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NAC 284.470 Preparation, filing, contents, discussion and distribution of 
reports; powers and duties of employees; review; adjustment of grievances. 
(NRS 284.065, 284.155, 284.335, 284.340, 284.383, 284.384) 

1. A person shall not complete a report on performance unless he or she has 
completed the training provided or approved by the Administrator concerning the 
preparation of a report on performance. 

2. A report on performance must be prepared on the form prescribed by the 
Division of Human Resource Management. 

3. A report on performance must be filed at the times prescribed by NRS 
284.340, but may be filed more frequently at the discretion of the supervisor of the 
employee. 

4. If a report on performance is filed on or before the times specified in NRS 
284.340, the overall rating of performance of the employee will be reflected in the 
employee’s record of employment and the employee will receive a merit pay 
increase if he or she is otherwise eligible for the increase pursuant to NAC 284.194. 

5. If a report on performance is not filed on or before the times specified in NRS 
284.340, the performance of the employee shall be deemed to be standard for the 
purpose of determining the salary of the employee and the employee will receive a 
merit pay increase if he or she is otherwise eligible for the increase pursuant to NAC 
284.194. If an untimely report on performance: 

(a) Is filed thereafter, the employee’s record of employment will be updated 
to reflect the overall rating of performance of the employee as reported, but that rating 
will not affect any merit pay increase to which the employee is otherwise entitled. 

(b) Is not filed thereafter, the employee’s record of employment will not 
include an overall rating of performance of the employee for that period of 
evaluation. 

6. If the performance of an employee falls below standard, his or her supervisor 
shall inform the employee promptly and specifically of the deficiencies in the 
performance of the employee regardless of whether a report on performance of the 
employee is completed or filed. 

7. If any information that would have affected the rating of performance of an 
employee during a period of evaluation becomes available after the date on which 
the report on performance 

Explanation of Proposed Change: On October 1, 2021, the U.S. Postal Service (USPS) 
implemented a new service standard for First Class Mail and Periodicals which will result in delays 
for some categories of mail. Per an October 7, 2021 memo from the Administrator of Mail Services 
Division, Department of Administration, “First-Class Mail traveling locally within a three-hour 
drive between originating and destinating processing facilities will maintain its current delivery 
standard of two days or less. The Postal Service will increase time-in-transit standards by one or 
two days for certain mail that is traveling longer distances. Mail traveling the greatest distances 
will be the most impacted. Previous standards required three-day delivery for any destination 
within the contiguous U.S. with a drive greater than six hours, regardless of the miles traveled to 
deliver that mail. Now, however, First-Class Mail three-day volume will be delivered based upon 
a new three-, four-, or five-day standard depending on the distance between origin and 
destination.” 



of the employee is filed for that period, the information may be included in the report 
on performance for the current period of evaluation and taken into consideration in 
determining the rating of performance for the current period of evaluation. 

8. When a report on performance is given which reports the overall rating of 
performance of an employee as substandard: 

(a) The report must contain a written notice that such reports affect merit pay increases; 
and 

(b) An additional report on the performance of the employee must, in accordance 
with subsection 4 of NRS 284.340, be filed at least once every 90 days after the initial 
report that includes the substandard rating until the performance of the employee 
improves to standard or disciplinary action is taken against the employee. 

9. Except as otherwise provided in subsection 10, the preparation of each report 
on performance must include a discussion between the employee and his or her 
immediate supervisor. Within 10 working days after the discussion takes place: 

(a) The employee must complete and sign the appropriate section on the report on 
performance and return the report to the supervisor for forwarding to the reviewing 
officer or appointing authority. 

(b) If the employee contests the report on performance and requests a review, he 
or she must respond to the report in writing, identify the specific points of contention, 
if such specificity is provided, and return the response to the supervisor. Except as 
otherwise provided in this paragraph, the reviewing officer shall respond in writing 
on a form prescribed by the Division of Human Resource Management within 10 
working days after the supervisor receives the request for review. If the reviewing 
officer is not the appointing authority, the reviewing officer must submit to the 
appointing authority a recommendation to uphold or modify the report on 
performance. The appointing authority shall review the recommendation of the 
reviewing officer regarding the contested report on performance and render a final 
decision to the employee within 10 working days after receiving the 
recommendation. 

10. If an employee is unavailable for a discussion of the report on performance 
pursuant to subsection 9 because of an extended absence, the immediate supervisor of 
the employee shall cause the report to be mailed to the employee. Within 10 working 
days after the date on which the employee receives the report: 

(a) The employee must complete and sign the appropriate section on the report on 
performance and mail the report to the supervisor for forwarding to the appointing 
authority or reviewing officer. 

(b) If the employee contests the report on performance and requests a review, he 
or she must respond to the report in writing, identify any specific point of contention, 
if the report provides such specificity, and mail the response to the supervisor. 
Except as otherwise provided in this paragraph, the reviewing officer shall respond 
in writing on a form prescribed by the Division of Human Resource Management 
within 10 working days after the supervisor receives the request for review. If the 
reviewing officer is not the appointing authority, the reviewing officer must submit 
to the appointing authority a recommendation to uphold or modify the report on 
performance. The appointing authority shall review the recommendation of the 
reviewing officer regarding the report on performance and render a final decision to 



the employee within 10 working days after receiving the recommendation. For the 
purposes of this paragraph, a report on performance or request for review is deemed 
to have been received on the [third] sixth day after the date on which the report or 
request is postmarked. 



11. A copy of each report on performance and, if applicable, any written 
response to such a report requested by an employee pursuant to subsection 9 or 10 
must be provided to the employee and filed with the Division of Human Resource 
Management. 

12. If any written comments are added to a report on performance after a copy 
of the report has been provided to the employee pursuant to subsection 11: 

(a) A copy of the revised report which includes the written comments must be 
provided to the employee; and 

(b) The employee may respond, in writing, to the additional comments in the 
revised report not later than 10 working days after receiving a copy of the revised 
report and submit the response to the Division of Human Resource Management for 
inclusion in his or her record of employment. 

13. An employee and his or her appointing authority or the designee of the 
appointing authority may agree in writing to extend one or more of the periods 
prescribed in subsection 9 or 10. 

14. If a reviewing officer fails to respond to a request for review from an 
employee within the time required by this section, the employee may institute the 
procedure for the adjustment of a grievance pursuant to NAC 284.658 to 284.6957, 
inclusive. 

[Personnel Div., Rule IX § A, eff. 8-11-73; A 12-28-75]—(NAC A by Dep’t of 
Personnel, 10- 26-84; 9-17-87; 10-18-89; 11-16-95; R031-98, 4-17-98; A by 
Personnel Comm’n by R065-98, 7- 
24-98; A by Dep’t of Personnel by R197-99, 1-26-2000; R147-01, 1-22-2002; A 
by Personnel Comm’n by R069-02, 8-14-2002; R096-03, 10-30-2003; R144-05, 
12-29-2005; R174-08, 9-29- 
2008; R056-10, 10-26-2011; R007-11, 10-26-2011; R041-15 & R043-15, 12-21-2015; 
R175-18, 
1-30-2019) 

 
NAC 284.5243 Break times and place for mother of a child under 1 year of 

age to express breast milk: Procedures for employee to request break times and 
place; efforts to address employee’s needs; date of receipt of request; response 
to request by department or agency.  (NRS 281.755, 284.065, 284.384) 

1. Except as otherwise provided by NRS 281.755, each department or agency of 
the Executive Department of State Government shall: 

(a) Develop a procedure for an employee who is the mother of a child under 1 
year of age to request reasonable break times and a place for the employee to express 
breast milk as needed; and 

(b) Make every effort to address the needs of such an employee including 
attempting to contact and consult with an employee who is on leave at the time the 
request is received, including, without limitation, leave granted pursuant to the 
Family and Medical Leave Act. 

2. A request made pursuant to this section is deemed to be received by a department or 
agency: 

(a) On the date on which the employee or her chosen representative personally 
delivers the request, transmits it by facsimile machine or submits it by electronic 



mail. 
(b) If the employee mails the request, [3] 6 days after: 

(1) The date on which the request was postmarked; or 
(2) The date on the return receipt if sent by certified mail. 

3. The department or agency shall respond to a request made pursuant to this 
section within 5 working days after the request is deemed to have been received by 
the department or agency. 

(Added to NAC by Personnel Comm’n by R033-17, eff. 10-31-2017) 



NAC 284.656 Contents and delivery of notice of proposed action; employee 
authorized to seek explanation of reasons for proposed action or procedures for 
disciplinary actions from agency. (NRS 284.065, 284.155, 284.383, 284.385, 
284.390) Except as otherwise provided in NAC 284.6563, if an appointing authority 
proposes that a permanent employee be dismissed, suspended or demoted, the 
following procedure for providing notice of the proposed action must be followed: 

1. The employee must be given at least 10 working days’ written notice of the 
proposed action on the form provided by the Division of Human Resource 
Management. 

2. The notice may be given in person or by means of any delivery service that 
provides a written or electronic record of the date the notice was sent and the date 
the notice was received. If the notice is sent by means of a delivery service, the notice 
must be sent to the employee’s last known address. The notice must not be given by 
electronic mail, the use of social media or other electronic means. If the notice is 
returned without having been received by the employee, the employee’s date of 
receipt shall be deemed to be the [third] sixth day after the date the notice was sent. 

3. The notice must: 
(a) Specify the proposed date on which the action is effective. 
(b) Inform the employee that a predisciplinary review has been scheduled on his 

or her behalf in the manner prescribed in NAC 284.6561 and specify the date, time 
and place of the predisciplinary review. 

(c) Specify the charges, the reasons for them and the cause of action contained in 
NAC 284.646 or 284.650 on which the proposed action is based. 

4. The notice of the proposed action must be signed by the appointing authority 
or his or her designated representative before the notice is given to the employee. 

5. Upon its receipt, the employee must be asked to sign the notice. If he or she 
refuses to sign the notice, the refusal must be noted on the notice. The employee’s 
signature is not an admission by him or her of any of the allegations set forth in the 
notice. 

6. If the employee does not understand the reasons for the proposed action or the 
procedures related to disciplinary actions, including, without limitation, the right to 
notice, a predisciplinary review and a hearing on the appeal, the employee may seek 
an explanation from the appointing authority or another person in the agency familiar 
with the procedure. 

7. As used in this section, “social media” includes, without limitation, any 
electronic service or account or electronic content, including, without limitation, any 
video, photograph, blog, video blog, podcast, instant message, text message, 
electronic mail program or service, online service or Internet website profile. 

(Added to NAC by Dep’t of Personnel, eff. 10-26-84; A 8-28-85; 7-21-89; 8-
1-91; A by Personnel Comm’n, 8-1-91; A by Dep’t of Personnel, 11-12-93; 11-
16-95; 11-16-95; A by Personnel Comm’n by R063-09, 11-25-2009; R042-15, 12-
21-2015, eff. 1-1-2016; R150-17, 6-26-2018) 

 

NAC 284.680 Date of receipt of grievance or complaint. (NRS 281.755, 
284.065, 284.155, 284.384) 

1. For the purposes of NAC 284.682, 284.686 and 284.690, a grievance is 



deemed to have been received at each step in the grievance procedure on the date on 
which the employee or his or her chosen representative personally delivers the 
grievance, transmits it by facsimile machine or submits it via the Internet using the 
Employee Incident Tracking System within the Nevada Employee Action and 
Timekeeping System developed by the Division of Human Resource Management, 
which is available at https://nvapps.state.nv.us/NEATS/admin/Home.aep. 

2. For the purposes of NAC 284.6951, a complaint is deemed to have been 
received by the Committee on the date on which the employee or the chosen 
representative of the employee personally delivers the complaint, transmits it by 
facsimile machine or submits it by electronic mail. 

3. If the employee mails the grievance or complaint, the grievance or complaint 
is deemed to have been received [3] 6 days after: 

(a) The date on which the grievance or complaint was postmarked; or 
(b) The date on the return receipt if sent by certified mail. 
(Added to NAC by Personnel Comm’n by R065-98, eff. 7-24-98; A by R044-08, 

8-26-2008; R033-17, 10-31-2017) 
 


