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INDEX
DEFINITIONS

Bumping is the process in which an employee whose position is eliminated takes the position of a less
senior employee in a lower classification.

Certification is the process of sending the requisitioning department the names of persons who are
eligible for hire.

Certification Date is the date the Human Resources Department sent the list of eligible candidates to
the requisitioning department.

Certification Number is the number assigned by the Human Resources Department to each candidate
on the list of eligible candidates.

Certified Employee is one who has been hired by a City department from a list of eligible candidates.

City Seniority is the length of uninterrupted employment with the Employer and is based on the
employee’s initial certification date. Effective for employees hired on or after January 1, 1998, city
seniority is defined as the length of uninterrupted employment with the Employer and is based on the
date of the employee’s first day of employment.

Classification Seniority is the length of employment within a job classification and is based on the
employee’s certification number. Effective for employees hired on or after January 1, 1998, or
changing classifications on or after January 1, 1998, classification seniority is defined as the length of
employment within a job classification and is based on the date the employee began working in that
classification on a permanent basis.

Classified Service is made up of job titles subject to Civil Service Commission Rules and/or Collective
Bargaining Agreements.

Coaching is an interactive process between an employee and their supervisor. It provides the
opportunity to: ask questions, develop career goals, identify resources for increased learning, and align
individual work with the goals of the organization, which will ultimately produce high quality results.
Coaching is not discipline; it is a tool that serves different purposes, such as to maximize employee
development and/or to close performance gaps.

Commission is the Civil Service Commission.

Detail is the temporary assignment of a City employee to a job class different than their permanent
classification.

Detail Employee is one who temporarily replaces an employee on a leave of absence, fills a vacant
position pending the selection of a permanent employee, or completes a special assignment or project.

Displacement is the process in which an employee whose position is eliminated takes the position of
the least senior employee holding the same classification title.
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Eligible Candidate is a person who is qualified for a position and may be selected for hire.

Employee is each worker in the City of Minneapolis.

Employer is the City of Minneapolis or its designee. For labor contract interpretation, implementation
and negotiations, the designee is the Director of Labor Relations.

Exempt Employee is an employee that is not subject to the overtime provisions of the Fair Labor
Standards Act (FLSA).

Grade Level is the relative rank assigned to a classification title when it is compared to other
classification titles within the City classification structure.

Grant-Funded Employee is one who is officially informed prior to their employment that they will fill
a grant-funded position and that they will be employed on a permanent basis for the duration of the
grant only and where the grant must fund at least fifty percent (50%) of the position.

Grievance is a method to address alleged violation(s) to the proper interpretation or application of the
express terms and provisions of the collective bargaining agreement.

Incumbent Employee is the existing holder of a specific position.

Intern is a paid or unpaid student or a recent graduate undergoing supervised practical training.

Job Class is one (1) or more positions sufficiently similar with respect to duties and responsibilities so
that the same descriptive title may be used to designate each position assigned to the class; the same
minimum qualifications are needed for performance of the duties of the class; and the same schedule of
pay is applied to all positions in the class.

Job Class Series are groups of occupational classifications that build on the lower-graded classification
through increasing requirements for knowledge and experience.

Job Class Specification is a written statement describing typical duties, responsibilities, entrance
qualification standards, knowledge, abilities, and skills required for a class of positions.

Job Class Title is the official title of each position and used on all official records and reports relating
to the position.

Job Evaluation is the process of analyzing each position’s or group of positions’ duties and
responsibilities being performed to determine the level of responsibility, the differences and
similarities of the duties to those of other positions in the system, and the most appropriate job class
and grade level.

Job-Sharing Employees are two (2) o