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CIVIL SERVICE COMMISSION 
AGENDA 

8:30 a.m. CDT, December 12, 2016 
Room 412, Capitol Building, Pierre, SD 

8:30 a.m. Andrew Hanenburg v. South Dakota Department of Corrections 

1:30 p.m. Approval of minutes 

Classification & compensation review 

Andrew Seiner v. Bureau of Human Resourcess 



 CIVIL SERVICE COMMISSION 

STATE OF SOUTH DAKOTA 
 
 
IN THE MATTER OF THE GRIEVANCE OF:  ) 
 
Andrew Hanenburg      )   
                      
 v.       ) NOTICE OF HEARING  
 
Department of Corrections     ) 
 
 

I. 

 

Please be advised that the hearing in the above entitled matter will be held at 8:30 a.m. CST, Monday, 

December 12 in room 412 in the Capitol, 500 East Capitol Avenue, Pierre, South Dakota, and that this 

will be an adversary hearing to determine whether the Department of Corrections had just cause to 

terminate Mr. Hanenburg’s employment. 

II. 

This hearing is held pursuant to the authority and jurisdiction granted to the Civil Service Commission 

by SDCL 3-6D-15 and ARSD Ch. 55:10:08. 

III. 

The hearing involved the following statutes and rules: 

SDCL Ch. 3-6D, ARSD Art. 55:10, and ARSD 55:10:08:02. 

IV. 

The issue to be determined at the hearing is as follows: 

Whether the Department of Corrections had just cause to terminate Mr. Hanenburg’s employment. 

V. 

In accordance with SDCL and 3-6D-14, 3-6D-16, and 3-7D-17 the Civil Service Commission shall 

determine and decide whether the Department of Corrections had just cause to terminate Mr. 

Hanenburg’s employment. In resolving grievances involving the discipline of an employee, the Civil 

Service Commission shall determine and decide whether the action was made for good cause. If the 

commission finds that the action was made for good cause, the commission shall enter an order 

upholding the decision of the appointing authority disciplining the employee. If, however, the 



  

commission finds that the action was made without good cause, the commission shall enter an order 

reversing the decision of the appointing authority. 

In resolving a grievance, the commission may reinstate an employee who has been disciplined without 

good cause. If reinstatement is ordered by the commission, the order shall include one or more of the 

following forms of relief: an award of back pay, an award of back benefits, placement in the same 

position and location that the employee held before the discipline, or placement in a comparable 

position and location that the employee held before the discipline. Any award of back pay and benefits 

shall include the employer's contribution pursuant to § 3-12-71. Any award of back pay and benefits 

which adversely affects an agency's budget shall be considered advisory and submitted by the affected 

agency to the committee created by chapter 4-8A or the next session of the Legislature. 

The South Dakota Supreme Court has held that the Commission's function is to conduct a hearing 

comporting with due process requirements to determine if good cause existed for any disciplinary 

action. Upon determining that good cause existed, the Commission cannot supplement its judgment on 

the form of the discipline chosen. 

Pursuant to SDCL 3-6D-15, the Civil Service Commission shall have the power, and it shall be its duty 

to act as grievance review board for civil service employees. If a grievance remains unresolved after 

exhaustion of a departmental grievance procedure an employee may demand a hearing before the 

Civil Service Commission as provided for in contested cases in chapter 1-26 and proceedings shall be 

held as provided therein. 

The Commission may take any action authorized by law as a result of a decision made at hearing. 

 

VI. 

This hearing is a contested case as that term is defined in SDCL 1-26-1(2). As such, this hearing is an 

adversary proceeding at which the grievant and respondent have the right to be present and to be 

represented by legal counsel or other representative, to introduce evidence and present testimony on 

their behalf, to call witnesses to testify, to cross-examine all witnesses present, and to submit written 

argument. These and other due process rights will be forfeited if they are not exercised at this hearing. 

 

 

 

 

 



  

VII. 

If the amount in controversy exceeds two thousand five hundred dollars or if a property right may be 

terminated, any party to the contested case may require the agency to use the Office of Hearing 

Examiners by giving notice of the request to the agency no later than ten days after service of this 

Notice of Hearing. 

VIII. 

The decision based on the hearing may be appealed to the circuit court and the state Supreme Court 

as provided by law. 

IX. 

The Commission requests that the parties arrive at least fifteen minutes early and that the parties bring 

nine collated copies of each exhibit. 

        _______________________________ 
        Laurie R. Gill, Commissioner 
        Bureau of Human Resources 
        500 East Capitol Avenue 
        Pierre, SD  57501    
        Telephone: 605-773-4918    
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CLASSIFICATION & COMPENSATION AGENDA 
Effective Date:  12/9/16 

 
CLASS 
CODE 

 
CLASS TITLE 

 
NEW 

PAY GRADE 
FROM     TO 

 
DELETED 

 
RETITLED 

 
REVISED 

 
COMMENTS 

060236 Port of Entry Manager   GH          GI     
060642 Wildland Fire Crew Foreman X                  GF     
        
 
 
 
__________________________________________ 
Approved 
Laurie Gill 
Commissioner 
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                    STATE OF SOUTH DAKOTA CLASS SPECIFICATION 
 
Class Title:  Port of Entry Manager     Class Code:  

060236 
    Pay Grade: GHGI

________________________________________________________________________________ 
 
A.  Purpose:    
 
 Manages a fixed port of entry by planning and organizing procedures to carry out the goals and 

mission of the motor carrier enforcement program at the port, maintaining accurate 
documentation and reports, and directing staff to ensure an effective enforcement effort is 
maintained at the port. 

  
B.  Distinguishing Feature: 
 
 Port of Entry Managers act as a lead worker over Motor Carrier Inspectors and Motor Carrier 

Inspector Specialists at a fixed port of entry and manages the day-to-day operation of the Port of 
Entry. 

 Motor Carrier Inspector Specialists perform specialized inspections in the areas of hazardous 
materials, cargo tanks, and motor coach buses.   

 Motor Carrier Inspectors are located at a fixed port-of-entry or are part of a mobile inspection 
crew and are delegated limited arrest authority.  

 Motor Carrier Enforcement Officers are certified law enforcement officers and are responsible 
for the apprehension of motor carriers attempting to by-pass state scales or evade motor carrier 
enforcement efforts. 

  
C.  Functions: 
 (These are examples only; any one position may not include all of the listed examples nor do the listed examples 

include all functions which may be found in positions of this class.) 
  
 1. Provides day to day work direction to subordinate staff to ensure the goals and objectives of 

the work unit are met. 
  a. Participates in interviews and recommends the selection of new staff. 
  b. Provides training and work direction. 
  c. Approves leave requests. 
  d. Addresses staff problems and recommends disciplinary actions. 
  e. Participates in performance appraisals. 
  
 2. Manages and operates a port of entry to ensure an effective enforcement effort. 
  a. Accounts for and deposits money collected. 
  b. Prepares cash transmittals and sends them to district headquarters. 
  c. Reviews and notarizes citations issued by port inspectors, and delivers them to the 

county clerk of courts. 
  d. Oversees day to day operations and activities. 
  e. Maintains the port facility, equipment, and scale. 
  f.   Orders and maintains inventory of supplies. 
  fg. Acts as a liaison with district headquarters. 
  gh. Maintains awareness of traffic flow, situations, or special conditions which may affect or 

alter the operation of the port. 
  ih. Prepares or reviews and approves work schedules. 
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 3. Maintains the record keeping systems for the port to ensure records are maintained and 
necessary information is provided to district headquarters. 

  a. Trains staff to record information onto the computer. 
  b. Adapts record keeping procedures for the port. 
  c. Completes and/or reviews daily, weekly, and monthly activity and other reports. 
  d. Verifies accuracy of data recorded and reported by the port of entry. 
 
 4.   
  
 4. Secures adequate and efficient enforcement effort from each inspector at the port to ensure 

consistency is maintained. 
  
 5. Performs other work as assigned. 
  
D.  Reporting Relationships: 
 
     Reports to a Highway Patrol Sergeant.  Acts as a lead worker for Motor Carrier Inspectors. 
    
E.  Challenges and Problems: 
 
     Challenged to ensure that all inspectors maintain an accurate and up to date knowledge of  
     all the laws, rules, regulations, and policies of the motor carrier industry.  This is difficult   
     because the subject matter is constantly changing and you have to make sure all of the   
     staff understand and enforce motor carrier laws the same. 
    
     Problems include explaining the reasons behind departmental changes, maintaining control   
     between three different shifts for a facility seven days a week and twenty-four hours a day,  
     observing and monitoring all staff on a regular basis, dealing with leave requests that may  
     affect the operation of the port, maintaining effective work schedules, ensuring compliance  
     with motor carrier laws and regulations, keeping the port operational, and staying current    
     with constantly changing laws and enforcement programs.     
    
F.  Decision-making Authority: 
 
     Decisions made include shift assignments, facility and equipment repairs, staff training   
     needs, relieving staff from duty who are unfit to perform their duties, final approval of work  
     schedules, unusual permit questions and permit corrections, and how to deal with irate or  
     abusive truck drivers. 
    
     Decisions referred to a superior include final decisions on disciplinary actions; major  
     equipment breakdowns or malfunctions; division wide policy changes; difficult policy  
          interpretation; final decisions on hiring and firing; and final approval of recommendations  
foror  
 
          improvements or changes in documentation forms, files, computers, and dealing with  
      emergencies or complaints.      
    
G.  Contact with Others: 
 
     Daily contact with private and commercial motor carriers to give and receive information,  
     weigh and inspect trucks and tractor-trailers, and  issue permits and citations or warnings;   
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STATE OF SOUTH DAKOTA CLASS SPECIFICATION 
 
Class Title:  Wildland Firefighter Crew Foreman Class Code:  60642 

Pay Grade: GF 
______________________________________________________________________________ 
 
A.  Purpose:    
 

Provides direction and training to squad bosses and crew members; leads an assigned squad 
during fire assignments; maintains equipment, purchases supplies, ensures physical training is 
performed, and assists crew bosses with various office duties to achieve goals and objectives.  
 

B.  Distinguishing Feature: 
 

The Wildland Firefighter Crew Foreman is the first-level lead worker of multiple squad bosses 
within a Type II initial attack handcrew. 
The Wildland Firefighter Squad Boss is the first-level lead worker over one of multiple squads 
within a Type II initial attack hand crew. 
The Wildland Firefighter Crew/Engine Boss is a crew boss responsible for supervising crew 
foremen and multiple firefighters; or as an engine boss responsible for multiple firefighters, 
dependent upon the size of equipment utilized. 
 

C.  Functions: 
(These are examples only; any one position may not include all of the listed examples nor do the listed examples 
include all functions which may be found in positions of this class.) 
 
1. Provides work direction to multiple squad bosses and responds to wildland fires and 

emergencies to ensure appropriate responses to fires and other emergencies. 
a. Ensures the safety of the crew by assessment, communication, and mitigation of hazards 

during fire incidents. 
b. Briefs squad bosses on daily assignments. 
c. Makes adjustments to fire suppression tactics based on current and expected fire 

behavior and weather. 
d. Maintains contact with the Wildland Firefighter Crew Boss and ensures adherence to the 

chain of command. 
e. Supervises and maintains accountability for the crew during travel and at emergency 

sites. 
f. Gives directions on tactical assignments to squad bosses/crew members. 
g. Oversees the safety of squad bosses and crew members during fire line operations. 
h. Briefs fire crews, including those from Volunteer Fire Departments (VFD). 
i. Ensures personnel are outfitted in personal protective equipment (PPE), individuals are 

briefed on strategy and tactics, and that they follow standard firefighting orders. 
  

2. Supervises squad bosses and crew members according to management direction to ensure 
proper completion of non-fire assignments. 
a. Provides on-the-job training as needed to assigned personnel. 
b. Supervises chainsaw operations. 
c. Conducts daily briefings with squad members/crew members and assigns work. 
d. Writes production reports for project work. 
e. Determines crew needs for the projects and conducts on-site training as needed. 
f. Reviews crew activities to ensure work is completed safely and in a timely manner. 
g. Organizes and coordinates future projects. 
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3. Assists crew bosses with performing general and daily administrative and operational 
functions to carry out the goals and objectives to maintain engine/crew status. 
a. Assists with the completion of daily employee time and per diem reports. 
b. Resolves or refers conflicts among squad/crew members, documents issues, and 

recommends disciplinary action. 
c. Requests and justifies logistical needs for the squads/crew. 
d. Recommends employees for advancement within the squad crew. 
e. Participates in review of applications and recommendations for hires. 
f. Participates on interview panels for the hiring of squad bosses/crew members. 
g. Develops and initiates a physical fitness training program for assigned personnel and 

oversees physical fitness of squad bosses and crew members. 
h. Ensures sufficient supplies, materials, and equipment are available to allow self-

sufficiency of the crew for a period of 48 hours. 
i. Assigns daily work, provides training, and monitors qualify of completed work. 

 
4. Participates in prescribed fire activities to assist in ongoing efforts to prevent wildfires through 

the reduction of fuel and to restore fire to the landscape. 
a. Supervises the burn which includes responsibility for safety and control of the squad 

bosses and the crew, briefing the squad bosses and crew to accomplish objectives, 
logistics, and contingency plan for escape fire. 

b. Records weather, wind, and humidity in the area on a continuing basis. 
c. Ignites fire with methods as designated in the burn plan. 
d. Monitors burned area and cools down hot spots as needed. 
e. Oversees crew cleanup. 
f. Compiles costs and billing information for the burn. 
g. Performs a post-fire evaluation. 

 
5. Assists crew bosses in planning and implementing wildland fire training in South Dakota. 

a. Plans, coordinates, and instructs National Wildfire Coordinating Group (NWCG) wildland 
fire training classes. 

b. Assists in training squad bosses and seasonal fire crew members. 
c. Ensures crew members and squad bosses adhere to standards and policies, identifies 

those who need training, and recommends employees for advanced training. 
 

6. Participates in the management of permanent and mobile fire caches to ensure readiness. 
a. Stocks vehicles with firefighting supplies and equipment to be used as a mobile cache. 
b. Repairs equipment and restocks supplies after each fire event. 
c. Repairs, repaints, and revitalizes hand tools and other equipment in the crew caches; 

and marks them to denote ownership. 
d. Assists with upkeep of a crew cache. 
e. Purchases supplies to support project activities. 
f. Inspects crew vehicles and equipment to ensure proper upkeep. 
g. Schedules fire engines/crew trucks owned by Fleet and Travel Management for 

maintenance and repair. 
h. Maintains and repairs department-owned equipment vehicles, trailers, generators, and 

other equipment. 
i. Organizes and stows equipment on all fire crew trucks.  

  
7. Performs other work as assigned. 
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D.  Reporting Relationships: 
 

Reports to a Wildland Firefighter Crew Boss. Supervises squad bosses and crew members. 
 

E.  Challenges and Problems: 
 

Challenged to manage firefighters to ensure safety and efficiency on assignments with adverse 
conditions. This is difficult because each assignment has hazards, strategies, and tactics which 
must be explained to squad bosses and the crew, all equipment must be maintained and 
repaired in adverse conditions which are prone to damage and wear out equipment. 
 
Problems include accomplishing work with limited resources, maintaining crew morale in trying 
situations, employee conflicts and disciplinary actions, ensuring crews maintain fitness levels, 
and maintaining equipment and supplies at an appropriate state of readiness. 
 

F.  Decision-making Authority: 
 

Decisions include daily schedules and project assignments for the crew; management and 
maintenance of equipment and supplies to keep the crew ready; corrective actions for minor 
employee infractions; assists with completion of employee time sheets and per diem 
reimbursements.  

 
Decisions referred include purchases of equipment needs, approval of request for material and 
equipment, resolution of employee issues requiring minor corrective actions, first reports of injury, 
and work schedules. 
 

G.  Contact with Others: 
 

Daily contact with squad bosses and fire crews to brief them on daily work assignments, oversee 
physical fitness training, and provide training; with the dispatch center to provide information 
about the fire district and current activities and conditions; with VFD to provide technical advice 
on preparedness and equipment readiness; with private landowners while working on private land 
to ensure the crew is meeting objectives of the Wildland Urban Interface Technician; and with the 
general public regarding fire prevention, preparedness activities. 
 

H.  Working Conditions: 
 

Fights wildland fires, which are inherently dangerous, in all kinds of terrain, wind, and weather 
conditions; is exposed to smoke inhalation, heat exhaustion, dehydration, and burns; handles 
tools by hand such as axes, picks, and chainsaws and performs hard, manual labor; operates 
around heavy equipment such as dozers, fire engines, and aircraft; repairs and maintains heavy 
equipment; works on project or equipment maintenance which requires the use of power tools, 
hand tools, and welders; routinely lifts and moves heavy objects. 

 
I. Knowledge, Skills, and Abilities: 
 

Knowledge of: 
• the methods, procedures, equipment, and tools of wildland fire suppression; 
• firefighting safety practices and techniques; 
• fire behavior and fire potential in various fuels, weather conditions, and terrain; 
• vehicle and equipment maintenance; 
• Microsoft Office programs. 
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Ability to: 
• provide leadership necessary for training and daily supervision of a diverse group of 

firefighters; 
• manage a fire including organizing resources, choosing strategies and tactics, overseeing 

suppression, completing a fire file, and investigating source and cause of fire; 
• interpret and implement fire mobilization plans and quickly locate sufficient personnel and 

equipment to accomplish fire suppression; 
• maintain and operate a fleet of specialized firefighting equipment; 
• read maps and understand topographical features and their effect on fire suppression 

efforts; 
• interpret and explain department policies and procedures; 
• effectively present instructional material in firefighting and fire use to adult learners; 
• maintain physical fitness standards; 
• maintain firefighting qualifications standards at the designated level; 
• communicate effectively. 

 
J. Licensure and Certification: 
      

Must be qualified, or working towards qualifications as a Crew Foreman and Incident Commander 
Type 4 according to the National Wildfire Coordinating Group PMS-310-1, must possess or have 
the ability to obtain a valid driver’s license and should be certified in CPR. 
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     the public to provide information on road conditions, construction detours, or tourist  
     information; and with transceiver companies and Com-Check Services to get authorization   
     to sell permits via a credit card; weekly contact with state attorneys and clerks of court  
     regarding citations and possible court cases; with bank personnel when depositing receipts;  
     monthly contact with other state agencies to discuss special surveys and enforcement  
     activity; and occasional contact with Highway Patrol Troopers or local Sheriffs offices to  
     request assistance in dealing with irate or potentially dangerous drivers.     
    
 
H.  Working Conditions: 
 
     Typically need to goPerforms duties  outside in all kinds of weather conditions to physically 
inspect and measure trucks       
     and tractor-trailer rigs.  There is a potential for exposure to hazardous materials and in  
     dealing with irate or hostile drivers who may be upset or under the influence of drugs or  
     alcohol.       
    
I.   Knowledge, Skills and Abilities: 
 
      Knowledge of: 

•    motor carrier laws, rules, and regulations;  
•    career service rules and regulations;  
•    axle weight calculation formulas; proper arrest procedures; and vehicle safety inspection 

procedures;  
•    effective methods of supervision. 

    
     Ability to:  

•    deal tactfully and courteously with the public;  
•    compute fees using mathematical formulas;  
•    maintain composure in stressful situations;  
•    take appropriate enforcement action;  
•    interpret rules and regulations and explain interpretations to drivers and company officials;  
•    recognize and act upon violations;  
•    testify in court;  
•    lift 75 pounds or more;  
•    climb up-onto, around, or under tractor-trailer rigs and cargo to inspect and measure   
     vehicles;  
•    use a computer;  
•    complete required reports;  
•    communicate information on state laws, polices, and procedures clearly and concisely; 
•    administer preliminary breath tests. 

    
J.  Licensure and Certification: 
 
    Possession of or ability to obtain a valid driver's license and be certified as a Motor Carrier   
    Inspector. 
 
    Must successfully complete North American Level I Standards Inspection Training within two  
        years of employment. 
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 CIVIL SERVICE COMMISSION 

STATE OF SOUTH DAKOTA 
 
 
IN THE MATTER OF THE GRIEVANCE OF:  ) 
 
Andrew Seiner      )   
                      
 v.       ) NOTICE OF HEARING  
 
Bureau of Human Resources     ) 
 
 

I. 

 

Please be advised that the hearing in the above entitled matter will be held at 1 p.m. CDT, in Room 

412 of the Capitol Building (500 E Capitol Avenue) in Pierre, South Dakota on December 12, 2016. 

This will be an adversary hearing to determine whether Mr. Seiner’s position is properly classified as a 

Program Assistant I. 

II. 

This hearing is held pursuant to the authority and jurisdiction granted to the Civil Service Commission 

by SDCL 3-6D-15 and ARSD Ch. 55:10:08. 

III. 

The hearing involved the following statutes and rules: 

SDCL Ch. 3-6D, ARSD Art. 55:10, SDCL 3-6D-10, 3-6D-18 and ARSD 55:10:08:03. 

IV. 

The issue to be determined at the hearing is as follows: 

Whether Mr. Seiner’s position is properly classified as a Program Assistant I. 

V. 

In accordance with SDCL and 3-6D-10 and 3-6D-14, the Civil Service Commission shall determine and 

decide whether Mr. Seiner is properly classified as a Program Assistant I and may grant such relief as 

is provided by law.  

 



  

VI. 

This hearing is a contested case as that term is defined in SDCL 1-26-1(2). As such, this hearing is an 

adversary proceeding at which the grievant and respondent have the right to be present and to be 

represented by legal counsel or other representative, to introduce evidence and present testimony on 

their behalf, to call witnesses to testify, to cross-examine all witnesses present, and to submit written 

argument. These and other due process rights will be forfeited if they are not exercised at this hearing. 

VII. 

If the amount in controversy exceeds two thousand five hundred dollars or if a property right may be 

terminated, any party to the contested case may require the agency to use the Office of Hearing 

Examiners by giving notice of the request to the agency no later than ten days after service of this 

Notice of Hearing. 

VIII. 

The decision based on the hearing may be appealed to the circuit court and the state Supreme Court 

as provided by law. 

IX. 

The Commission requests that the parties arrive at least fifteen minutes early and that the parties bring 

nine collated copies of each exhibit. 

 

Dated this 10th day of November, 2016. 

        _______________________________ 
        Laurie R. Gill, Commissioner 
        Bureau of Human Resources 
        500 East Capitol Avenue 
        Pierre, SD  57501    
        Telephone: 605-773-4918    
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