone a complete and documented 
investigation of his or her background… The investigation of the background of a person required 
pursuant to subsection 1 must include… A drug screening test.” 
 
Additionally, these positions conduct criminal investigations and interact with victims, witnesses 
and the subjects of their investigations.  Impairment due to a controlled substance has the potential 
to affect public safety, compromise sensitive information, or result in appropriate interactions.   
 
Staff recommends the approval of the requested classes. 
 
If the above classes are approved for pre-employment screening for controlled substances, the class 
specification for the class series, AG Cybercrime Investigators, will need to be revised to reflect 
the addition of the requirement for pre-employment screening for controlled substances.  For this 
reason, the Division of Human Resource Management is recommending a revision of the class 
specification conditioned upon approval of these classes. 
 
The Office of the Attorney General has indicated that a representative will be available at the 
meeting to answer Commissioners’ questions. 
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STATE OF NEVADA 

Department of Administration 
Division of Human Resource Management 

 
  

CLASS SPECIFICATION 
    

TITLE GRADE EEO-4 CODE 
    

AG CYBERCRIME INVESTIGATOR II 40 D 13.237 
AG CYBERCRIME INVESTIGATOR I 38 D 13.238 
    
    

SERIES CONCEPT 
 
Cybercrime Investigators in the Attorney General’s Investigations Division perform criminal investigations and 
analysis involving a variety of highly specialized forensic examinations performed on electronic devices or 
networks that can be programmed or can store or convey information in any form that is used in suspected criminal 
violations of State and/or federal laws pertaining to a specific program or regulatory area which includes, but is 
not limited to, Medicaid fraud, workers’ compensation fraud, consumer protection, public integrity, human 
trafficking, missing children, financial fraud, alleged criminal offenses committed by State officers or employees, 
Internet Crimes Against Children, terrorism, drug crimes, identity theft, crimes against persons or property, and 
all types of conflict of interest cases submitted by outside agencies. 
 
Provide technical expertise and assistance to State, federal, and local law enforcement in computer forensics 
related matters; obtain and maintain investigative computer forensics field equipment; obtain and maintain 
computer forensics laboratory equipment including updating hardware and software licenses. 
 
Perform specialized investigations and computer forensic examinations of complex cases that may involve 
multiple criminal violations, suspects and jurisdictions and may be sensitive in nature. 
 
Conduct interviews of witnesses, victims, and suspects; conduct forensic examinations of computers and other 
electronic devices and corresponding electronic data storage media to obtain information regarding the alleged 
criminal activity in an effort to complete investigative assignments in consideration of agency priorities, goals 
and objectives; review information received to determine possible criminal activity, validity of information and 
appropriate jurisdiction.   
 
Conduct field surveillance and background investigations; participate in undercover “sting” operations in order 
to establish leads, solidify evidence, and develop probable cause; use electronic audio/video recording equipment 
or personally conduct transactions with suspects to gather evidence, develop leads and establish probable cause; 
establish proof of facts and evidence; and review case findings with appropriate parties. 
 
Conduct research; gather and preserve evidence; take photographs and video; and transport, secure, prepare and 
analyze evidence by following proper evidentiary procedure. 
 
Search law enforcement databases to include, but not limited to, National Crime Information Center (NCIC), 
National Criminal Justice Information System (NCJIS), Shared Computer Operations Protection Enforcement 
(SCOPE), Tiburon and the Department of Motor Vehicles. 
 
Prepare reports on computer forensic examination results and prepare evidence for presentation; testify as an 
investigator and as a computer forensics expert in court or other proceedings as required. 
 
Prepare investigative reports encompassing all significant events and facts pertaining to the case elements, outline 
and summarize violations committed, and submit and/or present findings to the prosecutor; develop illustrative 
charts/slides to explain analytical forensic findings to a lay audience; prepare, obtain and execute legal documents 
such as affidavits, search warrants, arrest warrants, and subpoenas to continue the criminal justice process and 
criminal prosecution. 
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Develop case files and maintain case logs and reports; document investigative activities in order to develop and 
formulate facts and leads, establish patterns and trends, determine motives, and support enforcement actions. 
 
Maintain various reports such as daily activity reports, case summaries, arrest reports, and vehicle reports; utilize 
information to develop and report statistical data and to substantiate program budget expenditures. 
 
Continually update and develop skills regarding new computer technology, hardware and software tools, and 
attend training to maintain and acquire knowledge of trends and developments in the field of computer forensics. 
 
Conduct training programs and outreach regarding agency services, specialized functions and/or programs to 
other law enforcement agencies, State and local government officials, and the general public or community groups 
to develop understanding and awareness related to the use and abuse of digital information and devices. 
 
Perform related duties as assigned. 
 
****************************************************************************************** 
 

DISTINGUISHING CHARACTERISTICS 
 

Enforcement powers are that of peace officers and incumbents have police powers for the enforcement of the 
provisions of the Nevada Revised Statutes and federal laws relating to any reported or observed criminal activity.  
AG Cybercrime Investigators carry firearms in the performance of their duties.  All positions in this class series 
are, at a minimum, P.O.S.T. Category II certified, upon permanent status. 
 
In addition, AG Cybercrime Investigators perform specialized casework assignments on a statewide basis which 
involve the identification, seizure and examination of digital devices used in furtherance of criminal acts. 

 
****************************************************************************************** 

 
CLASS CONCEPTS 

 
AG Cybercrime Investigator II:  Under general direction, incumbents are expected to perform the full range of 
duties as described in the series concept; however, the primary responsibility is investigating complex cases and 
conducting computer forensic examinations related to the use of computers and other technological devices by 
perpetrators in an effort to assist, conceal or carry out acts in violation of State and/or federal laws.  Positions 
allocated to this class provide computer forensic services to other criminal investigators not trained in computer 
forensics.  They also independently conduct investigations and computer forensic examinations related to the 
most difficult assignments involving cases of a high profile or sensitive nature, or multiple program or criminal 
violations.  Duties are distinguished from the AG Cybercrime Investigator I class by greater complexity and 
independence in performing job assignments. This is the advanced journey level in the series. 

 
AG Cybercrime Investigator I:  Under limited supervision, incumbents perform the full range of duties as 
described in the series concept.  Incumbents conduct investigative assignments and computer forensic 
examinations related to the use of computers and other technological devices by perpetrators in an effort to assist, 
conceal or carry out acts in violation of State and/or federal laws.   
 
Positions allocated to this class provide computer forensics services to other criminal investigators not trained in 
computer forensics.  Work is closely reviewed for accuracy. This is the journey level in the series. 
 
****************************************************************************************** 
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MINIMUM QUALIFICATIONS 
 
SPECIAL REQUIREMENTS: 
 

∗ Pursuant to NRS 284.4066, positions in this series have been identified as affecting public safety.  
Persons offered employment in these positions must submit to a pre-employment screening for 
controlled substances. 

∗ Persons offered employment in this series must submit to a background, medical, and psychological 
evaluation. 

∗ A valid driver’s license is required at the time of appointment and as a condition of continuing 
employment. 

∗ AG Cybercrime Investigator I must obtain Certification by the International Association of Computer 
Investigative Specialists (IACIS) or Basic Computer Evidence Recovery Training (BCERT) at the 
National Computer Forensics Institute within 18 months of employment and as a condition of continuing 
employment. 

∗ AG Cybercrime Investigator II must have current Certification by the International Association of 
Computer Investigative Specialists (IACIS) or Basic Computer Evidence Recovery Training (BCERT) at 
the National Computer Forensics Institute at the time of appointment and as a condition of continuing 
employment.  

 
INFORMATIONAL NOTES:  
 

∗ Applicants must meet the minimum standards for appointment as a peace officer as established in the 
Nevada Revised Statutes (NRS) and Nevada Administrative Code (NAC). 

∗ AG Cybercrime Investigator I must obtain and maintain, at a minimum, Nevada POST Category II 
certification within one year of appointment and as a condition of continuing employment. 

∗ AG Cybercrime Investigator II must maintain, at a minimum, Nevada POST Category II certification as 
a condition of continuing employment. 

∗ A bi-annual qualifying score of 80 or better with a firearm will be required. 
∗ Incumbents may be required to obtain and maintain a Top Secret National Security Clearance issued by 

the FBI. 
 

AG CYBERCRIME INVESTIGATOR II 
 

EDUCATION AND EXPERIENCE:  Bachelor’s degree from an accredited college or university in computer 
science, information technology, computer forensics, criminal justice, police science, or closely related field; 
and current, at a minimum, Category II POST certification in Nevada; and three years of criminal investigation 
and law enforcement experience involving standard investigative and enforcement techniques utilized to 
enforce local, State and/or federal and agency laws and regulations, preparation of detailed investigative 
reports, implementation of agency program goals and objectives, handling of digital evidence, and experience 
performing forensic examinations of computers, networks or other digital devices for a law enforcement 
agency; OR graduation from high school or equivalent education; current, at a minimum, Category II POST 
certification in Nevada; and five years of experience as described above; OR two years of experience as an 
AG Cybercrime Investigator I in Nevada State Service; OR an equivalent combination of education and 
experience as described above. (See Special Requirements and Informational Notes) 

 
ENTRY LEVEL KNOWLEDGE, SKILLS AND ABILITIES (required at time of application): 
Working knowledge of:  the use of automated forensic tools to identify, collect, preserve, and extract digital 
evidence from a variety of computers, platforms, operating systems, mobile devices, e-mail and messaging 
systems; criminal laboratory protocols related to packaging, submission, preservation, and storage of digital 
and computer evidence; computer forensic examination procedures, and electronic search methods used to 
analyze, identify, extract, and preserve digital and computer evidence; and the reporting of examinations 
including search techniques, recovery of deleted files and digital evidence identified in support of criminal 
allegations. Ability to:  collect, organize, verify, and analyze investigative data; interpret and apply local, 
State, and/or federal laws, codes, regulations, and agency policies; conduct searches, seizures and arrests;  
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MINIMUM QUALIFICATIONS (cont’d) 
 

AG CYBERCRIME INVESTIGATOR II (cont’d) 
 
ENTRY LEVEL KNOWLEDGE, SKILLS AND ABILITIES (required at time of application): (cont’d) 
conduct forensic examinations of a variety of digital devices including computers, mobile devices and other 
storage media; communicate clearly and concisely verbally and in writing; skillfully present courtroom 
testimony that involves both technical and non-technical subject matter; and all knowledge, skills and abilities 
required at the lower level. 
 
FULL PERFORMANCE KNOWLEDGE, SKILLS AND ABILITIES (typically acquired on the job):  
Detailed knowledge of:  applicable local, State and/or federal laws, codes, statutes, regulations, and agency 
policies governing investigation functions appropriate to the area of assignment. Working knowledge of:  the 
design, implementation, administration and securing of networks; the acquisition of mail servers, database 
servers and large data stores; mainframe basics and acquisition techniques; intrusion detection techniques 
used to discover and determine the existence or presence of evidence related to any wrongful act of entering, 
seizing, or taking possession of the property of another. Ability to:  plan, coordinate, and expedite computer 
forensics investigations; conduct the most complex technical forensic examinations of a variety of digital 
devices, including networks or unconventional storage media; coordinate, set priorities, assign, and review 
computer forensic work of other professional staff when necessary; evaluate the needs for training and 
equipment in the area of assignment; and all knowledge, skills and abilities required at the lower level. 

 
AG CYBERCRIME INVESTIGATOR I 
 

EDUCATION AND EXPERIENCE:  Bachelor’s degree from an accredited college or university in computer 
science, information technology, computer forensics, criminal justice, police science, or closely related field; 
and current, at a minimum, Category II POST certification in Nevada within one year of appointment and as 
a condition of continuing employment; and one year of criminal investigation and law enforcement experience 
involving standard investigative and enforcement techniques utilized to enforce local, State and/or federal and 
agency laws, preparation of detailed investigative reports, implementation of agency goals and objectives, 
and handling of digital evidence; OR graduation from high school or equivalent education; current, at a 
minimum, Category II POST certification in Nevada; and three years of experience as described above; OR 
one year of experience as an AG Criminal Investigator I or Criminal Investigator I in Nevada State service; 
OR an equivalent combination of education and experience as described above. (See Special Requirements 
and Informational Notes) 
 
ENTRY LEVEL KNOWLEDGE, SKILLS AND ABILITIES (required at time of application): 
Working knowledge of:  applicable local, State and/or federal laws, codes, statutes, regulations, and agency 
policies governing investigation functions appropriate to the area of assignment; court procedures and 
documents; legal rights and rules of evidence; civil, criminal or administrative proceedings; chain of custody 
of evidence; laws of arrest, search and seizure; interview and interrogation techniques; criminal investigative 
techniques and enforcement procedures; standard computer operating systems, software and applications; a 
broad spectrum of computer hardware, networks, mobile computing devices, media platforms and storage 
devices; use of digital evidence in criminal investigations; and basic computer forensic tools and techniques 
used to acquire digital evidence.  Ability to:  read, understand and apply State and/or federal laws, codes, 
statutes, regulations, and agency policies; collect evidence; communicate effectively with a wide variety of 
public contacts; prepare detailed written reports; provide court testimony; identify types of digital evidence 
used in support of criminal allegations; and perform public speaking activities. 

.  
FULL PERFORMANCE KNOWLEDGE, SKILLS AND ABILITIES (typically acquired on the job):  
(These are identical to the Entry Level Knowledge, Skills and Abilities required for AG Cybercrime 
Investigator II.) 
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AG CYBERCRIME INVESTIGATOR II 40  D                  13.237 
AG CYBERCRIME INVESTIGATOR I  38  D                  13.238 
Page 5 of 5 
   

 
This class specification is used for classification, recruitment and examination purposes.  It is not to be considered 
a substitute for work performance standards for positions assigned to this class. 
 
 13.XXX 13.XXX 

  

     
ESTABLISHED: 
 
REVISED:                                                                                                                                                               

12/19/17UC 
 
3/2/18PC 

12/19/17UC 
 
3/2/18PC 
 
 
 
 
 

 
 

 

     

     

     

     
     

 
 
 
 
 
 
 
 
 
 
 
 
  

92



PERSONNEL COMMISSION 

INDIVIDUAL STUDY APPEAL 

 

James Reynolds, Compliance/Audit Investigator III, 11.363, grade 35 

Appeal of the Division of Human Resource Management’s decision to not reclassify Mr. Reynolds 

to Chief Compliance/Audit Investigator 

 

Personnel Commission March 2, 2018 

 

Prepared by the Department of Administration 

Division of Human Resource Management 

 

APPEAL SUMMARY 

 

Mr. Reynolds, a Compliance/Audit Investigator III with the State of Nevada, Department of Employment, 

Training & Rehabilitation, is appealing the Division of Human Resource Management’s decision to not 

reclassify the position from a Compliance/Audit Investigator III, 11.363, grade 35 to a Chief 

Compliance/Audit Investigator, 11.360, grade 37. 

 

BASIS FOR APPEAL 

 

Mr. Reynolds’ appeal is based on the belief that a preponderance of his duties are within the higher level 

classification to include performing work on a Statewide basis, directly supervising the investigative 

activities of subordinate staff, and making sure the office is properly staffed.   

 

DIVISION OF HUMAN RESOURCE MANAGEMENT’S RECOMMENDATION 

 

The Division of Human Resource Management’s analysis concluded that there has been no significant 

change in duties and responsibilities warranting reclassification, the position does not meet the class 

concept of a Chief Compliance/Audit Investigator and the appellant’s duties are consistent with the 

Compliance/Audit Investigator III level. 

 

The current duties and responsibilities of the position are to act as a leadworker by training and 

coordinating the work of lower level Compliance/Audit Investigators; review completed blocked claims 

for compliance; resolve difficult in-state and out-of-state blocked claims; complete difficult collections 

and legal actions; review determination letters prepared by lower level investigators for compliance; and 

provide information, guidance and assistance to the general public, businesses, other State agencies and 

interested stakeholders.   

 

These duties are consistent with the class concepts of the Compliance/Audit Investigator III, which state, 

in part, “act as a leadworker on a regular reoccurring basis and perform specialized investigative/audit 

functions dealing with complex and/or multiple program violations and/or criminal activity; make 

determinations on the level and intent of investigations; act as a leadworker by providing training or 

coordinating the work of Compliance/Audit Investigator II’s or I’s while conducting investigative and/or 

audit functions; review final investigative or audit reports for accuracy, clarity, format and to ensure policy 

and procedure was followed, and provide assistance to lower level investigators regarding case preparation 

and presentation in a court of law; recommend or develop new and/or revised policy, procedure and 

proposed legislation to aid in the compliance and control of program areas.” 

 

As the duties performed are consistent with the class concepts, the Compliance/Audit Investigator III 

remains appropriate for the preponderant duties of the position. 
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PERSONNEL COMMISSION 
INDIVIDUAL STUDY APPEAL 
 
James Reynolds, Compliance/Audit Investigator III, 11.363, grade 35 
Appeal of the Division of Human Resource Management’s (DHRM) decision to not reclassify 
Mr. Reynolds to Chief Compliance/Audit Investigator 
 
Personnel Commission March 2, 2018 
 
Prepared by the Department of Administration 
Division of Human Resource Management 

 
DOCUMENT EXHIBIT 
  
Letter to Peter Long, Administrator, DHRM, from Attorney Corrine P. Murphy for appellant James 
Reynolds, dated January 12, 2017, appealing the Administrator’s affirmation of denial to reclassify 
the position. 

1 

  
Letter to James Reynolds through Attorney Corrine P. Murphy, from Peter Long, Administrator, 
DHRM, dated December 13, 2016, affirming the denial to reclassify the position. 

2 

  
Letter to Peter Long, Administrator, DHRM, from Attorney Corrine P. Murphy for appellant James 
Reynolds, dated November 10, 2016, appealing the denial to reclassify the position. 

3 

  
Letter to James Reynolds through Attorney Corrine P. Murphy, from Supervisory Personnel Analyst 
Heather Dapice, dated October 13, 2016, maintaining Compliance/Audit Investigator III as the 
correct classification. 

4 

  
Position Questionnaire (NPD-19) submitted by James Reynolds (PCN 4417) to DHRM, received 
April 4, 2016 (duty statements received September 23, 2016). 

5 

  
Position Questionnaire (NPD-19) submitted for PCN 4417, received July 21, 2003, reclassifying the 
position from Compliance/Audit Investigator II to Compliance/Audit Investigator III. 

6 

  
Work Performance Standards for PCN 4417 dated, May 20, 1015; February 12, 2014; February 21, 
2013; March 2, 2012; March 4, 2011; January 25, 2010; and October 1, 2009. 

7 

  
Position Description Questionnaire (PDQ) from Auditor Series Occupational Group Study, 
Supervising Auditor I, dated July 27, 2007 

8 

  
Position Description Questionnaire (PDQ) from Auditor Series Occupational Group Study, 
Supervising Auditor II, dated July 27, 2007 

9 

  
Current Class Specification for the Compliance/Audit Investigator Series, effective May 6, 2011, 
approved by the Personnel Commission same date. 

10 

  
Previous Class Specification for the Compliance/Audit Investigator series, effective December 10, 
2010, approved by the Personnel Commission same date. 

11 

  
Previous Class Specification for the Compliance/Audit Investigator series, effective November 15, 
1991, approved by the Personnel Commission same date. 

12 

  
Current Class Specifications for the Auditor Series, effective September 30, 2016, approved by the 
Personnel Commission same date. 

13 
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DANIEL MARKS 

0 .  
Attorneys at Law 

610 South Ninth Street 

Las Vegas, Nevada 89101 

e-mail: office@danielmarks.net

(702) 386-0536

0 

Daniel Marks Fax (702) 386-6812 
Adam Levine 
Christopher L. Marchand 
Nicole Young 
Teletha L. Zupan 

February 14, 2018 

Via Facsimile (775) 684-0122 

Carrie Lee, 
State of Nevada 
Department of Administration 
Division of Human Resources Management 
209 E. Musser Street, Ste. 101 
Carson City, Nevada 89701 

Re: Appeal of Classification Determination per NRS 284.152(4) 

Appellant's Nrune/Classification: 
Agency/Division/Bureau/Work Unit: 

Personnel Commission Meeting Date: 
Appellant 

Dear Ms. Lee, 

James Reynolds, Compliance/ Audit Investigator ill 
Agency 902; Agency Org/Budget # 4 770; 
Employment Security Division; Employment, 
Training & Rehabilitation Department 
March 2, 2018 at 9:00 a.m. 

This position statement is being submitted on behalf of the Appellant, James Reynolds, in 
support of his request to be reclassified from a Compliance/Audit Investigator III, grade 35 to a Chief 
Compliance/Audit Investigator, grade 37 pursuant to NAC 284.126(b). 

Mr. Reynolds filed a grievance on or about January 13, 2015 because he was assigned and 
perfonned supervisory duties and responsibilities, which were outside the scope of his class as a 
Compliance/Audit Investigator ID, grade 35 between 2012 and 2015. The supervisory duties and 
responsibilities he performed fell within the scope of the Chief Compliance/ Audit Investigator, grade 3 7. 
Edgar Roberts, Chief of Contributions, responded to the grievance during Step 1 and conceded on page 3 
of his response dated February 10, 2015 that Mr. Reynolds was working outside the scope of his class 
during the relevant period, but stated that he would be back in class compliance after Mr. Roberts' 
recommendations were incorporated. (See Appellant's Exhibit "2" on p. 3 at paragraph 4). Further, Mr. 
Roberts suggested that for the three years, Mr. Reynolds was temporarily assigned all claims statewide 
for Southern and Northern Nevada because the Reno Supervising Auditor position was vacant or in 
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training and/or testing for that period. (See Appellant's Exhibit "2" on p. 2 at paragraph 1). 

In addition, Mr. Roberts represented that things wou1d change after the new Ulnv system was 
implemented and running, but that the work performance standards and desk instructions would need to 
be revised to remove the supervisory duties, which included but were not limited to performing 
evaluations, imposing discipline, and scheduling. (See Appellant's Exhibit "2'' on p. 2 at paragraph 1 
and 2 and Appellant's Exhibit "11 "). Mr. Roberts stated that Mr. Reynolds should continue to assume 
the statewide duties until Northern Nevada was fully staffed, meaning until they hired, trained, and 
retained a Supervising Auditor for Northern Nevada. (See Appellant's Exhibit "2" on p. 2 at paragraph 
2). 

During Step 2 of the Grievance Process, the acting ESD Deputy Administrator, Jeffrey 
Frischrnann, acknowledged that Mr. Reynolds had been working out of class as the tasks and 
responsibilities assigned between 2009 and 2015 were supervisory in nature and went beyond the 
concept of a team lead. (See Appellanfs Exhibit "t '· on p. 4 at paragraph 5). Mr. Frischmann also noted 
that new work performance standards, which were provided to Mr. Reynolds. However, Mr. Reynolds 
did not sign off on the new standards because he did not want to waive any rights relating to his pending 
grievance. (See Appellant's Exhibit "1" on p. 4 at paragraph 5 and Appellant's Exhibit "10"). 

Mr. Frischmann also stated that it was necessary for Mr. Reynolds to continue to assign claims 
statewide and that be wou1d continue to be required to do so because UI was a statewide program. (See 
Appellant's Exhibit "1" on p. 4 at paragraph 6). During Step 3 of the Grievance Process, it was 
acknowledged again that Mr. Reynolds had legitimate concerns about working out of class based on his 
duties. (See Appellant's Exhibit "1" at p. 6). 

At every Step of the grievance process, the representatives for the State ofNevada conceded that 
Mr. Reynolds was performing supervisory du ties and responsibilities that fell outside of his class, were 
beyond the duties and responsibilities of a team lead, and fell within the scope of the Chief 
Compliance/Audit Investigator, grade 37. They conceded that Mr. Reynolds should have been 
compensated for performing duties and responsibilities '"�thin the scope of the Chief Compliance/Audit 
Investigator, grade 37, but claimed it was not possible to do so. The representatives stated that the 
supervisory duties and du ties and responsibilities outside Mr. Reynolds' class wou1d need to be removed 
from Mr. Reynolds work performance standards going forward. However that did not happen. 

In addition, Mr. Reynolds has been required to continue to perform duties statewide and to 
provide supervisory duties from February 10, 2015 to November 6, 2017. (See Chart at Appellant's 
Exhibit "12" which contains a summary for Exhibits "22" through "42" and Appellant's Exhibits "22" 
through "41 "). On January 30, 2017, Mr. Reynolds was assigned to supervise and review work 
performed by a new investigator, Nancy Magallon, who is an Investigator ill in Northern Nevada, which 
satisfies NAC 284.206(3)( c) because they are in the same class. (See Appellant's Exhibit "36"). As of 
November 6, 2017, Mr. Reynolds was still assigning claims statewide, but Ms. Roebuck, the Audit 
Supervisor in Carson City, began to review/approve claims for Northern Nevada. (See Appellant's 
Exhibit "42"). 
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It appears as though there has been a significant oversight with respect to this matter. The 
determination appears to be based upon changes made by the State after Mr. Reynolds filed his grievance 
on or about January 13, 2015 in an effort to remedy the situation, rather than the facts that existed at the 
time the grievance was filed. The State's representatives conceded at Step 1, Step 2, and Step 3 that there 
was a significant change in the duties and responsibilities assigned to Mr. Reynolds for the three years 
preceding the filing of his grievance because he was performing evaluations, imposing discipline, 
scheduling, and supervising subordinate investigators statewide, as well as employees with his same 
classification and/or higher classifications, which was outside of the scope of his class and the class 
specification for the Compliance/Audit Investigator III, grade 35. These duties were not part of the scope 
of responsibility for his position, but fell within scope of the Chief Compliance/Audit Investigator, grade 
37, which was conceded during the Steps; and at that time resulted in the preponderance of duties and 
responsibilities being allocated to his position as a Compliance/Audit Investigator III, grade 35. 

It appears from the detennination and subsequent correspondence regarding the determination 
that Mr. Reynolds' grievance was narrowly reviewed to fit within his current class specification and/or 
based on facts that existed after the State implemented remedial actions in response to Mr. Reynolds' 
grievance. (See Appellant's Exhibits at "4" through "9"). At the time the grievance was filed, Mr. 
Reynolds did meet the requirements under NAC 284.206(2)(a) because he was performing essentially all 
the duties and responsibilities of a Chief Compliance/ Audit Investigator. He did administer investigative 
activities on a statewide basis by assigning investigative activities in Southern and Northern Nevada; 
reviewed and evaluated efficiency and compliance with policy and procedures; supervised a staff of 
subordinate Compliance/ Audit Investigators; worked with the Program Administrator and agency beads, 
oversaw the training of staff based on the needs in the area of investigations; prepared and approved 
work schedules, assigned cases based on assessed needs, maintained reporting procedures and reviewed 
status reports to determine whether objectives were met and that there was compliance with applicable 
laws. (See Appellant's Exhibits "11" through "42" and "44"). 

To the e>..1ent that the determination was based on the desk audit, it should not have been 
considered. (See Appellant's Exhibits "5" & "6"). The desk audit was performed after the grievance was 
filed, after the State instituted remedial measures to remove the duties that fell outside of Mr. Reynolds' 
classification, and after his work standards had been revised. As such, it only suggests that the State took 
subsequent remedial measures so that Mr. Reynolds would no longer appear to be working outside the 
scope of his class as a Compliance/Audit Investigator III, which should not have been considered. 
Therefore, the desk audit should not have been relied upon for purposes of the determination because it 
reflects the State's subsequent remedial measures, rather than the facts that existed at the time the 
grievance was filed. 

Throughout the last five years, Mr. Reynolds was required to perfonn supervisory duties from 
2009 to November 2017, which is pennanent not temporary. (See Appellant's Exhibits "11" through 
"42"). Mr. Reynolds was required to train and/or supervise six (6) different people who were hired to be 
the Audit Supervisor, grade 37, for Northern Nevada. The Audit Supervisor, grade 37, is outside of Mr. 
Reynold's class specification and at a higher grade than Mr. Reynold's classification of the 
Compliance/Audit Investigator III, grade 35, which satisfies NAC 284.206(3)( c). (See Appellant's 
Exhibit "41 "). The Audit Supervisors were later reassigned to other departments or quit. 
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Therefore, based upon the foregoing, Mr. Reynolds should be re-classified as a Chief 
Compliance/Audit Investigator, grade 37 with a pay rate that is commensurate with his current pay and it 
should be applied retroactively from January 13, 2015 forv:ard. 

If you have any questions do not hesitate to contact me. 

Very truly yours, 

LMARKS 

DANIEL MARKS, ESQ. 

DM/tz 

CC: James Reynolds, III 

•. 
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Personnel Commission Agenda  
March 2, 2018 

 
 
FOR DISCUSSION AND POSSIBLE ACTION 

  
The Division of Human Resource Management has conducted a maintenance review of class 
specifications in the Occupational Group(s) listed below.  It is recommended that the following 
classes be revised effective:  
March 2, 2018. 
 
 
 
Item VIII-A-1-a 
 
                                    CURRENT                                    PROPOSED 

CODE TITLE GRADE EEO-4 CODE TITLE GRADE       EEO-4 

1.907 Parks Regional Manager         
(Non-Commissioned) 39 A 1.907 Parks Regional Manager         

(Non-Commissioned) 39 A 

 
EXPLANATION OF CHANGE 
 
As part of the biennial Class Specification Maintenance Review process, the Division of Human 
Resource Management has conducted a review of the Parks Regional Manager class 
specification.   
 
In consultation with Subject Matter Experts from the Nevada Division of State Lands, and 
recruitment experts from Human Resource Management, it was determined that the concepts, 
minimum qualifications and knowledge, skills and abilities are consistent with current 
expectations. 
 
Minor revisions, however, were made to the minimum qualifications in order to maintain 
consistency with formatting and structure. 
 
Throughout the course of the study, management and agency staff participated in the review and 
they support this recommendation. 
 
Note:  Changes, additions and/or deletions on the class specification are noted in red. 
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TITLE GRADE EEO-4 CODE 
    
PARKS REGIONAL MANAGER (NON-COMMISSIONED) 39 A 1.907 
    
    
Parks Regional Managers (Non-Commissioned) plan, organize and manage the overall operation of the State parks 
within an assigned geographical region to provide for park operation, maintenance, interpretation, and visitor 
services and protection; ensure proper recreation management principles are utilized in the delivery of parks and 
recreation services and the operation of park resources and facilities in accordance with established guidelines. 
 
Formulate, develop and implement policies and procedures for the region; develop long and short range goals and 
plans to meet objectives established by the division, department and the State; coordinate program activities with 
officials and representatives of federal, State and local agencies; conduct public hearings and represent the State at 
local and regional meetings. 
 
Develop and administer the regional program budget; project fiscal needs and control expenditures; monitor and 
evaluate programs and conduct cost/benefit analyses; implement processes to ensure accurate accounting of user fees 
and equipment inventory; prepare justifications and financial and statistical reports; research and prepare biennial 
budget requests; oversee the region's data processing and risk management functions; review and approve 
expenditures. 
 
Manage a variety of regional programs and projects to maintain and enhance park facilities, equipment and 
resources; manage equipment and property inventories; negotiate and administer contracts, concessions, leases and 
agreements; review plans and recommendations for renovations and construction of facilities; inspect and evaluate 
construction work; direct the development of the regional and park management plan. 
 
Oversee the regional resource management program; coordinate with park supervisors to develop and maintain 
current resource management plans and ensure the professional management of all park natural and cultural 
resources. 
 
Expand and oversee activities and special events and manage an on-going interpretive program; direct the region's 
public relations program to promote park activities and provide information to the public; investigate and resolve 
conflicts and issues related to park use and management. 
 
Oversee the region's law enforcement program to ensure consistent and appropriate law enforcement at all parks 
within a region; plan operational strategies and assignments; provide for training opportunities as required by State 
law; supply equipment and resources; ensure that park resources, facilities, equipment, personnel and visitors are 
protected from misuse, misconduct and criminal activities. 
 
Manage and coordinate the region's comprehensive maintenance program for park facilities; develop goals and plans 
to maintain the facilities and resources of assigned parks; implement projects and inspect work in progress; review 
and approve equipment, supply, and project requests; coordinate efforts with other regions and the Planning and 
Development Section to ensure that projects are completed in accordance with individual Park Master Plans and 
division policy. 
 
Supervise and evaluate the performance of assigned staff; delegate, assign and review work of professional, 
technical and administrative support personnel; develop and revise work performance standards; implement 
disciplinary and corrective action as appropriate; provide training opportunities to ensure that annual accreditation 
standards are met. 
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Perform related duties as assigned. 
 

MINIMUM QUALIFICATIONS 
 
SPECIAL REQUIREMENTS: 
 

* Pursuant to NRS 284.4066, all positions in this class have been identified as affecting public safety.  Persons 
offered employment in this class must submit to a pre-employment screening for controlled substances. 

* A valid driver's license is required at the time of appointment and as a condition of continuing employment. 
* Candidates may be required to submit to a background check and physical agility examination prior to 

appointment. 
 
EDUCATION AND EXPERIENCE:  Bachelor's degree from an accredited college or university with a major or 
minor in park management, park interpretation, outdoor recreation management, natural science, business 
administration or related field and three years of experience in managing the personnel, budget and resources of a 
[complex] park, public entity, or business with multiple, diversified facilities, activities, and services offered. 
Management experience must have included developing and monitoring budgets, supervising facility maintenance, 
maintaining security of establishments and facilities, and providing various services to the public; OR two years of 
experience as a Park Supervisor III in Nevada State service; OR an equivalent combination of education and 
experience as described above. (See Special Requirements)  
 
ENTRY LEVEL KNOWLEDGE, SKILLS AND ABILITIES (required at time of application):   
Working knowledge of:  accounting and budgeting principles and practices; management principles, practices and 
programs; building, grounds and equipment maintenance; principles of training and supervision; purchasing and 
inventory control procedures.  Ability to:  plan, implement and coordinate projects and programs in a geographical 
region; develop and manage training programs including identifying needs and coordinating and evaluating 
instruction; analyze financial and statistical data to identify trends and determine appropriate courses of action; 
communicate effectively both orally and in writing; oversee the collection and auditing of revenue; comprehend and 
administer contracts such as leases or managerial agreements; develop safety programs as appropriate to protect lives 
and property and minimize liability; manage special events and programs within a region; develop plans in 
accordance with goals and objectives; promote the park system to groups and individuals including the media; 
establish and maintain cooperative working relationships with others. 
 
FULL PERFORMANCE KNOWLEDGE, SKILLS AND ABILITIES (typically acquired on the job):   
Working knowledge of:  State personnel administrative processes; budget preparation and control; grants and 
contract management; legislative processes; business and public administration; basic principles of park planning 
and construction; division philosophy, goals and objectives; development of policies and procedures.  General 
knowledge of:  natural and cultural history, flora, and fauna.  Ability to:  plan and develop volunteer and low cost 
labor resources to perform park services and maintenance; read and evaluate complex equipment specifications and 
building construction drawings; understand and evaluate complex environmental impact documents and issues. 
 
 
 
This class specification is used for classification, recruitment and examination purposes.  It is not to be considered a 
substitute for work performance standards for positions assigned to this class.   
 
 1.907 
  
ESTABLISHED: 7/1/05LG 
REVISED: 3/2/18PC 
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Personnel Commission Agenda  
March 2, 2018 

 
 
FOR DISCUSSION AND POSSIBLE ACTION 

  
The Division of Human Resource Management has conducted a maintenance review of class 
specifications in the Occupational Group(s) listed below.  It is recommended that the following 
classes be revised effective:  
March 2, 2018. 
 
 
 
Item VIII-A-1-b 
 
                                    CURRENT                                    PROPOSED 

CODE TITLE GRADE EEO-4 CODE TITLE     GRADE      EEO-4 

1.967 Park Supervisor III                 
(Non-Commissioned) 36 B 1.967 Park Supervisor III                

(Non-Commissioned) 36 B 

1.968 Park Supervisor II                   
(Non-Commissioned) 35 B 1.968 Park Supervisor II                  

(Non-Commissioned) 35 B 

1.969 Park Supervisor I                    
(Non-Commissioned) 34 B 1.969 Park Supervisor I                   

(Non-Commissioned) 34 B 

 
EXPLANATION OF CHANGE 
 
As part of the biennial Class Specification Maintenance Review process, the Division of Human 
Resource Management has conducted a review of the Parks Supervisor (Non-Commissioned) 
series. 
    
In consultation with Subject Matter Experts from the Nevada Division of State Lands, and 
recruitment experts from Human Resource Management, it was determined that the concepts, 
minimum qualifications and knowledge, skills and abilities are consistent with current 
expectations. 
 
Minor revisions, however, were made to the minimum qualifications in order to maintain 
consistency with formatting and structure. 
 
Throughout the course of the study, management and agency staff participated in the review and 
they support this recommendation. 
 
Note: Changes, additions and/or deletions on the class specification are noted in red. 
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TITLE GRADE EEO-4 CODE 
    
PARK SUPERVISOR III (NON-COMMISSIONED) 36 B 1.967 
PARK SUPERVISOR II (NON-COMMISSIONED) 35 B 1.968 
PARK SUPERVISOR I (NON-COMMISSIONED) 34 B 1.969 
    
    

SERIES CONCEPT 
 
Park Supervisors (Non-Commissioned) plan, organize, oversee and participate in the administration, 
maintenance, interpretive programs and resource management of an assigned State park. 
 
Develop and administer the park budget; prepare and submit budget proposals and project needs; plan and 
approve purchases; and establish and monitor spending plans. 
 
Train, supervise and evaluate the performance of assigned personnel; develop work programs and performance 
standards; delegate and review assignments; counsel staff and take disciplinary action as appropriate; and 
coordinate special work programs with community organizations, volunteers and federal, State and local 
agencies. 
 
Prepare and submit reports on all aspects of park operation and maintenance; attend public, agency and 
interagency meetings; manage equipment and property inventories; may administer leases, concessions and 
management agreements; monitor construction projects; develop and maintain the park’s operational plan; 
oversee employee and visitor safety programs; and manage employee residences. 
 
Oversee the collection of park user fees; review permit transactions and deposits; develop and implement 
collection policies and procedures; and ensure proper collection and accounting for park revenues. 
 
Provide park services to enhance the park experience for visitors; plan and implement special programs and 
events; delegate interpretive assignments and provide technical assistance; review and evaluate program 
quantity and quality; administer sales outlets; and make public information available. 
 
Oversee the park’s law enforcement program; assess needs and identify training and proficiency levels; 
implement emergency management plans as needed; and ensure compliance with State law and division policy 
to preserve the peace and protect the public and park resources. 
 
Manage the park’s natural and cultural resources; identify resource problems and formulate solutions; and 
effectively utilize resource management practices to preserve and maintain the park resources. 
 
Plan, organize and manage the park maintenance program; develop goals and objectives; establish priorities and 
coordinate maintenance and repair projects; formulate equipment and vehicle servicing plans; oversee and 
participate in the custodial care of park buildings and facilities. 
 
Perform related duties as assigned. 
 
****************************************************************************************** 
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CLASS CONCEPTS 
 

Park Supervisor III (Non-Commissioned):  Positions allocated to this class supervise a State park which 
requires advanced level park management skills due to a combination of factors including the extent of park 
facilities, visitor attendance, user fees, physical acreage, permanent and seasonal staff supervised, and 
complexity of operation.  Additional complexity results from the Park Supervisor’s responsibility for 
concessions, special patrol and protection requirements, diversified programs, services offered and varied 
recreational activities.  The Park Supervisor III is distinguished from the Park Supervisor II by responsibility for 
managing special park features which may include complex maintenance and resource protection programs, 
sophisticated water and sewer systems, visitor centers, historical sites, special use facilities, and multiple fee 
collection points.  
 
Park Supervisor II (Non-Commissioned):  Positions allocated to this class supervise a State park which 
requires park management skills due to a combination of factors including the extent of facilities, visitor 
attendance, user fees, physical acreage, permanent and seasonal staff supervised, and complexity of operation.  
The Park Supervisor II is distinguished from the Park Supervisor I by responsibility for concessions, special 
patrol and protection requirements, diversified programs and services offered, and varied recreational activities.  
 
Park Supervisor I (Non-Commissioned):  Positions allocated to this class perform the full range of duties 
outlined in the series concept.  The complexity of park operation is somewhat limited and is determined by a 
combination of factors including the extent of facilities, visitor attendance, user fees, physical acreage, and staff 
supervised.   
 
****************************************************************************************** 
 

MINIMUM QUALIFICATIONS 
 
SPECIAL REQUIREMENTS: 
 

* Pursuant to NRS 284.4066, all positions in this series have been identified as affecting public safety.  
Persons offered employment in this series must submit to a pre-employment screening for controlled 
substances. 

 Candidates may be required to submit to a background check and physical agility examination prior to 
appointment. 

 A valid driver’s license is required at the time of appointment and as a condition of continuing 
employment. 

 
PARK SUPERVISOR III (NON-COMMISSIONED) 

 
EDUCATION AND EXPERIENCE:  Bachelor’s degree from an accredited college or university with a 
major or minor in park management, outdoor recreation management, ecology, forestry, biology or closely 
related field and four years of progressively responsible park operations experience, two of which were in 
managing a park including budget administration, supervision of staff and resource management; OR one 
year of experience as a Park Supervisor II in Nevada State service; OR two years of experience as a Park 
Supervisor I or Park Ranger III in Nevada State service; OR an equivalent combination of education and 
experience as described above.  (See Special Requirements) 
 
ENTRY LEVEL KNOWLEDGE, SKILLS AND ABILITIES (required at time of application): 
Working knowledge of:  administration of multi-year contracts, concessions and leases with complex 
terms; personnel administration; budget development and fiscal analysis; park management principles and 
practices; contract, budget and personnel administration.  Ability to:  plan, organize and coordinate 
complex maintenance and resource protection programs; manage the interpretation, preservation and 
operation of visitor centers, historical sites, special use facilities and other park features; and all knowledge, 
skills and abilities required at the lower levels. 

100



MINIMUM QUALIFICATIONS (cont’d) 
 

PARK SUPERVISOR III (NON-COMMISSIONED) (cont’d) 
 
FULL PERFORMANCE KNOWLEDGE, SKILLS AND ABILITIES (typically acquired on the job): 
Detailed knowledge of:  park management principles and practices; contract, budget and personnel 
administration. 

 
PARK SUPERVISOR II (NON-COMMISSIONED) 
 

EDUCATION AND EXPERIENCE:  Bachelor’s degree from an accredited college or university with a 
major or minor in park management, outdoor recreation management, ecology, forestry, biology or closely 
related field and three years of park ranger experience, one year of which included experience in supervising 
the operation, maintenance and interpretative programs at a park or major section of a park; OR one year of 
experience as a Park Supervisor I or Park Ranger III in Nevada State service; OR an equivalent combination 
of education and experience as described above.  (See Special Requirements) 
 
ENTRY LEVEL KNOWLEDGE, SKILLS AND ABILITIES (required at time of application): 
Working knowledge of:  park management principles and practices; development and implementation of 
interpretive programs and visitor services.  Ability to:  develop goals and objectives for park operation and 
maintenance; prepare and administer complex budgets with multiple funding sources; administer contracts 
and concessions; coordinate and manage repair and maintenance projects; train and supervise permanent 
and seasonal staff; develop solutions to special law enforcement problems; and all knowledge, skills and 
abilities required at the lower level. 
 
FULL PERFORMANCE KNOWLEDGE, SKILLS AND ABILITIES (typically acquired on the job): 
(These are identical to the Entry Level Knowledge, Skills and Abilities required for Park Supervisor III 
(Non-Commissioned).) 
[Working knowledge of:  operation, maintenance and management of a State park; principles of 
supervision and training.] 

 
PARK SUPERVISOR I (NON-COMMISSIONED) 
 

EDUCATION AND EXPERIENCE:  Bachelor’s degree from an accredited college or university with a 
major or minor in park management, outdoor recreation management, ecology, forestry, biology or closely 
related field and two years of journey level park ranger experience including park operation, maintenance 
and interpretation of park facilities; OR two years of experience as a Park Ranger II in Nevada State 
service; OR an equivalent combination of education and experience as described above.  (See Special 
Requirements) 
 
ENTRY LEVEL KNOWLEDGE, SKILLS AND ABILITIES (required at the time of application): 
Working knowledge of:  operation and maintenance of park facilities; development of interpretive 
materials and programs; division policies and procedures.  General knowledge of:  history, natural 
history, flora, fauna, geography and geology; natural and cultural resource management techniques; basic 
fire suppression principles and techniques; emergency medical procedures and equipment; current personnel 
practices and principles; bookkeeping and accounting procedures; workplace health and safety regulations; 
operation and use of tools and equipment used in custodial and general maintenance work.  Ability to:  
develop goals and objectives for the operation and maintenance of an assigned park; research information 
and write interpretive materials; control and account for income and expenditures of a park operation; 
prepare and administer budgets; write clear, concise sentences using correct English; make oral 
presentations before various size groups; perform custodial services to park buildings and grounds; observe, 
recognize and plan appropriate actions designed to alleviate visitor impact/abuse on the park’s natural 
resources. 
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MINIMUM QUALIFICATIONS (cont’d) 
 
PARK SUPERVISOR I (NON-COMMISSIONED) (cont’d) 
 

FULL PERFORMANCE KNOWLEDGE, SKILLS AND ABILITIES (typically acquired on the job): 
(These are identical to the Entry Level Knowledge, Skills and Abilities required for Park Supervisor II 
(Non-Commissioned).) 
[Working knowledge of:  operation and maintenance of park facilities; development of interpretive 
materials and programs; division policies and procedures.] 
 

This class specification is used for classification, recruitment and examination purposes.  It is not to be 
considered a substitute for work performance standards for positions assigned to this class.   
 
 1.967 1.968 

 
1.969 

ESTABLISHED: 7/1/05LG 7/1/05LG 7/1/05LG 
REVISED: 9/23/05PC   
REVISED: 3/2/18PC 3/2/18PC 3/2/18PC 
 

102



Personnel Commission Agenda  
March 2, 2018 

 
 
FOR DISCUSSION AND POSSIBLE ACTION 

  
The Division of Human Resource Management has conducted a maintenance review of class 
specifications in the Occupational Group(s) listed below.  It is recommended that the following 
classes be revised effective:  
March 2, 2018. 
 
 
 
Item VIII-B-1-a 
 
                                    CURRENT                                    PROPOSED 

CODE TITLE GRADE EEO-4 CODE TITLE     GRADE      EEO-4 

7.644 Fatality File Analyst 31 B 7.644 Fatality File Analyst 31 B 
 
EXPLANATION OF CHANGE 
 
As part of the biennial Class Specification Maintenance Review process, the Division of Human 
Resource Management has conducted a review of the Fatality File Analyst class specification.     
    
In consultation with Subject Matter Experts from the Department of Public Safety, as well as, 
recruitment experts from the Division of Human Resource Management, it is recommended that 
revisions be made to expand the duty statements to reflect additional duties, as well as, clarify 
existing duties and responsibilities. 
 
It is also recommended that an Informational Note be added detailing the requirement to obtain 
and maintain NCJIS certification as a condition of employment. 
 
Furthermore, minor revisions were made to the Education and Experience and Entry Level 
Knowledge, Skills and Abilities sections of the minimum qualifications to maintain consistency 
in formatting and structure. 
 
Throughout the course of the study, management and agency staff participated by offering 
recommendations and reviewing changes as the process progressed, and they support this 
recommendation. 
 
Note:  Changes, additions and/or deletions on the class specification are noted in red. 
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TITLE GRADE EEO-4 CODE 
    
FATALITY FILE ANALYST 31 B 7.644 
    
    
Under general supervision, the Fatality File Analyst manages the Fatality Analysis Reporting System (FARS), 
a database that tracks all fatal traffic crashes occurring in the State and analyzes and codes fatal traffic 
[accident] crash data in conformance with Federal Fatal Reporting System guidelines.  This position also 
represents the agency and the FARS program at meetings and conferences, negotiating data sharing 
agreements with other State agencies and organizations, and promoting the value and uses of FARS data. 
 
Ensure timely and accurate collection of statewide fatal collision data; receive and analyze [preliminary] fatal 
[accident] crash reports and [to determine if they warrant] record [ing] information in the [Federal Fatal 
Accident Reporting System] FARS; meet specific benchmarks and strict timelines in accordance with 
National Highway Traffic Safety Administration (NHTSA) rules and regulations.  [; create a file and record 
FARS entries in a spreadsheet in order to systematically categorize information; maintain files and cases 
according to program regulations.] 
 
Gather information pertinent to the [accident] crash in order to properly code the cause; [interview the 
investigation officer and witnesses; obtain and review accident reports, medical examiner’s reports and driver’s 
licensing files.] interpret various source documents related to fatal crash investigations to include police 
traffic collision reports, police reconstruction reports and/or technical reports, driver and vehicle records, 
Emergency Medical Services (EMS) reports, coroner reports, toxicology reports, roadway data, maps and 
interchange drawings, and death certificates which require interpretation of medical terminology and 
knowledge of the international Statistical Classification of Diseases and Related Health Problems (ICD-10) 
codes. 
 
[Verify the accuracy of data received; code data into the automated system according to established guidelines.] 
 
Compile statistical information and prepare required reports, charts, graphs and tables for presentation to the 
media, the National Highway Traffic Safety Administration and other government agencies; interpret 
information contained in the reports as requested. 
 
Coordinate with public and private agencies to explain difficult transportation problems; advise various 
groups on analysis of traffic fatalities; serve as a specialist on interdisciplinary teams formed to solve 
complex transportation issues. 
 
Perform related duties as assigned 
 
****************************************************************************************** 
 

MINIMUM QUALIFICATIONS 
 
SPECIAL REQUIREMENTS: 
 

 A valid driver’s license or evidence of equivalent mobility is required at the time of appointment and as 
a condition of continuing employment. 

 This position has access to the [National Criminal Justice Information System (NCIS) and] Nevada 
Criminal Justice Information System (NCJIS) and, therefore, requires a pre-employment background 
investigation as a condition of employment. 
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MINIMUM QUALIFICATIONS (cont’d) 
 
INFORMATIONAL NOTE: 
 

 Annual attendance and successful completion of a National Highway Traffic Safety Administration 
course on the coding of fatal accidents is required as a condition of continuing employment. 

 This position requires NCJIS certification within six months of appointment and as a condition of 
continuing employment. 

 
EDUCATION AND EXPERIENCE:  Graduation from high school or equivalent education and three years of 
experience within a program area involving investigation and analysis of data and ability to configure data into 
established format(s); OR an equivalent combination of education and experience as described above.  (See 
Special Requirements and Informational Note) 
 
ENTRY LEVEL KNOWLEDGE, SKILLS AND ABILITIES (required at time of application): 
Working knowledge of:  principles and practices of data collection, analysis and evaluation; arithmetic, 
algebra, statistics, and their applications; electronic equipment and computer hardware and software, including 
applications and troubleshooting.  Ability to:  add, subtract, multiply, or divide quickly and correctly; combine 
pieces of information to form general conclusions.  Skill in:  communicating effectively both verbally and in 
writing; [in writing and speaking;] operating a computer terminal sufficient to input and retrieve information; 
written English in order to compose routine business correspondence and reports; mathematical computation 
sufficient to calculate ratios, rates and percentages.   
 
FULL PERFORMANCE KNOWLEDGE, SKILLS AND ABILITIES (typically acquired on the job): 
Working knowledge of:  federal and State laws, regulations and policies applicable to determining and 
interpreting a FARS case.  Ability to:  observe, receive, and otherwise obtain information from relevant 
sources.  
 
 
 
 
This class specification is used for classification, recruitment and examination purposes.  It is not to be 
considered a substitute for work performance standards for positions assigned to this class. 
 
 7.644 
  
ESTABLISHED: 5/18/78 
REVISED: 7/1/93P 
 9/24/92PC 
REVISED: 2/10/06PC 
REVISED: 3/2/18PC 
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Personnel Commission Agenda  
March 2, 2018 

 
 
FOR DISCUSSION AND POSSIBLE ACTION 

  
The Division of Human Resource Management has conducted a maintenance review of class 
specifications in the Occupational Group(s) listed below.  It is recommended that the following 
classes be revised effective:  
March 2, 2018. 
 
 
 
Item VIII-B-2-a 
 
                                    CURRENT                                    PROPOSED 

CODE TITLE GRADE EEO-4 CODE TITLE     GRADE      EEO-4 

7.704 Tort Claims Manager 38 B 7.704 Tort Claims Manager 38 B 
 
EXPLANATION OF CHANGE 
 
As part of the biennial Class Specification Maintenance Review process, the Division of Human 
Resource Management has conducted a review of the Tort Claims Manager Class Specification.     
    
In consultation with Subject Matter Experts from the offices of the Nevada Attorney General, 
and recruitment experts from Human Resource Management, it was determined that the 
concepts, minimum qualifications and knowledge, skills and abilities are consistent with current 
expectations. 
 
Minor revisions, however, were made to the minimum qualifications in order to maintain 
consistency with formatting and structure. 
 
Throughout the course of the study, management and agency staff participated in the review and 
they support this recommendation. 
 
Note:  Changes, additions and/or deletions on the class specification are noted in red. 
    

 

 

 

 

 

106



    
TITLE GRADE EEO-4 CODE 
    
TORT CLAIMS MANAGER 38 B 7.704 
    
    
Under general direction, the Tort Claims Manager manages and coordinates the review, investigation, 
settlement and/or denial of tort claims brought against the State; tracks and analyzes tort claims and exposures 
to identify trends, develops liability rates, and determines methods to manage risk and reduce future liabilities. 
 
Coordinate investigation of tort claims brought against the State by reviewing and assigning claims to the 
responsible agency or to independent adjusters to determine the extent of liability and damages; review 
investigative reports for completeness and validity of claim; and request further investigation if needed. 
 
Make determinations on settlement or denial of claims; negotiate settlement and authorize payment of claims 
within established limits by working directly with the agency; contact claims adjusters, claimants, and/or 
claimants’ attorneys; prepare detailed reports and recommendations for the Board of Examiners regarding tort 
claims investigations and results of negotiations for claims above authorized limits. 
 
Develop liability claims procedures for the State by tracking various categories of tort claims to ensure claims 
are handled consistently and the rights of claimants are not violated. 
 
Maintain tort claims, State automobile, and general liability databases to analyze the State's overall liability 
exposure and claims experience; track tort claims and liability exposures of State agencies and determine 
individual rates and implement loss prevention strategies. 
 
Attend settlement conferences with claimants, attorneys and judges to negotiate tort claims. 
 
Review and approve payments for witness transportation and accommodations as appropriate. 
 
Maintain the tort and liability claims budget by authorizing and tracking expenditures, projecting future 
settlements, and ensuring the fund is sufficient to meet the State's obligations. 
 
Train, supervise and evaluate the performance of staff by assigning and reviewing work, providing training, and 
evaluating performance. 
 
Review proposed legislation and evaluate impact on tort claims and testify at legislative sessions as required. 
 
Perform related duties as assigned. 
 
****************************************************************************************** 
 

MINIMUM QUALIFICATIONS 
 
EDUCATION AND EXPERIENCE:  Bachelor’s degree from an accredited college or university in risk 
management, business administration, accounting, public administration or related field and five years of 
professional experience in insurance claims examination and adjustment; OR an equivalent combination of 
education and experience as described above. 
 
 
 

107



MINIMUM QUALIFICATIONS (cont’d) 
 
ENTRY LEVEL KNOWLEDGE, SKILLS AND ABILITIES (required at time of application): 
Detailed knowledge of:  risk management principles and practices related to the private and/or public sector. 
Working knowledge of:  laws and regulations regarding insurance and self-insurance; insurance contracts and 
laws; accounting and auditing principles; safety and loss control; tort law and claims adjustment.  Ability to:  
negotiate tort claims with contending parties and arrive jointly at decisions, conclusions or solutions; operate a 
personal computer and associated business software; maintain a variety of complex databases; prepare detailed 
narrative reports including recommendations to the Board of Examiners regarding facts of an investigation and 
results of negotiations; make group presentations to provide information or explain regulations, procedures and 
policies; establish and maintain cooperative working relationships; interpret actuarial reports and accounting 
audits. 
 
FULL PERFORMANCE KNOWLEDGE, SKILLS AND ABILITIES (typically acquired on the job): 
Working knowledge of:  Board of Examiners Procedures; Office of the Attorney General's policies and 
procedures as applied to tort claims adjustment and investigations; State laws and regulations related to tort 
claims.  Ability to:  design and develop a variety of complex databases; supervise lower level staff. 
 
This class specification is used for classification, recruitment and examination purposes.  It is not to be 
considered a substitute for work performance standards for positions assigned to this class.   
 
 7.704 
  
ESTABLISHED: 7/1/95P 
REVISED: 9/16/94PC 
REVISED: 7/15/05PC 
REVISED: 3/2/18PC 
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Personnel Commission Agenda  
March 2, 2018 

 
 
FOR DISCUSSION AND POSSIBLE ACTION 

  
The Division of Human Resource Management has conducted a maintenance review of class 
specifications in the Occupational Group(s) listed below.  It is recommended that the following 
classes be revised effective:  
March 2, 2018. 
 
 
 
Item VIII-B-3-a 
 
                                    CURRENT                                    PROPOSED 

CODE TITLE GRADE EEO-4 CODE TITLE     GRADE      EEO-4 

7.843 
Technical Production 
Editor  29 C  ABOLISHED   

 
EXPLANATION OF CHANGE 
 
The Nevada Department of Administration, Human Resource Management conducted a class 
specification maintenance review for the Technical Production Editor, 7.843, grade 29. During 
the review and in partnership with various State departments and universities/colleges it was 
determined that the Technical Production Editor classification should be abolished.   
    
Working with various State departments and universities/colleges, the Division of Human 
Resource Management determined that no position control number for Technical Production 
Editor, 7.843, grade 29 exists within the State, the classification will not be used by any 
department or university/college in the future and should be abolished.   
 
It is therefore recommended that the Technical Production Editor, 7.843, grade 29, class be 
abolished. 

Management within various State departments and universities/colleges support abolishing the 
Technical Production Editor class specification. 
 
Note:  Changes, additions and/or deletions on the class specification are noted in red. 
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TITLE GRADE EEO-4 CODE 
 
TECHNICAL PRODUCTION EDITOR 29 C 7.843 
 
Under general supervision, the incumbent coordinates and organizes publication production; plans and tracks 
schedules; works with printing and prepress vendors; prepares material to print; collects photos and prepares for 
digital use; and delivers final layouts to printing vendors. 
 
Prepare, coordinate, and organize the production of publications by recording deadline information, 
communicating with printing vendors and following progress of staff assignments; design and implement 
computer graphics for desktop publishing and production; review and amend printing specifications and 
proofread proof and final products for adherence to specifications and to create camera ready copy; correct 
errors; provide information to the printing vendor and meet established deadlines; work with printing vendor to 
develop cost estimates for special projects; oversee vendor billing by comparing charges against services 
rendered. 
 
Review page design format; implement computer or manually completed graphics; identify photographs or 
subjects and coordinate pictures, titles and captions with stories; establish and maintain organized and secure 
electronic and hard copy filing systems for materials such as manuscripts, art work, or photographs to be 
included in publications.  
 
Perform related duties as assigned. 
 
****************************************************************************************** 
 
 MINIMUM QUALIFICATIONS 
 
EDUCATION AND EXPERIENCE:  Associate of Arts degree from an accredited college in journalism, 
English, graphic arts, or related field and one year of experience in the publishing field which included the use 
of desktop publishing software, and planning and coordinating the production of a publication; OR graduation 
from high school or equivalent education and three years of experience as described above; OR an equivalent 
combination of education and experience. 
 
ENTRY LEVEL KNOWLEDGE, SKILLS AND ABILITIES (required at time of application): 
Working knowledge of:  desktop publishing; printing procedures; graphic elements; the photographic 
reproduction process; art production; publication production in order to communicate concepts and cost 
estimates; print specifications for preparation of bids for estimates from printers and other vendors.  Ability to:  
review completed projects to determine readiness for print and coordinate production schedules; establish and 
maintain both electronic and hard copy filing systems for a variety of materials such as manuscripts, art work 
and photographs; prioritize assignments to complete work in a timely manner and meet scheduled deadlines; 
write in a clear, concise and grammatically correct manner; communicate effectively with others; analyze 
information, problems, situations, practices or procedures; establish and maintain cooperative working 
relationships with others; communicate with professional staff and vendors regarding project deadlines; 
compute percentages to enlarge or reduce art work to fit a specified area; add, subtract, multiply and divide 
whole numbers, decimals and fractions.  Skilled in:  operating a personal computer and desktop publishing 
software.  
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MINIMUM QUALIFICATIONS (cont’d) 
 

FULL PERFORMANCE KNOWLEDGE, SKILLS AND ABILITIES (typically acquired on the job): 
Working knowledge of:  agency’s mission and goals as applied to working with vendors and promoting the 
image of the agency and its publications; proofread marks and copy reading symbols.  Ability to:  keep 
accurate accounts of time and materials for billing purposes. 
 
 
 
This class specification is used for classification, recruitment and examination purposes.  It is not to be 
considered a substitute for work performance standards for positions assigned to this class.   
 
 7.843 
  
ESTABLISHED: 7/1/89P 
 8/19/88PC 
REVISED: 7/1/95P 
 9/16/94PC 
REVISED: 9/23/05PC 
ABOLISHED: 03/02/18PC 
 

111



Personnel Commission Agenda 
March 2, 2018 

 
 
FOR DISCUSSION AND POSSIBLE ACTION 

  
The Division of Human Resource Management has conducted a maintenance review of class 
specifications in the Occupational Group(s) listed below.  It is recommended that the following 
classes be revised effective:  
March 2, 2018. 
 
 
 
Item VIII-C-1-a 
 
                                    CURRENT                                    PROPOSED 

CODE TITLE GRADE EEO-4 CODE TITLE     GRADE      EEO-4 

9.407 Precision Machinist 33 G 9.407 Precision Machinist 33 G 
 
EXPLANATION OF CHANGE 
 
As part of the biennial Class Specification Maintenance Review process, the Division of Human 
Resource Management has conducted a review of the Precision Machinist class specification.     
    
In consultation with Subject Matter Experts from the Department of Transportation, as well as, 
recruitment experts from the Division of Human Resource Management, it is recommended that 
a minor revision be made to the duty statements to reflect the performance of welding fabrication 
tasks utilizing various types of equipment. 
 
It is also recommended that skill in AutoCad software be added to the Entry Level Knowledge, 
Skills and Abilities to account for the use of this software in the development, design, fabrication 
and repair of components, tools, assemblies, parts and equipment. 
 
Furthermore, a minor revision was made to the Education and Experience section of the 
minimum qualifications to maintain consistency in formatting and structure. 
 
Throughout the course of the study, management and agency staff participated by offering 
recommendations and reviewing changes as the process progressed, and they support this 
recommendation. 
 
Note:  Changes, additions and/or deletions on the class specification are noted in red. 
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TITLE GRADE EEO-4 CODE 

PRECISION MACHINIST 33 G 9.407 

Under general supervision, Precision Machinists design and/or fabricate new components, special tools and 
equipment; modify existing assemblies and parts; manufacture and repair existing special mechanic tools, 
specialized equipment and components. 

Work from blueprints, sketches, verbal descriptions or defective parts; develop drawing of specific pieces to be 
machined; determine dimensions and tolerances; select appropriate metal, alloy, or other material based on 
knowledge of the properties of the material and the purpose for which the piece will be used; and provide cost 
estimates by calculating labor and material requirements as requested. 

Lay out material in preparation for machining by referring to drawings, measurements, markings, and scribing 
dimensions and reference points on the material. 

Select appropriate machines, tooling and method of finish and determine the appropriate feed rates, cutting 
speed, and depth of cut.  

Operate machine tools such as lathes, milling machines, grinders, and drill presses to manufacture piece to 
specifications which often involves working to a tolerance of .001 inch.   

Refer to charts and formulas for drilling, tapping, turning, boring, and threading and may fabricate parts from 
sheet metal by shearing and bending the piece with correct radius.   

Use various precision measuring tools such as calipers, indicators, micrometers, and height gauges to ensure 
pieces conform to specifications.  

Perform various welding fabrication tasks using Metal Inert Gas (MIG) and ARC welders, Oxy-
Acetylene welding and torch equipment, and plasma cutting equipment. 

May participate in selecting and ordering equipment, tools and material required for shop operations; review 
products; perform cost analysis; prepare specifications; locate vendors; and make recommendations to 
supervisor. 

May provide training to individuals in the Mechanic-In-Training program. 

Perform related duties as assigned. 

****************************************************************************************** 

MINIMUM QUALIFICATIONS 

SPECIAL REQUIREMENT: 

* Some positions require employees to furnish their own tools.
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MINIMUM QUALIFICATIONS (cont’d) 
 
EDUCATION AND EXPERIENCE: Completion of an approved apprenticeship training program and three 
years of experience as a precision machinist, precision instrument and tool maker or closely related trade which 
included experience in design and layout work and operating a variety of machine tools to manufacture 
precision components, instruments and tools; OR an equivalent combination of education and experience as 
described above. (See Special Requirement) 
 
ENTRY LEVEL KNOWLEDGE, SKILLS AND ABILITIES (required at time of application): 
Working knowledge of:  properties and characteristics of metals, alloys, and other materials used in fabrication 
such as plastic, nylon, and rubber; methods, tools, and equipment used in precision machine work; mathematics 
sufficient to design and manufacture components.  Ability to:  set up and operate machine tools; prepare 
recommendations for equipment and materials; read and interpret specifications, machinist manuals, blueprints, 
and rough sketches; work independently and follow through on assignments with minimal supervision; 
determine machines and tools suitable to manufacture components efficiently; modify and/or adapt designs, 
procedures, or methods to minimize shop time or improve efficiency; determine tolerances on machined 
components and matching parts; and perform prototype machine work.  Skill in:  all aspects of machining 
including grinding special tools from carbide and high carbon steel; safely operating, maintaining, and repairing 
equipment used in precision machine work; using precision measuring instruments; and AutoCad design 
software. 
 
FULL PERFORMANCE KNOWLEDGE, SKILLS AND ABILITIES (typically acquired on the job): 
Working knowledge of:  agency and division rules, policies, and procedures.  Ability to:  perform heat-
treating and heliarc welding; gather, compile and analyze information required to justify equipment and 
material needs. 
 
 
 
 
This class specification is used for classification, recruitment and examination purposes.  It is not to be 
considered a substitute for work performance standards for positions assigned to this class.   
 
 9.407 

 
ESTABLISHED: 7/1/91P 
 11/29/90PC 
REVISED: 6/27/03PC 
REVISED: 3/2/18PC 
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Personnel Commission Agenda 
March 2, 2018 

 
 
FOR DISCUSSION AND POSSIBLE ACTION 

  
The Division of Human Resource Management has conducted a maintenance review of class 
specifications in the Occupational Group(s) listed below.  It is recommended that the following 
classes be revised effective:  
March 2, 2018. 
 
 
 
Item VIII-C-1-b 
 
                                    CURRENT                                    PROPOSED 

CODE TITLE GRADE EEO-4 CODE TITLE     GRADE      EEO-4 

9.438 Computer Facility Technician 31 G 9.438 Computer Facility 
Technician 31 G 

 
EXPLANATION OF CHANGE 
 
As part of the biennial Class Specification Maintenance Review process, the Division of Human 
Resource Management has conducted a review of the Computer Facility Technician Class 
Specification. 
 
In consultation with Subject Matter Experts from the offices of Enterprise IT Services, 
recruitment experts from Human Resource Management, it was determined that the concepts, 
minimum qualifications and knowledge, skills and abilities are consistent with current 
expectations. 
 
A minor revision, however, was made to the Education & Experience section of the minimum 
qualifications in order to maintain consistency with formatting and structure. 
 
Throughout the course of the study, management and agency staff participated in the review and 
they support this recommendation. 
 
Note:  Changes, additions and/or deletions on the class specification are noted in red. 
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TITLE GRADE EEO-4 CODE 
    
COMPUTER FACILITY TECHNICIAN 31 G 9.438 
    
    
Under general supervision, control power supplies and the building environment at a computer facility; provide 
technical analysis and consultation relative to power supplies and the computing environment to other State 
agencies; and plan, install, operate and maintain computer support systems and equipment. 
 
Ensure contracts are in place at the State computer facility including the uninterrupted power supply (UPS), 
power monitoring systems, back-up generators, heating, air conditioning and humidification equipment and the 
building security system in order to sustain State data processing services and avoid costly computer downtime 
and power supply repairs; ensure compliance with terms and requirements of Board of Examiners contracts.   
 
Prepare criteria for service contracts and oversee the work of contractors engaged in overhauling and 
performing major repairs on the facility heating and air conditioning equipment, back up generators, and UPS. 
 
Test equipment for proper operation; troubleshoot and make emergency repairs to equipment using volt/amp 
meters, soldering equipment and a variety of hand and power tools. 
 
Research equipment, supplies and costs; prepare specifications and cost estimates relative to new equipment 
purchase and installation; and act as agency liaison with State Public Works Board during major capital 
improvements associated with computer support systems and computer facility. 
 
Compile special and monthly power event statistics using readings from power disturbance analyzing 
equipment; chart the data for trend analysis, justification for future power conditioning equipment, and to 
provide evidence when filing damage claims against the utility company.   
 
Monitor the building environment at a data processing facility and remote sites using specialized software and a 
personal computer. 
 
Provide technical support to the agencies served by conceptualizing the placement of data processing 
equipment, power distribution fixtures, heating, air conditioning and humidification equipment, power 
conditioning equipment such as uninterruptible power supplies and voltage regulators needed for remote 
computer installations.   
 
Evaluate causes of data loss, line errors and equipment failures by monitoring power supplies using power 
disturbance equipment to analyze power surges, sags and line noise; and recommend appropriate power 
conditioning equipment. 
 
Compile, translate, and distribute power event summaries collected from power analyzing equipment to State 
agencies and the utility company upon request, apprising them of power distribution conditions and/or 
problems. 
 
Perform related duties as assigned. 
 
****************************************************************************************** 
 
  

116



MINIMUM QUALIFICATIONS 
 
EDUCATION AND EXPERIENCE:  Graduation from high school or equivalent education and three years of 
technical experience in the operation, testing, and maintenance of computer support systems including 
commercial heating, air conditioning and humidifying equipment and uninterruptible power supplies and diesel 
generators; OR an equivalent combination of education and experience as described above.  Two years of 
college or trade school in an electronics-related field may be substituted for one year of the experience.  
 
ENTRY LEVEL KNOWLEDGE, SKILLS AND ABILITIES (required at time of application): 
Working knowledge of:  methods, materials and tools used to operate, test and maintain heating and large 
scale air conditioning equipment; electricity including AC/DC circuitry and the transferring of power loads; 
diesel generators.  General knowledge of:  the application of high voltage computer support systems including 
commercial heating, air conditioning and power conditioning equipment and diesel generators to control the 
computer environment, power supply, and distribution to computer equipment; principles of power conditioning 
equipment such as uninterruptible power supplies and voltage regulators; malfunctions caused by power 
anomalies on data processing equipment; non-linear loads and their effect on building power distribution; 
computer grounding and signal reference grids.  Ability to:  use power disturbance analyzers, voltage and amp 
meters, soldering equipment and hand and power tools; read and comprehend mechanical schematics, building 
blueprints and equipment service manuals. 
 
FULL PERFORMANCE KNOWLEDGE, SKILLS AND ABILITIES (typically acquired on the job): 
Detailed knowledge of:  the assigned computer facility's computer support systems.  Working knowledge of:  
State purchasing procedures; State procedures involved in preparing and awarding contracts; vendors and 
contractors that serve the data processing community.  Ability to:  prepare purchasing and contractual 
specifications; conceptualize the physical environment of computer equipment and personnel; program and 
operate specialized software on a personal computer for monitoring local and remote building environments; 
prepare data charts and summaries; communicate effectively, both verbally and in writing, with vendors, 
contractors, agency representatives and the power company. 
 
 
This class specification is used for classification, recruitment and examination purposes.  It is not to be 
considered a substitute for work performance standards for positions assigned to this class.   
          
 9.438 
  
ESTABLISHED: 4/19/90R 
 10/19/90PC 
REVISED: 7/1/91P 
 11/29/90PC 
REVISED: 6/27/03PC 
REVISED: 3/2/18PC 
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Personnel Commission Agenda 
March 2, 2018 
 
 
REPORT OF CLASSIFICATION CHANGES NOT REQUIRING PERSONNEL 
COMMISSION APPROVAL 
 
Attached is a report of changes made to the classification plan pursuant to NRS 284.160, sections 
4 through 6 which reads as follows: 
 

“4. The classification plan and changes therein are subject to approval by the Commission, 
except that the Administrator may make a change in the classification plan without the prior 
approval of the Commission if: 

(a) The Administrator deems it necessary for the efficiency of the public service; 
(b) The change is not proposed in conjunction with an occupational study; and 
(c) The Administrator, at least 20 working days before acting upon the proposed change: 

(1) Provides written notice of the proposal to each member of the Commission, to all 
departments and to any head of an employees' organization who requests notice of such 
proposals; and 

(2) Posts a written notice of the proposal in each of the principal offices of the Division. 
Any occupational study conducted by the Division in connection with the preparation, 

maintenance or revision of the classification plan must be approved by the Commission. 
5. If no written objection to the proposed change to the classification plan is received by the 

Administrator before the date it is scheduled to be acted upon, the Administrator may effect the 
change.  The Administrator shall report to the Commission any change in the classification plan 
made without its approval at the Commission's next succeeding regular meeting. 

6. If a written objection is received before the date the proposed change is scheduled to be 
acted upon, the Administrator shall place the matter on the agenda of the Commission for 
consideration at its next succeeding regular meeting.” 
 
The conditions set forth in these statutes have been met.  A copy of the justifications and revised 
class specifications are on file in the office of the Administrator of the Division of Human 
Resource Management. 
 
The following changes have been effected: 
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REPORT OF CLASSIFICATION CHANGES 
 
 
POSTING#:  9-18 
Effective:  11/08/17 
 
 

CURRENT APPROVED 

CODE TITLE GRADE EEO-4  CODE TITLE GRADE EEO-4         

10.368 Lead Certified Nursing 
Assistant 24 E 10.368 Certified Nursing Assistant 

III 24 E 

10.369 Certified Nursing 
Assistant 22 E 10.369 Certified Nursing Assistant 

II 22 E 

 New   10.371 Certified Nursing Assistant 
I 21 E 

10.370 Nursing Assistant Trainee 20 E 10.370 Nursing Assistant Trainee 20 E 

 
 BASIS FOR RECOMMENDATION  
 
At the request of the Department of Veterans Services, the Division of Human Resource 
Management has conducted a review of the Certified Nursing Assistant series.  Analysts within 
the Division of Human Resource Management worked with subject matter experts from the 
Department of Veterans Services and the Department of Corrections and it is recommend that a 
new level in the series be created. 
 
Currently, if an incumbent has their certification as a nursing assistant, they cannot be employed 
with the State until they have six months of experience.  Also, if they are currently employed as 
a Nursing Assistant Trainee and received their certification while employed, they must stay as a 
Nursing Assistant Trainee until they achieve six months of experience.  This is a contradiction 
as they are technically a Certified Nursing Assistant, per Statute, even though they have not 
obtained the experience as required in the class concept to be employed as Certified Nursing 
Assistant with the State. 
 
To correct this inconsistency, it is recommended that a Certified Nursing Assistant I be created 
to allow for employment with the certification, absent the six months experience, and would be 
considered a continuing trainee level. 
 
In addition, it is recommended that the class title for Lead Certified Nursing Assistant and 
Certified Nursing Assistant be change to Certified Nursing Assistant III and Certified Nursing 
Assistant II respectively, to account for the addition of a new level.  Furthermore, revisions were 
made to the minimum qualifications to account for the recommended modifications, as well as, 
to maintain consistency with formatting and structure. 
 
These changes will allow for greater flexibility in the recruitment process and a more robust pool 
of applicants. 
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Throughout the process, management staff and Analysts within the Division of Human Resource 
Management participated by offering recommendations and reviewing changes as the process 
progressed, and they support the recommended changes. 
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POSTING#:  10-18 
Effective:  12/19/17 
 
 

CURRENT APPROVED 

CODE TITLE GRADE EEO-4 CODE TITLE GRADE EEO-4 

9.201 Equipment Operation 
Instructor 31 G 9.201 Equipment Operation 

Instructor 31 G 

 
 BASIS FOR RECOMMENDATION 
 
 At the request of the Department of Transportation (DOT), the Division of Human Resource 
Management has conducted a review of the Equipment Operation Instructor class specification.  
Analysts within the Division of Human Resource Management (DHRM) worked with subject 
matter experts from DOT, and as a result of this review, it is recommended that the Special 
Requirements be amended to allow for the obtainment of a Commercial Driver’s License (CDL) 
within six months of appointment rather than at the time of appointment. 

 
 This change will allow for greater flexibility in the recruitment process and a greatly expanded 
applicant pool; which will include those in Military service who have experience and federal 
certifications but have not yet obtained Nevada licensure requirements or those from other States 
who also have the required experience by have not yet obtained the Nevada licensure 
requirements. 

 
 It is also recommended that a minor change be made to the representative duties to account for a 
change in the training process. 

 
 Throughout the review, management staff within DOT and analysts within the DHRM 
participated by offering recommendations and reviewing changes as the process progressed and 
they support the recommended changes. 
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POSTING#:  11-18 
Effective:  12/19/17 
 
 

CURRENT APPROVED 

CODE TITLE GRADE EEO-4 CODE TITLE GRADE EEO-4 

13.246 AG Deputy Chief 
Investigator     42                   D 13.246 AG Deputy Chief 

Investigator     42                   D 

13.247 AG Criminal Investigator, 
Supervisor     40     D 13.247 AG Criminal Investigator, 

Supervisor    40     D 

13.248 AG Criminal Investigator II     38     D 13.248 AG Criminal Investigator 
II    38     D 

13.249 AG Criminal Investigator I     36     D 13.249 AG Criminal Investigator I    36     D 
  
BASIS FOR RECOMMENDATION  
 
 At the request of the Nevada Office of the Attorney General, the Division of Human Resource 
Management recommends that minor revisions be made to the Class Specification for the AG 
Criminal Investigator series.  These minor revisions are a result of the creation of a new Class 
Specification for the AG Cybercrime Investigator series.   

 
   The Series Concept currently includes “computer forensics” as a regulatory area in which 

positions in this series perform criminal investigations.  Additionally, “High Tech Crimes” is 
referenced as an area for which AG Criminal Investigator, Supervisors are responsible.  With the 
addition of the newly created AG Cybercrime Investigator series and its primary focus on 
criminal investigations related specifically to these areas, the removal of the terms “computer 
forensics” and “High Tech Crimes” from this Class Specification is warranted.  

 
   Secondly, one year of experience as a Criminal Investigator I, 13.245, grade 36 has been added 

to the Education and Experience section for the AG Criminal Investigator II level to broaden the 
applicant base for future recruitment efforts. 
 

 Lastly, minor changes were made to correct formatting in the Education and Experience sections 
for each level in the series.  

 
 The Attorney General’s office supports the recommended changes. 
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POSTING#:  12-18 
Effective:  12/19/17 
 
 

CURRENT APPROVED 

CODE TITLE GRADE EEO-4 CODE TITLE GRADE EEO-4 

 New   13.237 AG Cybercrime 
Investigator II 40    D 

 New   13.238 AG Cybercrime 
Investigator I 38    D 

    
 BASIS FOR RECOMMENDATION  
 

    As a result of an Individual Study (NPD-19), and in partnership with Subject Matter Experts 
from the Attorney General’s Office and Division of Human Resource Management, it has been 
determined that a new series should be developed to account for the specialized nature of the 
computer forensics responsibilities assigned to the series. 

 
     Cybercrime Investigators in the Attorney General’s Investigations Division perform criminal 

investigations and analysis involving a variety of highly specialized forensic examinations 
performed on electronic devices or networks that can be programmed or can store or convey 
information in any form that is used in suspected criminal violations of federal and/or state laws 
pertaining to a specific program or regulatory area which includes, but is not limited to, Medicaid 
fraud, workers’ compensation fraud, consumer protection, public integrity, human trafficking, 
missing children, financial fraud, alleged criminal offenses committed by State officers or 
employees, Internet Crimes Against Children, terrorism, drug crimes, identity theft, crimes 
against persons or property, and all types of conflict of interest cases submitted by outside 
agencies.   

 
     It is recommended that the AG Cybercrime Investigator series be placed in the Sworn Law 

Enforcement Occupational Group.  This new classification will allow the agency to further 
define specific information technology and computer forensics related education, experience and 
certifications that are required in addition to the investigative experience and POST requirements 
within the AG Criminal Investigator series.  Furthermore, this new series will provide a better 
mechanism with which to recruit, establish work performance standards, and recognize growth 
from entry level to full performance.  It is also foreseeable that this new class specification will 
coordinate well with the AG Criminal Investigator series allowing, for example, an AG Criminal 
Investigator II performing duties at the full performance level to apply for a lateral transfer to an 
AG Cybercrime Investigator I position, based on his/her proficiency with computers and 
commitment to obtain the required training and certification.   

 
    It is proposed that the AG Cybercrime Investigator II, 13.237, be allocated at grade 40 to 

acknowledge the scope of responsibility as well as the degree of complexity and independence 
in performing job assignments.  The AG Cybercrime Investigator I, 13.238, is recommended to 
be allocated at grade 38 as the position is expected to perform the full range of duties as described 
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in the series concept, but at the journey level. The AG Criminal Investigator series, 13.246, was 
used as comparison in assisting with determining the appropriate grade levels.  

 
    Throughout the process, management and staff within the Attorney General’s Office and Division of 

Human Resource Management participated by offering recommendations and reviewing changes as 
the process progressed, and they support the development and implementation of this class 
specification.    
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