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ffiEFACE 

The earliest Auditor •s re:port for the State of Minnesota is dated December 9, 
1859. A r view of that report discloses a list of all warrants dr wn from 
January 1, 18S8 to December 1, 1859, including those for personal services. 
As might be expected, one look in vain for any-thin resembling the personne 1 
expenditures which are regarded s· raatter of course in the twentieth century. 
Outside ors lariea paid the constitutional officers, upreme court judges, a 
handful of clerks and a small st ff at the eta penitentiary, there is no 
record of any other payments to employed persormel. Highways, to say nothing 
f a De rt: nt of Highways, were unheard of. Care f th indigent , the handi­

c pped and others who now enjoy the assi tanc aoo advice of the t te govern­
ment, w a an activity p rfor ed by private charity, local government, or not 

t all. The problem or juvenile deli~uency, if one exi ted, was e· ther ignored 
• or dealt.. with in the woodshed. All of this i• a far cry from state government 
in 1958. 

ni material contained in t is biennial rep rt of the Civil Service Department 
is pr of i n itself of the ch nging natur or gover nt dm-ing the past century. 
The "handful" of e.xecuti ve officers and clerks has grown to a full-tim staff 
t over ,14 , 000 persons, encompassing a major share of the professional arxi oc­

cupation 1 skill.a . 

A per onnel report is not the proper place for a Jtiilosophical discussion of 
the pros arxi cons of big governm nt. It does, however, dornonotr te beyoIXi any 
question that overnment in the d- twentieth century pl ye an active and often 
leading role in many aspects of our society. 

The eff cti ness or a personnel department is not measured by th number of 
transactions it approves, the quanti or paper it processes, nor even the num. 
ber of p rsona examin d, important as these .functions may b • Consequently, the 
purpose of this report is to del'llOn trate th efforts tow rd making th p rsonnel 
function n effective rm of good n gemnt, keeping in mind the dep rtment •s 
responsibility- to the m.ployee and to the taxp yar. F ced with 2~ reduction 
in staff during the past fiv year , the d partment h a exhausted every effort 
to rerxler better service at a lo r per capi cost . The report emphasizes 
~ose ch nges -which it is h ped will accomplish these aims . 



HIGHLIGHTS THE BIEN 

The Civil rvice oard pr pare am sub its a bi nnial r part to the Gowr-
nor on October 1 in eve numbered rs . Because the report l'DOre cle rly 
pres nt the activiti a of h d rt nt th n any other single publication 
am because it answer a nu ber of qu stions ot public int e t, a brief s -

y is desirable. 

The Civil Sarne Board consi•t• ot three mbers who are ppointed by the 
Governor for tar of six year • The 1118 rs are Mr. Ra om Black, Chair n, 
Mr. Charles Bannister and Mr-. r ncis • usaell . 

he Civil nic Depart nt is the state's c ntr 1 perso l d part nt Which 
can be co par d with the rsonn 1 o.tfice 1n any large private compaey. Its 
personne 1 statistics !or th two- year reporti peri reTi 1 a er of sig-
nificant facts . 

Th depart nt op rat don an ap ropri tion of 210,752 . 00 during the first 

\ 

248,461. 38 in the cond ye r of the biennium. Its actual expendi -
205,4)5. 54 tor 1~6-57 and $247,947. 20 tor 1~7-58. 

There wee 13,477 tull-ti. e classified e ployee as of June, JO, 1957 
and 14,387 •• o! June )0, 1958. 

The co o it• avera state employ e, as ot June JO, 1958, 
as th reparti period end d, a forty-tiff years ot a , 
earned .347. 29 a nth, and d been loyed by the State 
of Minn sota for aev n 79ara . This picture of the ginary 
aver& e loyee w dr vn tro the inf tion ahovn in the 
table of factual material on the stat e ploymant ait tion 
hown in detail in the last section or this report. 

or the tot l number of tull• ti cla sitied lo es (14,367), 85. 
b ~ per nt st tus am 12. are on pro tion. The remaining 1. 4% 
ar aervi on a pro"fi ion 1 basis with no ■tatus . 

e r sta empl07ees beyond a e aev nty war on the payroll on June 30, 
1958 than there er one ye r earli r . Onq 68/100 of of th full-
ti classified state employe w re ag se nty or older t th end of 
thi■ r porting peri aa co d to 1. 06% on Ju JI), 19$7. 

The a rage 1 ngth of aervi.ca, ich ia seven ars, has r in d con tant dur­
ing th biemi . 

Of tho e full• ti.1'118 classi!ied , ploy e vho v re eligible tor merit incr ses 
durin the period July 1, 19 7 through June )O, 1958, 92 . ~ ceiv d th • 

The average nthly' salary of th stat emplo e at the end of the biemium 
was .347 . 29. The di■tribution of the ployaea at t p within the range 1 
as follows2 
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Th averag u e of sick leaYe by the tate e ploye was ; . 65 day in 19~6. 
'lbe avera e incr a to 6. 1~ da:rs in 1957 du in lar art to n outbreak 
of Asian tlu. 

orty-ni per cent of the full- ti e ploy es work in 
cl.as a. The incltde positions involving patient car 
technical aIXi engine ring work for the De t nt ot Hi 
ot clerical ctiviti •• 

e tw nty largest 
in ntal hospitals, 
wa , nd a variety 

ttQuit" rates for full-time clas ifi d employe s declined fro 1~. in th 
first year to 10. 11% in the second y rot the reporti period. The rte 
are shown by onth in the last section of the report. 

early nin tho\18 nd mor applic tions for plo nt were r c ived during 
the second y ar ot the report! period than in the tir t . .A total number of 
20,610 applications wa r c i din th y r nd Jun )O, 19'J7, am 29,462 
ver c ived in th• following year. 

The m r ot persons who actually- took ...,.,,.,,u ... -tion ros fro. 16,144 in the 
first year to 2),~32 in the second year, an 1ncrea of ll'k)re than 7,000. 

Ther re 1,n) appoin ent■ de in the ar 1956-~7 tr0111 competitive lists 
and 6)9 fro proJ110tional li ts, to l of 2,412 . In the econd ar, there 

re 2,091 ppoint nt de fro co titiTe lista am 6J fro promotio 1 
list, total1 2,729. 

- ) -



0 ATIONAL IMffiOV -m:HTS 

During the past two year , improvements in programming, procedur s nd sy .. 
toms were de to decre se operating co ts rxi improve service to the public . 
tere i a brief lit. 

nt Examin tion 

One applic tion a p ssinP, score in th eJCaMination places high school 
eni rs on 11gi 1 lit for av riety of ginni lev l joba. 

I prove1 nt~ singl examin t n for high school tudents on 
the d te result in improved admini tr tion 
nd low r costs . 

Cooper t ve Advertising Contract 

One billing fro 
bi 1 p rtic pati 

n wspaper to the Civil Servic Departm nt, 
depar 

ch , in turn, 

nt , Low r d ertising rate, incre ed lin g, central­
iz d r cruit nt. 

Standard 

A stand rd e plo plic tion for all state d partm nts. 

I provement: R uced printi cost , olimination of duplicatin 
forms . 

D v lopn nt f " n lope- typ II n tice for x tion r sults. 

I ov nt: Elimina.t d th rm. l ins tion ot 30, 000 notic , 
r due d typin ti on half, reduced expen e one 
third. 

ns Praf'erenc orma 

Complet ion of sin le for at ti of ex min tion by teran . 

Improve nt: Reduced printing costs by halt, pe ded c ring 
roces, duced 111n cost . 

_eviscd Promot ional R ting Scale 

Development or simplified, understandabl, ffectiv r ti sc 1 for use 
in pro otional eJCaminations . 

Improvement: Oper ting dapar nt officials re able to ke a 
ore accur te ev 1 tion of th ir ployee • Elim­

inated many ml. cone ptions of pro tion 1 ratings • 

.. 4 .. 



Revised Municipal Examinations 

Compl t revision of examinations and procedures for municipal fire and police 
commi &ions . 

I provem nts Faster servic to municipaliti s . 

Elimination of Notarization of Applicant • s Signature 

Improv ment: Savings in tin:I and expens to the applicants , reduc­
tion in clerical ork for the department. 

Greater Use of For~ Letters 

I provementc Faster service to the public, reduced xpense to the 
department. 

Perf ormanc Stamards 

Pilot tudies in su different depart~ent and on institution have proved 
the feasibility of establishing a statewide performanc standards program. 

Ant icipat d Improveme~t= Better utilization of p rsonn 1, up­
d ted methods and procedures, more 
exact in.tor tion about employees • 
relationships to their jobs on which 
t o base many nage nt decisions . 

Mech nised Payroll 

The department established a chine system for payroll certification as of 
January 1, 1958. Payrolls for about three- fourths of state employee paid 
on a biweekl y basi are processed by the new e:xception thod . It is ex­
pected th t the entire state serviee will b included early in the next y ar. 

Improve nt: Speedier payroll processing and availability of ore 
and better personnel statistics . 

\ Personnel Council 

The Per onnel Council ' s embers represent the larg st state depart nts which 
employ the great jority of all state eJ!lPloyees . .At its I'll etingsdirect d by 
the Civil Service D partiaent, i t e:xplor s new areas of personnel ma ge nt , 
makes r commendations on personnel nagement problems , and helps to maintain 
consistent dministr tion of rules and law. 

Inmrov nts Clos r umer t nding between the Civil SerYice Depart­
ment and oper ting department on uny personnel prob­
l ems . 

Cooperation with Other Governments 

The department has had dvantages of consulting service in speci lized fields, 
wider coverage in salary surveys , public administration internships , and the 

- 5 -



opportunity to t and exchange 1nt'or tion with for 1 n visitor through 
it cooperation with oth r agencie at all level of overnm nt. 

Improv ment: utually advant ge us activiti s in number or per­
sonnel ar scan be better accomplished by coop ra­
ti ve eftort. 

The Civil S rvioe B rd nd th Archives Commission hav approv; d disposit· on 
of old record of no current r historic v lue. 

I ove nt, Fili apac 
records. 
e loyee t 

ia cleared for ne r nd more ~portant 
inte nee of th files is ai plif'i d and 

put to bett rue. 

- 6 -



'!HE CIVIL SERVIDE BOARD 

The Civil Service B rd participates actiTely in the affairs of the depart­
ment. It dutie1 involve establishing ot policy, cting on revisions or ex­
ceptions to establi hed policy, and holding hearing • During this reporting 
period, the Board devoted considerable ti to tters of salary administra­
tion as in prertous years, ven though the salary situ tion waa relieved by 
action of the 1957 Legisl ture. The section on classification and p y ex­
plains in detail the oard ' s concern with the st te alary situ tion. The 
Board has continued its policy of giving its attention to all questions of 
interest or concern to admini trators and employees . In this cormection, it 
rec iv d and int rm lly heard any individuals and groups at its meeting . 

Th Civil Service Board held 42 et:1.ngs during the bi nnium, 21 during each 
of the two y ars . The Board ibers are Mr . Raynaorri D. Black of Minneapolis 
who was Chairman as of Jun JO, 19,8, Mr . Charles E. annister of Duluth, and 
Mr. r ncis W. Russell of Cold pring. Mr. Russell s rved as Chairman when 
the reporti period began, am continued in that c p cit;r until ebruaey, 
1958 when Mr . Black was el cted . 

During the 19~7 legislatives ssion, Mr. Russell, who has served on the Board 
since it was established following th p ssag of the Civil Service Law in 
19.39, was reappointed b;r the Oo'l'Urnor for a six-year term am confir d b;r 
the Senate. The ppoint nt of Mr. John W. Jackson as Director, llbose ppoint-
ent by th Bo rd w s de during th previous biennium, was confirmed by the 

Senate n March 29, 19,7, as required by Minnesota Statute 1957, Section 
43. 041. 

The Civil Service Law r quires the approval of, or a r port to, the Board on 
a number of tters t.nat might considered unusual. These tters were re-
f erred to th B ard tor its actj.on or into . tion in accord nee with st tutory­
provisions . Where further detail is n cessary, it is shown in tables in the 
final section of this r p rt. se Board tters include the report of trainee 
appointments ad um.er provisions of Civil Service Rule 8. 9 at each Board meet­
ing duri the p riod. In the fir t y ar of the biennium, there were 1 , 247 
train app int nt in 24 differ nt specialties, and in th second year 1,454 
ppoint ents in .30 different kim of training program8 . 

Provisions of the Civil Service Lav provide th t provisio l nd te porary a 
pointments ar t 1imi ted to six onths unle s th oard t s pecial action 
to :xtend the under certain circumstances . During the reporting p riod, the 
Board authorized the xtension of proVisional employment for S5 different classes 
in the first year am )6 in th second, m extension o! temporary ·ppoin ents 
f r individual in !our classes: t 1 St nographer, son, Carp nter Foreman 
and Clerk I . The e extensions occurr only during the second ye r ina much a 
legislation providin for thi action w s sed by the 19,7 L gislature. 

Another type of cti.on in which the Board is concern d is those dealin with 
examinations and appoinmonts. It 7 'ke :xceptions in examination eligi­
bility for non- residents of inn ota or !or non-citizens, and give p cial 
uthority f r certain type of ppointments . In this area the B rd gr nted 



au a i t7 for tiom,1d a mi nation vi th out regard to Minne ot re id nee 
in 43 classe in they ended June .JO, 1957 am 36 class sin the year 
ended Ju a JO., 1958, and in a total of six cl.as es during the period excep­
tions were made to peni t person w1 th out United State citizenship to take 
exa inations. Examin tions op n to non- citizens w re: Forster I, Entom-
ol 1st II, ehabilitation orker I, Social Worker I and II, and Engineering 
ide II. 

Th Director report d during th p riod fiTe appoint nts in which appoint-
ent fro!ll competitive 1i t w uthorized ev n though there wa an existing 
e rtment l pro1110tional list for the sa e clas • Th e ppoint ent were 

those of two Oi Til Engin er n in the Highway D part. ent nd thre Rese rch 
iolo its (0 ) in the De rt nt of Con ervation who e unusual background 
de th particul rly qualified for the jobs in question. It also authorized 

tw xc pti nal appointments in filling the positions of Chief Highway Engineer 
and Deputy Commi io r f Highway . 

During the period, the Bo rd pproved ten tranefers from other jurisdictions , 
s provided by law am Civil S rvic Rule 801 • The circumstance involved 

in these tran fers ar hown in the last section f this report . 

The oard held tvo hearings on dis s ls during the first year of th bien­
nium. It su t ined al.ter ·Virkus ' dismi.s al fro .H stings State Hospital , 

e hearin held in the matter of Do ld R. Shelton ts di missal from th St te 
Prison was r olved by sti ation betw en the department and the mploy e . 
The di missal a ch ng d to a thirty y u pension, Mr. Shelton returned to 
work, amt the Board issued its r co em tion in accordance with th ter s of 
th atipul tion. Informal inve tigation were held during the first y, r for 
Henry A. elson who protested his uto atio resig tion, for Roland ln1 who 
ap led his pro oti nal rati , and for Paul . Hurley who questioned the 
circuma nces involved in n examination he had tak n. 

Durin th second :year, two dismi sal hearings were held . Paul Wicklum, who 
s dismi sed from the noka S at Hospi 1, w s h ard and was reinsta d w1 th 

full p :, for lost t following tn B rd hearing. Christian P. Christensen, 
Clerk I at the Hi hwy Department, dismi sed and the department head ' s 

action sus ined. Informal inv ti tion were held during the ecom ye r for 
aul Hurle7 who pursued his rote t reg rding th conduct of civil service e:x-
inati ns in which he had p rt1cipated, for tt Culliney who alleged that 

h w s di missed en in effect h had resigne, am for Dr. C.H. Sherman who 
protea d hi aut tic resignation from th Stat Prison. The Board has uthor­
ity to 1nve ti te an:, tters in which 1 t .. ..,,.,..._rs that the provisions of the 
Civil ervice law and rules y have been violat d. In 11 of the informal in-
ve ti at1ons duri the r porti p riod, th ard w s inforI11ed o .the fact 
and ap ved th acti n t ken y the Director ar de rt nt h ds involved. 

The Ci vi Service B rd h ld h ri s on revision of the Civil Service Rules 
on th following dates during the period.a May 8, 1957, D cember 23, 1957 and 
March 6, 1958. 

✓ ✓ / ,_ 

Ch nges were mad in Rules 7.4, 10. 1 and 11. ) in the first ye r f th period 
to allow for the re plo ent' or r inst ment 0£ retired employees over ag 
seventy and to limit the eo itions under which they y be employed. S veral 
d part nt head r uested this au rit7 o e pl trained for r ployees, 
so of whom y above the retir ment , as the7 felt this would serve the 



state• s interest better than app 1nt1ng n w persons unfamiliar wi9'1 the work. 
In the second year, a heari w s held to change Rule 5. r' and , .4 to f cili­
t t the ei>eration of the unilorm payroll system stablished Jan ry 1, 1958. 
Rule 13. 8 re ardi 1ck leave was vised in March of 1958 to bring it into 
conformity with 1957 legislation. At the s r:te time , rev.ieions in Rule 13.7/ 
on vacation were made so that the provisions regarding tbos eli~ible for vaca­
tion would rad the e as co arable proTision relati to sick leave . 



AC ?VITI OF T DEPA TM 

D EC u:rr DMI 

CLASS ICATI PAY DIVI I 

TRA S CTION AND O JC DIV! IO 



EXAMINING AND RECRUITING DIVISIQl 

The r due ti n in conomic cti 'Vi ty which occurr d at the midpoint of the past 
bienniu had a marked effect on the program f t he Examining and Recruit ing 
Division. The first y ar ,f. the bi nniUlll was continuation ot e problems 
of hort 1 bor up ly, incr sing turnover , and difficulty in the recruit nt 
of technical a?Xl profe ione.l personnel. In order to counteract the effect 
r these !actors, the de rt nt install d an er of w progr , as fol­

lowss 

Psychiatric Aide I Training Progra~ 

In cooper tion vi.th the nursing d part nt of the various hospi l , staff' 
mber or the Civil ervice Depart."ll nt devised plan for n training pro ram 

for begi ing P ychiatric Aid s . The c ur consi ts of one ye r of training 
in sub-professio l psychiatric nur ing t chniqu • This include cl sroo 
instruction and clos ly upervis d work on th ward . 

Th Pa'\""Chi tric Aide I cl s is the largest cl s of employ es under civil 
servic • It is al o the keyaton of the n l he 1th ro ra • The progress 
of the pr ram is directly r la d to th qualifications of these ployees 
wh a in close personal day- .. day con ct with ntal patients. Th train-
i pro m establi ed ft r ny e ti a with th up rvisory nursing 

rsonnel f all the n 1 hoepi ls , plus th staff of the Department of W 1-
tar . The sc pe ot the rogram can b understood when it i r aliz d that 
ther re appr :xi te 00 rso in training at &I\Y iven ti • The tr in-
ing incl ud s al l pect f tho duties nece sary to ive dequ te care to 
ho pit 1 tient s . At the conclusion of the initial y ar 1s traini , th .c..x .. 
amininp Division constructed an :xamination b sed upon the cours con nt of 
th training progr ?Xi ad nist red it to all trainees who had successfully 
c mpl ted the pr gram. One f the rked effects of th program 1 th t i t 
has attracted youn r c ndidates vi.th a high school education to seek a car er 
in this li of work . 

Instru 

To et th ed for dditio 1 instru nt n in the ex a?Xled Highw y progr 
nd to offer promotional pportunities for ployee , a six- ek class nd 

field training progr m a st blished in c oper tion with the In ti tute of 
Teehnology, University f Minnesota , the High ay Depart ent nd thi dep r t­

nt. At the conclusion f th progra , a perfor nee nd written x mination 
constructed with the assi tance f University staff bers was drni.nistered 
to al l tr ine a. The succes ot thi progr c n b asur d the fact t t 

eligible list of qualified persons a int ined thro hout the ye r . It 
1s plann d that the progr m will b come a per nent f ature of our total re. 
crui nt plan. 

Coll Placement Progr 

The r oruit ent or colleges niors for be innin level technic 1, prof' ssional 
nd administrati position was continu d during the past bienniu.'lll with i n-

er asing ucces • Th number ot colle e eniors in r tio to job opportunities 
increased in 1957, llhich e bl d the departrn nt to incr ase its s lectivity-

• 10 -



and consequently to raise the standards for appointments . The program was 
especially successful in placing business administration graduates in the 
Public xam:l.ner ' s office, the Banking Di vision, and the Taxation Department. 
Graduates with jors in the humanities presented especially difficult prob­
lems of placement. 

High School Senior Placement Examtnation 

A pro ram to attract qualified high school seniors to the s te service w a 
inaugurated during the past two years and h s proved quite successful. The 
program is modeled along the same lines as the college enior program and 

implifies the proc dure for high school seniors who seek state employment 
a a career . A total of 1,978 candidates were examined during the past two 
years, of which 1, 246 were placed on eligible lists and 2)4 were appointed 
to positions . The success of the program is due to the excel.lent cooperation 
r~ceived from school official. 

Mechanic Awrentice Program 

Existing facilities for training automotiv m chanics have been geared, in 
recent years , to producing only as man;y mechanics s could be absorbed by 
the industries s nsoring the training. For this re son, the t te found 
it difficult to recruit well-trained echanie for the Highway D partment 
shops located throughout the s t . In cooperation with the Highway Depart~ 
ment and the Division o! Voluntary Apprentic ship, a four-y ar indentured 
mechanic apprenticeship program was established. The first group under this 
program completed apprenticeship training in 1957. These men are now work• 
ing as ech nice in the various district shops of the Highway Department • 
. Reports fr the Highway De artment ioiic te success of the program, and it 
h s been made permanent part of the Civil Servic Department I s recruitment 
and placement plan. 

Employment Market 

In July of 1957, it became pparent that a gener 1 slackening of the employ-
ant market w s taking place. The number of perso applying for state jobs 

increased by ba.,, between July 1st of 1957 and January 1st of 1958 over the 
pr ceding ix onths . 'lbe majority of these applicant were unskilled or 
semi- skill d workers . Vacancie at thes levels were filled quickly and ub­
stantial eligible lists were est blished. Vacancie at professional and tech­
nical levels continued to represent difficult problems 1n recruiting although 

i nificant gains were being shown. New position created by the Highway 
Depart nt as a result of its exp nded program were filled rxl current elig­
ible lists h ve been maintained for all Highway classes except dr ft man. 

The increase of 8, 852 application during the sacorxl year of the biennium 
placed an unusual workload on the staff which necessitated consider ble over­
time and greater th n anticipated expenditures for supplies and aterials o 

While the ll\lT!lber of applications incre sed b:3% during the second year of the 
biennium, the number of unfilled jobs at th erxl of the biennium was 362, or 
2954 of the total work force. In conjunction with the reduction of then 
ber ot unfilled positions to an all• time low, the division was able to reduce 
the number of provisional appointments to an average of 1.4% of the total work 
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(A pr ovi ional ppoint nt 1 short- ter int r point nt uth-
until ref err 1 c b from a 11 ibl list . ) 

Program. Sc pa 

It is n t en rally r 11 th t the state is one of the larger mplo~ r of 
p rsonnel 1n Minn so i'ri.l S rvic Departrn nt, rsonnel 
ag ncy, ces ed 1n ce r 30, 000 applications for lo nt dur ng th 

ecozxi halt of the bienn1 Ex mlnation w r g 410 different cla es, 
eov ring almost ev ry tn,e of wor ti'f'ity fro laborer to the highest 
executive p ts in the ove nt. Th t us examining c 
in 31 towns in the Stat nne , and thro ng nta with oth -
cie s conducted its tio n many area of the United St tes. During 
he t th , t tment has co d mination in places as dis-

tant N ka nd Frankfort, Oe he lume of candidates 
proce ivis • tant , ot c rn is the quality f the 
c ndi tea. inued ointed toward pe cting mra ning proee se 

• . to ore q o can be attracted to state gover nt. 
l depar vice agenci s s of their pro-
dependent to t upon t qu 1i ty o turni h 

t he Civil Servi During th bie vision s 
c n tor cruit uch i rtant po A soci te 
W Assi s nt Co c tion and Taxat pervi or , 

rch Director, l Superintende eJitone Divi-
sion Director. 

It h d be n th p ctic ot the di vision to comuct tion vary Satur-
d y; how r , due t o bud eta.ry limi tiona, it n to schedule exa 
inations less f'requ ntly. While his effect d certa d 
in a delay in tilling po tions . The proble of in aey 

revi w of proc dur s f m n efficiency tampoint. Duri a 
number ti ternal otfic procedur s were impro d throug f 
form l tter and ch ck ts, th simplification off 
of' teno r phic Z¥i typing s rvic s, and con 11 t r ng. 
Her tofore , init ial clai nts f r t rans pre!e c o compl te 

rather detailed claim for in duplicate and at ch discharge 
pap re . It i w re pproved , permanent car s intain d 
by the depar the discharg papers re urned to the vet ran. This sy -

CUl'l1 and expe o both the de rt n t and the an and 
in la n sh eligibl 11 • The 

c r in ch t provide for a aingl f 
o ssion of di c e th abolition of the 
record. Becau a substant be f :xamination candi atera , 
the • 'Ying in p per, printi am ti has be n co • 

Or 1 Examination Boards 

The de artment 1 pecially r 
e er f the c ity villi rv on its oral e n board • Ex-

cellent cooper t receiv he top lead r ant, industry, 
labor and education in :val pabi.litie of n c ndidate • 

lie- spirited citiz ns ir thout ion. I! the 
d nt to pay these individ s c ur t nings in 

itd , the cost would pro 1y' the l budget of the de-
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nicipal Examinati ns 

On of e service the divisi n perfor !or other agenci is the construc­
tion nd scoring of ex rai.nations f r Police and Fire Co iasi ns throughout 
th state. Th scope of this pro ram h s rown during t past everal y rs 
to th extent that nearly all tow s, except citi or the first clas , use 
this service. A d st fe i charg d for thi ervic and th payments are 
deposited in the n ral revenue fum . During the p st two y ar , th depart-

nt dmini red 59 ex mi.nation in ci tie and town of th state. The 
growth of thi progr has r ulted in consid rabl xpense to th departm nt 
which h d to b d fray d fro, th department • s operational budg t . Inas"ll.uch 

s de rt nt1 pri ry r sponsibility i to xamine c ndid tea for state 
p ition, seriou consideration ust be given t continuing this servic to 
municip lities, 

In rder to exp dit the rccr it nt of pecializ d per onnel, two staff m­
bers wer as ind to n intensiv r cruit ent program. P sitions requiring 
unusual qualU'ic tions re ha dl d outside th normal charmels of r cruitment . 
Personal letters, vi it nd ther dia ar used to cont ct individuals known 
to possess the qualific tion for the position in question. Succes in fill­
ing positio for ailro d e otiator, Sp ci l due tion Consult nts, Poultry 
I rovem nt Supervisor, A oci arden, Tax Re earch Dir ctor, d for ny 
o er ep cialti s, indicts th nece sity for continui thi p rsonaliz d re­
cruiti pro 

Pro 

On f the significant d nc in the t two years h be n the i provement 
in th ~o ot:l.onal r ting rogram administered by the d partm nt. A rating of 
an :,ployee his depart. nt head or r present tive is n int gr 1 part ot 

11 promotional examinations and statutory require nt. In the past, super­
vi rs did not lways h ve a clear und rst ndi of their r spon ibill ty in 

r ting of th ir subordinat n r its !feet on the total :xamination core. 
The n lf rating form requires th upervi or to r te both co patency in the 
pr ant job nd potentiality to perform at th high r job lovel for which the 

ploye is applying. Th for on lthich thi r ting 1 ade h s been impli­
fied am so d signed that a rater will know th e.x ct numeric 1 cor gi-v n 
to ach of hi e ploye • The revi ion of thi procedure nd for w s de 
only tter an :xhaustive study or th rating form us d by ny of the larg 
c rpor ti ns in th country. 'nle introduction of this revis cone pt and 
for h t with th pprov or both na. e ent fficials and employees . 

Part ot the increased workload of the division was occa ioned by the adminis­
tering f ex ination tor Game arden and Highway P trolman. The examination 
ror G e Warden, given in February ! 1958, ttr cted 1,436 c ndidate . An 
unusual f ature of this xamination was th ch r ctr investi ation d prior 
to th l e:xa nati of th se c ndidates who p ssed t.'1e writt n xa!lrl.nation. 
The inves ig tions ere conduct d in each carrlidate I s local co :,iuni ty. While 
the r ults w re not startli , it did liTllinate a 11 ber of candidates 
who e p rsonal ck unds wer inco'!lp tibl w1 th the job of Ga Warden. 

Hi hay trolman ex in tion w given in Dece!llber of 1956 and again in June 
or 1957, attr cting a total of 2,226 candid tes . Th eligible lists st blished 
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as a result ot thee te t wer nee ssar,- to take care ot the incre sed co -
plemant gr nted to th Hi bwa7 atrol. oth O arden nd Highway P trol-

n continue to b moat PoPular eJC nations iven by the department . 

he prompt sem.ce llbich 1h d nt can g administering speci 1 e:,r-
, in tio throu out h• st t he io ue o he e llen coop-

er tion ot the D part ent nt n a number of xami tions 
the p years, n n s go b yond the s te to 
quali rsonn l . rough t the aciliti s and the 
nc t the local Emp ecuri ty in other st tes that exam-

of this nature can be administ d. rsonn l of the Stat Depart-
ploy nt Security h T been spec pful in ref n-ing rv 

ed ndidates tor civil a rvice exa na,tions. 

t two th depart ent has ex ncled it p rticipat on in the an-
r 1 spo ored b;r l colleges. Appro:ximately 18, 000 
1 ants att nd th1• progr y r am th 1r interest in the 
r ti displayed b the ervic Depart t ha shown a 
8 

e 1 h School Senior Plac nt amination 1 publicised at the Career Dq 
esti 1. Last 7ear over 11900 high ■ chool niors appll for s te examina­

ti • • 

an7 i1¥1uir1es are received each day fro duals applying or stat posi-
tion ich are not urrent en tor on but may be ta future date. 
he depar ant retains the of th e e arn through "punch 

card" proc s es notifi t en ::ra nc d . A recent ren 
of thes pro durea has s proc o that reliable 
service can reaiered to the public . ................. e probl nd costs 
an ap rent when it is realised that are on file . 

Unifo 

h adoption of a uniform application blank tor st ta employm nt for use b;y 
all at.ate departm. nts has liminated n::, problema nd reduc d nting co"'t 
sub tant1ally. Heretofore, rrr depart nts designed th ir own application 
to s and, in s e inatances, the que tions a kad of the applicants w r c n­
trary- to state law. In the past, candidate completed an application for a 
civil rrloe :xamination a , pon bei r .tarred to an operating depart nt 
as an ell ibl , he was required to fill out a second application form . Thi 
d lication a b n elimi. ted b;y reproducing the original pplic tion nd 
forwarding it to the oper ti de rt nt. Th aaYinga in ti nd on y b;y 
the elimination ot an ther "gover ent form" re apparent. 

Summary 

One of the conunon criticisms of Civil S rvice 111 the ount ot ti requi d 
to instruct candi.dates on th co pletion of toru prior to their actually-



writing a teat. In the past two years, the instruction time has been r dueed 
to n aTer of ten minute . Anoth r crit1cis is thee psed time between 
the dat of ex nation and the date the caniid te rec ives notice of the re-
ulta . The d p rtm t 1a aware ot this criticism and is taking st ps to re-

duce thi period to a maxi of two eks . 

Although the i ov ments introduced in the :iramining nd r aruit nt program 
re aubstanti l duri the pa t b1 Mi , further advancement can be de in 

the de art nt ' a progr in order to attract hi er quality personn l tor the 
upper ln 1 p it1on in the clas 1fied service. 



CUSSIFIC TION AND PAY DI ISIOO 

Public d nistra tion has pro re sed in the st one hundred ye rs at pac 
in keeping with other fi lds of human ende vor. The she r of p per in the 
back pock t th t erv d a the per onnel dep rtment of th 1858 state offi­
cial h s under one a ost pr nounced change due, in 1 rge asure, to two 
powerful influencess 

The cientific nagem nt move nt of Tylor nd Oilbr th, and 
The civil service reforms following President Garfield ' s ssas-

ai tion. 

An inte l rt of th personnel dJllinistr tion structure that evolved under 
the infiu nee of these ov , nt is the classification and pay plan. 

The basic function of the Claseific tion nd Pay Division is to insure equi­
table treatment in tters of p y tor all classified employees . It is this 
division' s job to see th t the st te pays "like pay for like work", both by 
comp rison arrr> employees within th org niz tion and b,y' comparison to the 
rates id by other mployer for similar work . Since we live in an ev -
changing world, thi j b 1s on€'! that never ends . The functions performed 
for the public by the various state departments cha e from time to t:me ., 
so ti s with surprising speed . Application of odern principl s of busi• 
ne s adrdnistr tion so times require that the work of individual employ e 
or f entire division be reor nized . The pplication of electronic dat 
roces ing to te procedures illustrates one source of major change . This 

report will s riz th activities of the Cl ssific tion and Pay Di vision 
in te t it recognition f chang s in irxiividual jobs arxi it ctions t o 
solve pr bl ms brought about by change in the s lary pictur . 

Clas ification Studies 

Ch nges in th way the ta te I s w rk is done hav been accompanied or followed 
by intensive arri ext nsive classification studies of imividual jobs within 

few departments . 

Durin th pr vious biennium, the Classification and Pay Division had inaugu-
r ted progr of conductin cla sific tion studi son a departm ntwide basis . 
Such studies were completed in several of th lar est departments of the tate . 
This accomplish nt pos ible, how ver, only by borrowing t chnical p rson-
nel fr m the Ex ining and ecruiti Di vision nd from several opera ti de-
p rtment tor a n ber f m nths t time . Changing ituation mad it im­
possibl to continu thi arrang ment. The de t nt proposed in its 1957-59 
biennial budget that two additional technician position be est blished in the 
Cl ssification nd Pay Divisi n in order to continue the program of d partrn nt­
wide classific tion studies . Aft r !ailing to s cur th ddition l positions 
requ sted , the division ha been abl to conduct such depart nt studies only 
as et ff time was available fter the normal program of individual atxiits, 
organization tudies , and ry tudi s wer compl t d . 
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Prison Industries 

In th fall of 1956, major changes were made in the nature of the work assign-
ents given to JO civili n employees in the irxiustries at the State Prison. 

A result of thee studies, two new classes, Prison Industries Foreman I and 
Prison Industries Foreman II, were established to describe the positions for­
merly cl ssified in 9 specialized fore n classes . Changes in the organization 
of the work in the pri on indu tries resulted in abolishing 12 additional clas­
sifications . 

Informational Series 

Early in 1957, all positions in the informational series were studied. This 
involTed 20 positions in 8 d part~ ents of the state , 1n both the Informational 
Writer and Inf'ormational Representative series . As a result of these studies, 
salary ssignments for several of the classes were changed and several posi­
tions were reallocated to reflect changes in duties . 

Auditor' s Department 

In June 1957, all 46 p sitions in the State Auditor • s office were studied. 
This was the first ti. 1n 16 years th t all position 1n this department had 
been reviewed at one time. 

Unclassified Service 

In June 1957, Jl positions were studied which formerly had been in t he unclas­
sified ervice. These positions were br ught into the classified service effec­
tive July 1, 1957, through laws enacted by the 1957 Legisl ture . Th se positions 
included the entire Department of Civil Defense, a n v secti n "WOrking with pro­
curement nd distribution of surplus pro rty, and sever 1 individual positions 
in the departments of Education and Taxation. 

LaundrY; Series 

During the late summor of 1957, all 125 position in the laumries of the tate 
institutions were studied. Thi study was prompt ed by salary studies conducted 
in this field . An important fiming of the survey was that a number of the 
poai tions had changed since the last previous departmentwide study or laundr,y 
positions in 19u9; consequently, a number of these pcsitions were reallocated 
at the conclu ion or the 1957 study. Another re3ult was verific tion of th 
n d for four levels of classes in the series . 

Compto ter Operators 

In ?.fay 1958, 22 positions involving operation ot comptometers were tudied . 
While this study showed that all positions wer properly allocated, nother re .. 
sult of the study was to ch nge the cl ss title from Calculator Clerk to Comp­
tometer Operator, term more descriptive to potential applicants . 

Tabulating Supervisors 

Aa the use of tabulating chines was xtended into new fields of operations, 
the staff studied 17 positions in the T bulating Machine Sup rvisor series in 
8 state departments . Several positions were reallocated to reflect more diffi­
cult assignments . 



0th r roups f po itio audited during this p riod includ d l Ento logists 
in the D part nt of A rieulture aoo 10 clerical positions in the c ntral offic 
of the B rd of Parole . 

this two year period, gr t d al of ta!£ ti t in analy-
w y Dep rt nt. proposals for reo ganiza ion of var vi ions of 

nt . Minne I e gr atly exp nded 1 highway 
progr under way, th i on of prof ssion l chnical 
s f Hi way D pa anied arxl co plicated by a serie of 
prop eeping re thin th department. Sever l ucces-

i ti opo n th Lands and of 1 y Di vi ion 
d 1 vi • . a f itions and the 

ef!e a • o o d at ntion. 
A 1th the ponsi of • ion o d -
tern advi bility of echnicia he Cl.a si-
fica Pay Division w apart nt of dministration 
to d th ct of v r rgani tion. In d ing this 
work, the star excellent use of the ge gained in the 19'56 survey 
of all osition in the Highw rtment. Such b ic qu tion rose a the 
extent to which functions am ib llties assigned t a very highly cen-
t ized oup f s ff s ns in the St . ~ ul h dquart rs should be dele-
g d o the di trict t Thia questi n of d eontr 11 ation was still 

ttled at th end oft port period. 

this period an ive traffic at\Jiy of the Twin Ci and surround-
a, d to out o y ar, was gu • Abut 12~ n w positi n, 

i hed to comuct Twin Ci ti s igin- de ti ti n tudy-, w r tudi d 
1 c ted t proper clas es. 

• Total Cl.a si!ication Activity 

In addition to the major cl.a sific tion stmie described ab e, many irdividual 
udit w r d. In totaling 11 classi!ic tion studies co pl t , w find th t 
e location of J,437 positio re r vi wi d. Of the , 551 were changed to 

higher-payi class s, 160 wer re lloc ted to lower- ng cla e, 79 w re 
ch n ed ter lly to ther cl in the lary range, 313 po itiona were 
foun t e correctly cla sifi d, m 2,334 w po i ions w e giv n their 1ni• 
ti 1 all c tion. ny f th sen w p ition were of a es nal or temporar, 

tur • ew pe nent positi ns r sulted from the opening o:t new nt&l hos­
pital at Brain rd, xt nsiv dditions to the sc ool nd h pi l t C bridg , 

nsion • n e Depart nt of Hi hways, a d a marked incr s n the pro£ s-
1 staff f th Division f c tional R habilitation. 

Salary Administration 

• ~ove ants h v occurred in th i ld of salary 
ti n, both in pri v te indu r, evious bi nnial 

e cribed how the functio l task cl sification 
rxi ro lem had en:ied th t the state a ! p ying t t 1 

e mpensation com r bl that paid within e salary d ta 
gathered durin the 1 nne ta Salary S ( in th pr vious 
biennial report) indic that xtenai c • ies would b 

ce r, to put this policy into ff ct. public on u t 20, 
lQ , the Civil ~ervic Bo rd d pted highe ry aasi run or 767 cl s s . 
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The CoJYlfflia ioner of Administration subsequently detennined that sufficient 
funds were not vailable to finance th s chang s . Consequently they could 
not go into effect t th t ti • Theses lary ssignments , however , were 
used by all departments of th state in preparing their udgets for the 1957-
59 biennium. In this way the biennial budgets presented to the 1957 Legisl -
ture were ba ed on r 11 tic estim tee o! xpenditures for personal services , 
an:i the legislature had the opPortunity to pprove or dis pprove the policy 
of ying averag sal ries within the labor rket .. Appropriations ufficient 
to finance the new s lary assignments in all dep rtments placed th tate in a 
competitive position in the l bor market for the first time in several y ars. 

A mments to th Civil Service Law 

Whil retaining the 4 per cent integrated- step pay plan, 7 additional ranges 
were placed t the top of the p n to ble the state to pay maximum of 
14,42h per year in ar s of -critic 1 short ge ., for instance, for physici ns , 

psychiatrists and engineers . dditional ppropriations w re d vailable 
to the extent ne d d by e ch dep rtment to fin nee the high r salaries. 

The legisl ture also e cted a change in the Civil Service Act ltering the 
method of adjusting e ch employe I s lary when his cl ss i reassigned to 
higher ran e . The net effect of this a endm nt at the ti.Me of installation 
f the new s lari s on July 1, 1957, was the proVision that a larg number of 

employees who would have rec ired no 1mm diate increase under the old adjust• 
nt rocedure received one or two step incre se . 

The dep rtment secured pass ge of a law deigned to olv th probl m of an 
em.ploye with lo and outstarxiing service who because of a e or health is no 
longer ble to work this former lev l but still is a productive and very use­
ful ent>loyee t reduc d level of w rk. Th new law rovides that such an em­
ployee shall continue at hi pr sent rate of pay., but will not b eligible for 
furth r incr ses. 

An l w extended the Dir ctor •s sal ry- setting r sponsibility to cover all 
p sition in the unclassified service 'Wher 1 rie are not pecifically set 
by w. In order to ive effect to this law, the classification staff deter­
min d the sal ry range in which eropl yees in thes positions would be p id 
by compari on with per ons doing comparabl work in the classified service. 
Thi project involv d about 250 posit ion . This will b a continuing respon-
ibility n:l will involve review of the st tements of duties of these p sitions 

whenever jor changes are de in the alari s id to employees in the cl s ­
sified service . 

19'57 Sal ry Assignpents 

As mentioned rller, th sal ry r nges proposed! the 1957-59 biennial bud­
get h d been based upon lary dat g th red from other mployers in June , 
19',6. y lAt spring 1957, it beca a rent from our clo watch on the 
salary situation that consider ble fm-ther ovement had occurred in salaries 

id by other e ployer ice the time if our June, 1956 surv Y• Theref re, 
during y, 19"7, a limit d salary surv, y was conducted by personal visits to 

he personn 1 departments of 32 of th largest e loyers in the Twin Cities. 
During thes visit , s lary d ta was obtained cov ring 5 , 225 rnployees in 19 
cl ss s , stly in office ccupations . This data showed th t salaries had 
increased about 5 per cent within the one ar period . 
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It was our conclusion that stat salari s based upon the 1956 salary data would, 
in most c sea, not be high enough to meet the criterion of paying verage sal­
aries. Consequently, th sal ry assignm nt adopted by the Bo rd in August, 
1956 (which had not yet beco e effective) , w re reviewed carefully by the staff 
am the Director . The resulting recomm rxlations by' the Director wer cormidered 
by the Bo rd fter a public hearing. Almo t all classes in the bottom third or 
the pay plan were raised one range . At the am time, number of cl.asses were 
assiened to the 7 additional ranges adol)ted by the legislature during the 1957 
sea ion. These class consisted mainly of top- lev 1 engineers in the Highwa1 
Depart ent, psychiatrists, medical doctors in th departments of Health and 
Public Welfare, and a few top adrrd.nistrator . These alaries beca effective 
July 1, 1957. , 

1958 Salary Survey 

In the ring of 1958, the third biennial Minnesota Salary Survey w s conducted. 
The technique and results of the biepnial survey ha~ en i proved in many 
ways n the basi of our continuing experience in this en:ieavor. The 1958 sur­
vey may be considered a model of c opor tion among s veral agencies . The survey 

conducted bys 

Minnesot State Civil S rvice Depart nt 
Mirmesota County Wel.tare ferit System 
Mlrmeapoli aese rch Engine 
Ramsey County Civil Service Depart nt 
St. Paul Civil Service Bureau 
St . Lou1 County Civil Service Depar ment 
University of Mirmesota Department of Civil Service 

Direction of the four month survey was provided by a memb r of the department ' s 
classification staff. The participating agencies contributed technical and 
clerical staff services and the various materials needed for printing and mail­
ing questionnaires and reports of the results of the survey. These contribu­
tions were made vi thout transfers of :funds, consequently r ducing costs for 

ch participating agency. Que tionnaires asking for s lary data and informa­
tion bout fringe benefits were sent to 1,895 employer with payrolls totaling 
442 , 818 employees. '!'he sample included all industrial and business firms Which 
employ 50 or more persons in ~he state , l o6 hospital s selected to represent 
every county in the state, and 72 social agencies . Information was requested 
covering a group of 65 "key jobs" . The pereonnel departments of 121 of the 
lar st employers , largely in the Twin Cities area; were visited person lly to 
secure their cooperation and to insure comparability or data. Contacts made by 
the staff with fellow members of the Mn 01 ties Persormel Managers A sooi tion 
also were very h lpful in securing the cordial cooperation of !llailY large e 
ployer in the Twin Cities area. The percentage .of returns was the largest 
achieved for 81\V' of the bienni 1 salary sm-veys. A to l of 861 employers re ... 
plied, representing 45 per cent of thos contacted. lhese 861 firms employ a 
to 1 of 312, 766 workera, or 71 per c nt f the total number of workers employed 
by all employer who received questionnaires . 

The Consumers ' Price In:lex for the Minneapolis t. Paul metropolitan area (pub­
lished by the federal Bureau of Labor Statistics) reached a new high of 123. 2 
in January, 1958. In ccordance with the cost of living fe ture of the salary 
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1 w, the Dir ctor dvia d the Comrr11ss1oner of Administration that e one- step 
increa in the salary or ch e ployee w s indicated. Subsequently, the 
Commis ioner or Administration certified that f.unds re available to pay for 
a ne- st p increa.e effective July 1, 1958. 

The 1958 alary survey showed that the state continued in a r onably com-
p tit1ve po ition with other 
hould be p inted out th t thi 

aion t the ugust, 1956 a ig 
er a e nt Juzy 1, 1958 • 

ployers in the re for almost 11 class s . It 
was tru only by virtue or the May, 1957 r vi­

nt , plus the 4 per cent cost- of• li ving in-

. In additio to the gen r 1 surv y just described, number of specialized sal-
ary urveys w co?¥:luct d f e following groups: 

Ground n - 11 errployers within the Twin Ci ties area. 
Laumcy pr uction "Wt>rker - 25 undries in th Twin 

01'.ti ar a . 
Hospital nursing and lated positions - 74 hosp! l 

within the tate ~ 
Fifty- eight profes ional education clas es in state de­

part nts of educ ti n - , 26 states. 
Journeyman bers (not including shop owners) - maey 

localiti a throughout the . tat • 

.. 1 g Practices Survel 

In Janu ry, 1958, the st rt' conduc d a nationwide survey of pr ctices fol-
low d in etti compar tiv s lary lev ls, in aying union r tes for trad s 
cl.a ses, and in use of geogr phic 1 differ ntiala . Inf rm tion was received 
fro 37 st tes, 54 citie, and 17 countie . lccording to the findings f this 

urvey, most gov rnment agenci s urv yed e some sort of formally gather d 
alary d t as a basi r r tting alaries . V ry few tates use geographic 1 

differentials but follow the re conuoon pr ctice of using variable hiring 
rates w1 thin the range . About one- third of th gencies p y union rates for 
te orary or project e plo1f?8nt in trades class s . An apparently incr asing 
practice i top per n nt p ition in the tr de t rate equal to the 
union rate minus .fixed percenta e to compen ate for tenure nd continuity 
of mployment in over nt s rvice . 
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'lRAJfSACTIO S ND OP'FIOE MA OE NT DIVISIOO 

As the public de r:da re rvic from goT rnment, the state t s acti:vitie1 
bee ore Tari.ad am broader in aco • The state ' s tunctio ar t oo n -
erous to list here , but they incl ude eons rvation ot natural re ources , col-
l ct.ion t revenue , l :w nf'orce nt, p tient am 1 car , nd construction 
and ntenane of highways , bridges and building • • To acco pliah these j obS , 
the a tee plo1s some 14 ,400 full-time e ployees in th classified service. 
In addition, th re are se r 1 thousand oth r . ployee on the yroll e ch 
year , including those in th •. unelas ified service, the 1 bor s rvi.ce , a those 
who work part- time , intemitt ntly or for temporary periods. For these personal 
servic s , the state ' s amu 1 outlay now 1• over ae nty million dollars. 

The number of full- cl ified state e pl ye s, who a!"e o gr st concern 
o this departmenti has lncr ased by eleven hundred, or ab ut ince 1956, 

am th annual payroll expen:iitur h s risen pproxi tely fifteen million dol ­
lars. !h gr ter nu rot state employees partiallT account tor the increase 
in personal service expendi tur a; how , part of th increas n b account ed. 
for by- le islativ action in 1957 to increas aal riee o that th sta c uld 
co t with private 1nduetr;y in r cruit ing qualified personnel to carry on its 
functions . 

The t per Oml81 program is las flexible than th t f priv t imustr.r i -
ofar as major change MU t advanced thr ugh duly eonstitut d process r¥i 

appro d by representative of th public . 'l'he d partment•s progr m must be of 
lo r ange am plan d aecording]Jr for con ider t ion during le islative s ssions . 

he ge nt problems of the stat r similar to those of any large industry. 
A the atate s rvic expands , i t administrative chore beeo s JllOJ'e compl ex . 
Reorganization is co tantly going on nd functi s and responsibilities f e 
ployeo as well as d par nts cha • In st instances, the department has 

t the eds t the ng ti by adapting 1 s oper tions on w de nds 
nd being alert f better ways or doing things. Th department has continued 

its regulat" tuncti ns , detail d later in his repor t , with a maller staff than 
in previous ye rs while looki ahead to i prov nts in a number of ph ses ot 
persomel administration. 

Performance Standards 

Ona dl,y need d 1nnov tion in the state serYice, tor example, is a system 
whereby jobs can be better defined and each employee •s contribution to manag • 
ent ' a goal sured m.ore preci ely-.. Until the state arriff at some tandard 

of perfor nee, v 11- defined and cceptable to age ent, this im ee l -
ost impossible or ehievement. 

The statut ry tra work for a perf nee standard program and a ratl. ng pro-
gram based on th ae standards h s existed since t he adoption of the Civil Ser­
vice Law. Bud t limitat ions have prevent ed much activity in this area. Pr -
liminary work on performance standards in the form t pilot studies s i ug­
urat d in 19!f6 in which di visio actions of the den,,,,,.T_"_nts of Agricul tur , 
Conservat ion, Employment Security, B al th, Hi.ghwaJII, Public Welfare and Hastings 
St te Hospit 1 participa d. Approximat l,y 500 e loye in 75 dif! r nt classes 
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were covered in the pilot studies. Thia work had to be conducted within the 
limits ot the depart.men l budget , which me nt that a mber of the technic l 
eta.ff ab or d this responsibility along Wit h . regular dutieso 

Ir a pert nc atarxlard1 progr ia to install d, it will r quir the 
full ti effort of several e ployeea. The es 1 ted cost t thi activity 
wa opo ed in the depart nt• last iennial budget, but the c ivit," was 

t u riz • D partment p rticipati in the original pilot • ud1 s, and 
o r d part nt1 which have since beco aware that a perfor nee tandards 
progr could provide the nswera to a number f pereonnel and ral nage­
ment queati na , have indicated a desire to establish standards program. 
riefly, establishing a perfor nee standards progra,. means pr ration of 

vri t n te nt ot 11 task of each job and setting standard for ach 
task in terms f quantity, q lit , J11a1111er pert r ce results expected. 

en thi is do , the naployee and hi■ 1uperrl or have a bett r underst nding 
of what 1 involved in a particular job and how well 1 t i to accomplished. 
Wit h a p rtor nee standar ds progr am, ratings of e ployaes • performance can be 
refined.J duplication of effort can be eliminated, procedur br ught up t o date , 
work fl i prov d, and work uni ts a uredJ arri intormation o n obtained 
more r dily f r erf'o nee bud eti and t de rmining are s in 'Which train­
i 1• n cessary. 

nt is ot the inion t at pertorwmce st ndards a " t for 
te serrtce that ri~ ratin and rit ) are careful]T 

c nsid redJ so at the va t ar a o traini can be dev 1 pe lof'ic lly; and 
ti 11.y, in order that a bett r understanding can b achi v d bet n supervis-

11 d th ir sub rdinat s s to th• o jective to be ace pll hed. Th dep rt­
nt c ntems that a progr of thia kind, al though it will inv lv con iderabl 

ti am ff t on the part of loyeea at all 1 vel , c n re ult in fuller 
tilisation of per omel time., better perfor nee on individual j bs , im-
r ved r 1 • 11 ia thr h greater unders ndi on the part of' th e 

plo of what is :xpected ot hi . Th requ st to the legislatur for ppropri-
ation for a perfor nee standards progr will repeat d f th next biermium. 
The last two year h ve given ev n gr t r juatitioation to th earlier recommen­
d ti.on that the state ehould not w1 thout thia type of pro r , par icular~ in 

11 ht of it atte ta to erni e it aotiVities and to c ve t rr:, clerical 
ctivitie to chine proceBBi • 

Ae s in a lo rang lan, the par nt install d new chanized pay-
roll certification ayste on January 1, 1958 to et the needs t t.'le w uniform 
yste of p ::rroll pr paration de possibl by 1957 legislation (Chapt r 414) ~ 

A gr t de 1 of the divi ion' s ti was spent on planni the d taile of the pro­
, th before and after it installation. The several in rlocking author­

iti s inv lved in pproving pa nt for personal ervi es, .ba' 1 , the Cor.unia-
i ner ot Administration, the Direct of Civil Service , th Audit r am the 

Tre ur r, as 11 s the operating d rt nts and the poa ud tor ublic E:x-
r, h d a nUJ!'lber f le al nd procedural Queations r solve . A committee 

ot abulating machine BUpervisory personnel worked out the er 11 chine prob­
le ., 

In the proc sa, th Civil S rvice Depart nt cha ed from a co pletely manual 
tam of checki payrolls emi- onthly to a unit rm ohaniz d syetem for proc-
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easing bi akly payr lls far about 14, 700lt stat loyeea. 01¥1 r the uni.form 
p gr , payrolls are pr par d by five of th large t depar ants - Con -
tion, ployment Security, Highw ye, Tuation nd Welfar • In ddition, the 
Can r l Service a ct1on o~ the D art nt of Adminiotration prepares one 7-
roll ab tract for 37 addi o l perat a encie. 

' he procedure inTOl s mainten nee in the Oiv.Ll S rvice Department of a ster 
d ck of punched card for payr 11 certification. The s r deck includes a 
punch d card cont ning per 1 nt s tistical inf or t.ion in dd·· tion o th 

,roll inf r t1on .or certi.i'ic tion purpo s for ch t te e -
pl o, with the e:xo ption t tho • in the la r service . The e aration of 
the original deck o! punch card wa a ti e-conswning and laborious process 
b cause o! the xtre nae s 1 .a. or accuracy-. A further complicating f ctor 
vs the cessity for the d rt nt to chec rolls n lly as well s by 

chi duri th fir t t w nths ot sting the chaniz d syst • Each • 
ncy epari payrolls nds to the Ci Yil Service Department a punched card 

d ck from which its payroll b tr ct and rrants were prepar d. The operat-
ing depart nt ' card are run through collator with the Civil Service Depart-
ant at r deck. Unmatched cards indicate an error. Wh n qu atio .s ar r -

solv d, th ,roll i certifi d. 

Th rq untor en proble appe ri in the installation of the new echan-
iz d syste being worked out . Of the total of pproxi te'.cy' 16, 7~ per-
oo ployed by th state a id biweek'.17, bout 2,000 re not under this 

w y tem. More than one thou nd of those not included are employed in 
thr departruenta: h djutant Ge r 11s office, th Railroad an W: rehouse 
Commission, th S cretary of State ' s office, ach of which pr sents 
technical r proced l proble • A ot the em ot the reporti period, e -
ployees ot a number of mall boars 1¥i co a ions had not been includ din 
this system. Labor rrlc pl es in the Highway D rt nt and employees 
of th Su, ....... .._. Court. continu to paid on a s mi- nth]¥ sis. Bive ly 
payroll& for • ploy-ea not und r e chaniz d syst m and all mi- ly 
p rolls ch eked manual'.cy'. 

Wh n all e loyeea ar included in the un:ltor p ,roll system, t e Civil S r-
vic D partment will able to claim the first tate yroll c rtilicat.ion 
process which ie entir ly ch nized. I, islation i• ne ded to 9olve o 
of tha p s · nt probl and t era Will di ppear with proc dural improv ents 

nd further trainin of the per nn l involv in revis d payroll activity. 

Personnel Council 

continued effort to keep et of th ti s, the Civil Service Depart. 
C 1 etings !or the pa t. th s. Th 

are pers 1 officers an administrators est state 
rt ch loy t 95 per nt ot all stat e . e e 
t f1'ic wi th Director app ly twice each 

s onnel t tter involvi rt nts . 
eve nati a related r ports r.,- nd 

other goverments are di c • e purpoue or the Ooun o plore new 

Full- ti lassified am unola sified lo.,-eea and tho 110rkiag • on a 
porar.,, part time, s asonal or intend. ttent sis in those d par nta um.er 
th echani3ed syste . 

H ull- tim , p rt- ti , temporary, seasonal and int rJl'littent 
th claseifi d an uncla if1 a rvices. 
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areas of per onnel management, to make recommendations for effective personnel 
nagament, and to promote con istency in dministr tion or rule nd law. 

During th reporting period, the Council considered such diverse subjects a : 

l . Attitud~ surv ys. 
2. R t1r ment probl and replacement planning. 
3. Training programs . 
4. Rating scales. 
5. M thods of attracting quali.fi d personn 1. 
6. Salary administration and merit incre se polici s . 
7. Revision of forms nd procedures . for statewide u e. 
8. Problem drinking in the employment situ tion. 
9. SeparQtion rates . 

10 . Sick leave dlTlinistration. 
U . Stand rd overtime p n. 
12. Deferr 1 of ret1r m nt policy. 
13. Payroll proble • 
l.h. Cooper ti~ dvertising. 
15. oreign student intern program. 
16. Fair employm nt practices. 
17. Legislation affecting personn l adnli.nistration. 
18. Service awards. 
19. Perfor nc stamards . 
20. Labor eervic proble • 

Th P rsonnel Council has proved to be a g od "sounding board" for mat\Y pro­
gram■ am plans, both those in effect and those ntioi ted. On a number of 
occasions , proposals h ve b en discussed and discarded . On those that have 
be n put into effect, the thinking of this group has be n helpful in avoiding 
pitf lls nd. in g inin cc ptance by the perating department and employees . 
The peri odic meetings have enabled the department to learn of oper ting depart­
ment proble earli r and have ass1 t in their expeditiou sol ution. Th 
oper ting department repr sentatives al so gain the benefit of discussion of 
common probl • A olos r vorki r lationship has developed, contributing to 

number r advance ents in th area of per onnel in state government. 

Cooper tion With other s 

In several are s, the department haa been succe sful in working out mutualzy-
ttracti ve cooperativ arrangements with other gov rnments . Of particular 

interest i the intern program for gr duat students in public administr tion 
eotabl ished in the tall of 1956, w1 th the cooper tion of the Public Adminis­
tration Center at the University of Minnesota. 

One of the s rious probl ems of nagement is the development of trained indi• 
vidual to take over v rious administrative po ts . By combining cademtc 
training in public dmini.stration with on- the- job training in an intern pro­
gram, it i hoped that the tate will attract better candidat s for employnent 
over the years. With two years t experience with this progr , the state is 
receiving benefit that would not otherwise b avai ble. The students are 
aining ractioal experience which the Univer ity c nnot provide. 

Graduate tudents in public dministration accepted tor the pr gr 111 work o .. 
half time as trainees in th state servie • Interns h ve been appointed in 
the departments ot Administr tion, A~iculture, Civil Service, Conserv tion, 



Health, Highways, Public Welf re, Tu tion and Youth Conservation. No fixed 
curriculum is e tabliahed for public dnd.nistr tion int rna, or ar there 

l\Y p cific po i tions in th state sorvic !or which they re training. They 
are employed in a general administr tive capacity throughout the one year train­
ing period. At the oompl tion of the tr ining period, int rna must compet in 
regular civil service e~aminatio for position in which they re interested. 

Thirteen int rn hav co 1 ted training under this program nd two were in 
training as the reporting period ended. i former interns are employed in 
permanent positions in the cl ssified service. The public administration in-
t rn program i of numb r of tr ining . pro r s in ef feet in the stat 
servic. Ac plete 11st of th e programs is shown in anot er ection of 
thi r port. Incre a d int re in training resulted from an a ndment to 
the law in 1957 which r ised the maxifflWl1 tim limit for training from ona to 
two years for most pro ra • 

Also in cooper tion with th University arxi with the federal International Co­
op r tion Adminiatrati n, th depart nt has been host, during the past bien­
nium, to o tift n foreign government official inter sted in tudying our 
state ver nt. Arr ng nt w e made or iginally through the Oovernm ntal 
ff airs Insti tut tor these visitors from Kore , Iran, Iraq and Venezuela. 

Additional ac tivitie carried out in cooperation with 0th r governmental agen­
ci s are reported i n th sections on Examining and Recruiting and Classific -
tion and P. Y• 

dministration 

Pert o nee tandards, chin pay-rolling, the j ri ty of the c i vi ty or the 
Personn 1 Council, nd th public adr.rl.nistr tion training program fall o1ithin 
the r of respon ibili ty o.r the Transactions Divi. ion. These new wor y 
subject are part or a lar er functi on. Th day- to- day business or the divi­
sion invol v s int rpretation of th rul s and law to department he ds , e 
pl oyees , union officials nd the public on ouch matter appointments, pr -
b tionary periods, rit increases, 1 ve of ab enc , se r tions , tr naf rs , 
pol it1 1 activity, fri n fits , vertime, intenance nd training pro-
gr ms. The division prepar s the n ces ary materials for regular meetings of 
the Civil Servic Board, the ctiviti es of which are discus ed in another sec­
t i on of this r port. 

The divi ion is r sponsible for r cord ke ping and preparation of statistics 
on ny f c ts ot sta employ nt. In addition to the payroll activities 
discUBsed in conn ction with the revi ed payroll certification sy te , it i 
involved in all hous keeping ctivitie of the de artment, that is, mail di -
tribution, control of correspondence , stenogr phic, typing and duplicat ing 
s rvice , departmental records and bookkeeping , nd maintenance of a fill 
system. In this last corm ction, b cause lack r filing pace has at t ii es 
been a li iting factor in the op rationB of the depar nt, an ttempt w 
made to dispose of a consid r bl• quantity of obsolete or inactiv terials . 
In 1956, the depar nt propc d and r c ived approval from t o Civil Service 
Bo d nd the Archives Commi sion r r disposition of thee non- e ential ite s . 

In accordance with th general policy f the department, the go 1 or the Tr ns­
ac t.i ona DiVision i t provid the b t technical nd clerical ervic pos ible 

t th le t pos ible co t . 
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1956-1957 

Comp titive 
Pr otio 

1957-1958 

Competitive 
Pro otional 

1956- 1957 

A l ying 
Accepted 
E:x- ined 
P ced on lists 
Appointed 

1957-1958 

Applyi 
Accepted 
Ex mined 
Plac n list 
App in d 

1956-1957 
1957-1958 

APPENDIX l 

NAMES PLACED ELIGIBLE LISTS 

Non- eterans 
Kale Female 

2,h47 J,358 
660 274 -3,107 ),632 

3,972 
667 

4,6.39 

3,941 
841 

4,782 

Non-Disabled 
Veterans 

Mal Femal 

940 
99~ 

1,935 

1,733 
804 

2,537 

P NDIX II 

14 
10 -24 

43 
2!L 

63 

R~R UIT I -, AND EXAMINING RESULTS 

Open Compo ti ti va 

17,186 
16, 72 
13,722 
6, 992 
1,773 

24,261 
22,760 
18,649 
10, 070 
2,091 

No. of Ex 

942 
1,1 4 

- 27 ... 

Promot io 1 

3,42h 
3,317 
2,422 
2,.388 

639 

5, 201 
5,1.34 
4,883 
2, 654 

6)8 

Compet1t1 ve 

788 
987 

226 7 
hlili ..2 
670 12 

6 
10 

375 
.fil 
687 -16 

Tot 1 

20,610 
19,089 
16, 1.L.4 
9,380 
2,412 

29,462 
27, 894 
23, 532 
12 ,724 
2,729 

Pr . -
tional 

154 
117 

Total 

6,992 
2,388 
9,380 

10,070 
2,654 

12,724 

Per Cent 

100% 
94. 6% 
79. 
4J.2% 
9. 

o. Different 
Classes 

370 
410 



Applications 
Processed 

APPENDIX III 

ANALYSIS OF APPLICATIONS PROCESSED 

APPLICANT COUNT UP 

Noa iof applications processed 

NIOo of applicants examined 

No a of names placed on eli= 
gible lists 

NI0 0 of applicants who failed 

NIDo of applicants who f:a.il~d 
to appear 

No. of applications rejected 

*Fiscal yea~s ending 

1957 1 958 1957 1958 

Names Placed 
on Eligible 
Lists 

Failing 
Candidates 

195~ l 958'k 
~ -20 0610 29 0 462 

17 0 005 240531 

90380 12 0 724 

7 0625 11 0 807 

2 0951 40362 

648 569 

Jume 30 each year. 

1957 1958 

Candidates 
Not Appear ing 

Increase 
8 0 852 43% 

7 0 526 44% 

3o344 36% 

4 0 182 55% 

1 0 405 48% 

'7 942% 

1957 1958 

Rejections 
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APPENDI X IV 

APPLICATIONS RECEIVED EACH MONTH 

4500 July Awg., Sept., Oct,, Nov., De~ o Jan o Febo M<eh Apr" Mav Jtme 

4000 

' (\ 

3500 ~ I \ 
3000 /\ I 

\ ~1 A 
/ \ 

2500 
V ; 

\ \ 
I I "1'), / I 

2000 

1500 

V\ V t\o 
~/ \ \ 

(A'J I . 
'\. 

/ /~ v \ 
/ \ 1/ 

,f -,,,,,- I 
/_.,- ' "" ...... , I , ........ 

'-_,..._ , 

' I ..- --✓ V I 

1000 

500 

0 ; 

Fiscal years 1956 = 1957 1957 = 1958 

Tatal nwnber 
applications received 22,944 I 30,727 

= 29 = 
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1957 1958 

Total Number of 
Examinations 
Given 

APP.BNDIX V 

ANALYSIS OF EXAMINATIONS GIVEN 

1957 indicates fiscal year Juiy 1~ 1956 
through June 30 9 1957 

1958 indicates fiscal y~ar July 1 9 1957 
through June 30p 1958 

1,957 1958 1957 1958 1957 1958 
'l 

Competitive Pr om,otional Different 
Examinations Examinations Cla~ses 
Given Given Examined 



APPE ll VI 

C S IC IO TUDIE 

July 1, 1956 thr ugh Ju 30, 195 

I., Results o! 5 P i on A ite 

I • 

III. Ori 

• 

lloc tions 

• o iti reall 
to hi r elas 

P siti, r Uoc t d 
to wer l sses 

Po 1 o 

'1' tal nu 
audit d 

an din 

b.1 Otfi e A 1y is 

To hi r 

To low r c sa 

To 1 

1 All catio of ew Pi sitionss 

1 um r f Po itions ~tudieds 

A 1 

Otfic r 11 
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1 2 

3 

.3 

)O 

7S 

564 

2,3 

539 

564 

2,334 

3,137 



n vn 

CHA IN CIJi SD'ICATIO D PAY PLAN~ 
Bt CIVIL smvmx OARD AOTIOI 

July- 1, l 56 throu Ju JO, 1958 

'R v el.as ea liahed 88 

Classe re st bliahed ) 

Clas es retitl d as i 
t higher a lary- r •• 2 

Ola sea co ind and a aig d 
to higher alary- ranges 8 

R Bi ot ssea to 
high r es v.t no 

an tl 99 

Clas title cha without 
change in aal r nge 6; 

Clas es a 1 shed 66 
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APPENDIX VIII 

TWENTY LARGEST CLASSES IN 
NlJMB. OF FULL- TIMB EMPWYEES 

Jun JO, 19,8 

Cl SB 

P ychia trio Aide I 

Psychiatric Aide ll 

Clerk Stenogr }iler II 

Highwaq Maintenance M n II 

Highway Technician II 

C 1 rk Typist I 

Highway Maintenane 

Highv y Technician I 

Clerk II 

Clerk Typist II 

Cu todial Worker I 

Civil ngine r I 

Clerk I 

Correctional Officer I 

Janitor 

Civil Engineer ll 

Cl k Stenographer I 

Account Clerk 

Clerk Stenogr }:her III 

Clerk III 

All Others 

DI 

Total number of full- time employees 

- 33 .. 

1,321 

448 

442 

441 

430 

396 

)85 

370 

370 

)66 

331 

)OS 

298 

248 

193 

182 

154 

lh5 

142 

131 

7,289 

J.u,387 



APPENDIX IX 

SALARIES CF FUU.- TlME EMPLOYEES 
IN THE CLASSIFIED SliltVICE 

Ju .301 19$8 

nthll Salaries 

$175 - $199 

$200 - t249 

$250 • 1299 

300 - 1349 

1.350 - 399 

400 - 1449 

$450 - 499 

t,oo - ;49 

1;;0 - $599 

$6 o - $6h9 

l6So - 8699 

$700 • $749 

•~o .. 1799 

800 .. 849 

$850 - $899 

$900 - $949 

t9SO • $999 

t1, ooo - 11,049 

1, 0,0 - 11,099 

.1,100 - $1, 149 

1, 1,0 - 1,199 

1 1, 200 
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165 

1,666 

h,190 

2, 29S 

2,241 

1,696 

809 

534 

199 

207 

118 

63 

96 

39 

20 

8 

23 

9 

8 

-
... 
l 

14, 387 



A NDll X 

ULL- T ,£ EMPLOYEES I THE 
CLA SIFED S VICE BY DEPARTMENT 

Department 

Publ ic elfar 
Highways 
Conservat,ion 
E ployment Security 
Railro d and Warehouse 
Taxation 
H alth 
.Administration 
State Colleg 

June 30, 1958 

Youth ConserYation C seion 
Educ t1on 
SecNtary ot State 
Agriculture 
Labor and Industry 
Soldiers Home and B rd 
Public Examiner 
Live to<'.lk Sanitary Board 
Oi vi.l Service 
Auditor 
Banking 
All Others 

Number of Full-ti 
Classified Employees 

5,.307 
3, 723 

928 
719 
5 
496 
295 , 
287 
278 
254 
234 
216 
187 
107 

96 
77 
56 
53 
48 
48 

478 

14,387 

Thea tigurea y be bel ow the complements allowed by' the legis ­
lature because some po 1 t ions ware unfilled as of June 30, 1958. 
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- PPENDIX XI 

STATUS OF ULL-T EMPLOYEES 
DJ THE CLAS D'IED SERVICE 

Jun 30, 1957 

er nt 11.,420 84. 

Pr bationary 1.,747 lJoO,C 

Provisional Promotee 55 .4% 

Pro-visio 1 22!, 1.n 

Total 13.,447 1 

Ju .30, 1958 

nt 12,.362 B,.9' . 

Probationary 1,831 1201', 

Pr aional Pr motee 27 02% 

Provi ional 167 1.~ 

Total 14.,387 10 



APPENDIX XII 

FULL-TIME CLASSIFIED EMPLOYEES AGE GROUPS 

Jun .301 1957 

en ~ ~ Per Cent -
20 ani ul¥ler 114 430 5 4 4. 0.C 

21-30 1,176 776 1,952 14. ,% 

.31-40 1,800 74J 2,543 18. 9% 

hl-5 1, 759 1, 248 3,007 22 .4• 

51-60 2, 063 1,316 3, .379 2,. 

61-69 1,298 546 1,844 13. 11, 

70 and over 119 __!q 143 1.1% 

8,329 , ,083 13,412 

No R cor 20 15 .35 _.!,_ 

8,349 5,098 13,447 10 

Jun .30, 1228 

20 ani under 144 h86 630 h. 4% 

21-)0 1, 527 857 2, 384 16. 6j 

31-40 1, 41 718 2,659 18. 5% 

41-,0 1,879 1,272 3,151 21. 9,C 

51-60 2,12 1,414 3, 538 24. 6% 

61-69 1, 334 593 l , 27 13. 1$ 

70 nd 0 r 80 18 98 .61, 

9, 029 5,.358 11,387 1~ -
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J.PPE III 

FULL LA • PLO 
v:ro. 

Ju JO, 1957 

Years orked Men Wom n Tot l :E'er Cent -
o-4 2,613 2,256 4, 869 )60~ 

5. 9 2,029 1,324 3.353 24. 

10-lh 1,424 735 2,159 1.6 • • 

15-19 909 359 1,268 9.4% 

20-24 5.34 218 752 , .6 

25- 29 447 l ~ 4,1 

30-34 55 56 311 2. 

Jc, and o~ r 138 42 - 180 lo~ 

a,J49 5, 098 13,447 l 

Jun Jo, 1958 

n Wo n Tot l Per Cent - -
o-4 3,4)9 2,530 5,969 41.5 
r,. 9 2 .,279 1,476 3,755 26 ~ 

1 lu 1,.3.35 623 1,958 13.6% 

15-19 6 358 l, 2 1. 

2 24 42 144 572 ho 

25 .. 29 36 96 460 3. 2% 

30 .. .34 79 78 357 2.5% 

35 an:l Over 2ll 5) - 64 1.ac 

9,029 5,328 14,387 l 

- 3 -



AP NDII X 

OF R SIG TIO S AND E ID RAT S 
CF VOLL-TI CLAS IFIED 

July 1 , 19S6 through June )O, 1958 

lumber of Sig tion 
Reaigna t1o Rate 

Month 1956 12ft IB§ 195? 

y 3,246 l .3,Lh7 179 122 1. 35% .9~ 

A m111t 265 172 2. 00.C 1 .,2~ 

Sep 292 160 2. 2QC 1. 3 

Octob r 13, 230 13, 612 193 94 l . h,j .69.C 

ove ber 170 95 1. 28% .69% 

Decemb r 143 na 1. 0 .. ~ 

1957 - 1958 19$7 19$8 1957 1958 

Janua 13, .307 13, 733 130 79 . 9.,. .,.,. 
February 125 70 .9 .,o.s 
March 128 104 . 96 . 1,% 

April -13,396 14, 282 131 94 .97% .65% 

y 190 128 1.4 • 
June 162 1.37 1. 2 • 95 

The following figure duplicnt the r s1g tion inf or tion 1 v n aboYe oc pt 
that the r tea are hovn by qu rt rs, six months period , and the fisc 1 7e 1 
covered in this r port. 
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Worki!!S Force* 
Quarter 1956 lli1 

Jul7 - 13,246 1.3, 7 

October - Dec 1), 230 1.3,612 

19'>7 .!.,__ 

J r, - rch 1.3,307 13,733 

pr 1 - Ju 13, 96 1.L , 282 

1~7 

J • De er 13,2) 13, 9 

l:221. 
J anuarr - June 13, 351 

i,6- '. 7 • 7-• ~8 

1.3, 294 13, 768 

R 

736 

c;06 

19c,7 -
383 

483 

1, 242 

1221 
866 

ot 
tions 

19g7 

474 

)07 

19~8 

25) 

59 

7 

~ 
612 

' 56-' $7 '57- 158 
2,108 1, 9 

* Figur s taken fro rd of preno q tor. 

- 0 -

R sig tion 
Rate 

IB] lli.t 

$.,5. J. 52J 

J.8~ 2.25% 

1957 1958 -
2.8, l . 8L% 

3. 6 2. ~ 

1957 - 1958 -
6.4 4. 36% 

' $9-' 57 •~7-' $8 

5. 85% 10.1~ 



APPEIDIX XV 

NALYSIS SICK LEAVE 

Sick le ve has been under consider tion by the legisl ture in the p st two 
sessions a result of an Interi, Com.--nittee report in which abus s f sick 
leave were all ged. In both the 1955 and 19$7 se eion , the le i lature 
mended the Civil Service Lav in r rd to sick leave and the Civil S rvice 

Rule was changed according~. 

The dep rtm nt developed a sick le ve policy with th advi.c and con 1dera­
tion of the Personnel Council, nd with the approv 1 of the Civil Service 
oard. Th policy statement va distributed to all departments to furth r 

st tevide consistency among o rating depart nts in eick 1 ave administra­
ti n. Since the 1955 legislative session, the de rtment has established an 
nrmal reporting procedur nd has request d fro th op r ting departments 

specific information on ick 1 ~ which has been tabulated to sh w the ick 
leav experience in the classifi d service for two y ars . 

For comparativ purpose , the Civil Ser'Vi.ce Department' s sick le v experience 
also is shown. 

1956 1957 
All St te Civil Service All Sta C 

Departments Depart nt ~partm nt 

Aver g number at 
employ es lJ, ;28 54 lh,505* 55 

Total mimber of ick 
leave days used r -
p ~ted 76,434 270 89, 323. 4 269. 3 

Av mber of 
ve days 

, . 6~ , .o 6. 1r; 4. 89 

Total nW11ber of un-
used sick leave days 577,667 1,62;. r; 618,407 1,462. 5 

Average number ot 
42. 7 unused sick 1 ve 30. 0 1!2. 8 26.6 

Total m.t111ber of days 
of psed sick 
leave 66,904 53. 5 69, 87 106 

Aver ge lapsed sick 
leave 5. 09 . 99 4. 81 1. 92 

* Includes part tim and se sonal e pl es in the classified service. 
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Although vacation ha.a not be n a controversial subject, the use of Tacation 
time for the S8l'lle two year period is incluied. 

1956 1957 
All State Civil Service All St t Civil ervice 

De:par nt Depart t Depart: ent 

Total vacation days 
u d during year 171,h22 51h. 75 17h, 127 51h 

Av rage number of 
YDcati on d ~s used 
per employee 12. 8 9.,53 12. 0 9. 34 

Total number of un-
u ed c tion leave 
at end or ye 166,555 5a2.s 173, 732 356. 25 

Average nu er or 
unu d cation da 
Pr m.ployee 12 • .3 8. 9) 11. 97 6,.51 

... 42 ... 



P NDn JVI 

CIVILS 
R 6. 

D urHmI 
IO D 

July 11 1 56 throu,h Ju 301 1957 

A 
As A r 

s C r ot Education 
( tatio p ci 1 ucation) 

Examiner I 
aker I 

t II 
·senio Pl ce nt 

Communi nni Director 
I 

boratory ~ t 
• 1 Worker I 

ogiat II 
u ...... ua.n I 

UC tor 
porter I, II 

ngineer 

Instit ur ing Co ultant 
Instruc Supervisor 
La sea hitect I 
Li br arl. I 

id 
chanical ngine r 

Paro A ent I , II 
P tient Pro r s Supervisor I 
P 1 C lassifi on Ot.f'icer 
Prison Product lea Executi II • 

ychiatric Ai 
Public H 1th iologi et I, II 

o ngineor 
bilit ti.on Direct 
ndary Teach r 

S eo1al c tion Consul nt I 
Tu s h upervisor 
felepho ate ine 
Welfar eld esemati -v: 

ltar aini upervisor 
X- ay nician 

- 43 -

Jug 11 19$7 

Archi ct II 
Assistant Ar 
BlXlget X 

Busin ss nag r III 

une 301 1958 

i'ri.1 ngi r II . 
Clinic l P cholo iat I , II, III 
1958 Oolleg r c t E:xami tion 
C rrec ional gram upervi or 
Correctional Schools Su rv1 or 
C rection 1 Scho ls Couns 1 r I , II 
Crim Labora ry A lyst I , ll 
Education 1 Re earoh Director 

nto l gist I, II, III 
Highway Ill tion • n er 
H P1 l Con l nt 
Imustrial Education Consul nt II 
La Art uc tion Consul nt 

ed1cal e d Librarian I 
Mllk Sanitarian II 
Origin-De tination Stuey Dir ctor 
Patient Pr r ms Supervisor I 
lant Ind atrie Dir otor 
oul try I pe ti Su rvis r 

Pr1 n C ptain 
aychiatrio id I 

Public Heal th S ni rian 
e arch Anal t I 

earch Ent olo 1st 
eed P t to O ertitication Supervisor 

Speech Pat logiat 
Wel are i ld pr e nta t1 ve 



APFENDIX XVII 

A U'l'HCRITY ORA ED Fat PROVISIONAL APPOINUEN'I' 
EX! SIOOS LA u 1955, CHA 654 

Jug: 11 19$6 through June .301 1957 

rchitactural Draftsman llI 
arber Inspector 

Braille nd Sight SaVi T cher 
Brldge orker 
Carpenter 
Carpenter oreman 
Cler I 
Clerk Dr t, n 
Clerk tenogra}i).er I , II 
Clerk 1st I 
Clinic 1 Psychologist I, IlI 
Coo.c II 
Cu t i l orker I 
De uty Boiler Inspector 
D puty Commissioner of 'l'uation 
Deput ir Marshal (Fire) 
lectrician 

Electrici n Forenan 
Kl vator Oper tor 

-E'::E ployme Security Interview r I, II 
Employment Serdc Director 
Exandnat on Monitor 
Executi I 
General Re irman 
Oeologi t 
Or duat Nur I (Ge ral) 
Or duate urse III (Pediatric) 
Grounds n I 
Laborat Technici n n 
La er II . 

chinery As embly For••an 
id 
s n 

ec anical Engine r 
edical Technolo i t I 

Offic Equip nt Supervisor 
atient Act!vitie Leader I, !I 

Pati nt Actirtti s Worker 
Ph ic 1 Therapist I 
Plant Maintenance Engineer Helper 
Psychi tric Aide I 
Public eal th Engineer I 
R di Operator I 
Research Analy'st I 
Right of ay Agent 

econdary T cher 
St m Fir n 
Switchboard Oper tor I 
Tabulating Machine Opera tor I 
Te chers College E,recuti ve ecretary 
Teacher of th D a! 
X-ray Technician 

- 44 -

July 11 1957 through June 301 1958 

Apprenticeship Training Field Repre­
enta ve 

Aqu tio 1 logi t Aide 
Archit ct I, II 

socia W rden (Traini & Treatment) 
nter Fore. 

Ci Engin er? 
Clerk I 
Clerk StenograJ:h r II 
Clinic 1 Psycholo iat I 

-Dental ssistant 
DictaJit ne Operator I 

~mpl . nt Securi Interview r I 
Ex cutiw I 
Florist 
Oroun s n I 
uard Inatructor 

Heavy Equip nt Operator 
Hi hwy Training Officer 

ousepa ent I 
Janitor· 
Laborer II 
Ma on 
Nurse I tructor (P chiatric) 
Painter 
Plant Ind tries Dir ctor 
Pl r 
Practic l ur e I 
Property ssee nt Investigator I 

'Research Analyat I 
S n n I 

witch ard O rat.or I 
'-Tabulatin Machine Operator I, n 

Utilities Valuation Engineer II 
Vet rans Training Consultant 

--x-ray T chnician 



APPENDIX XVIII 

TRAINEES APPOINTED IN SPECIFIED PROJRAffi 
UNDm. HlOVISIONS OF OIVIL smvIG RULE 8. 9 

July 1, 1956 through Jun 301 1957 

A!fili te ur es 
n thesiology- F llow 

B cteriologist I 
Engineering Aide I 
=ngin ering Aide II 
Graduate urs I 
Gr in ampler I 
Grain W igher I 
Keypunch Oper tor 
Medic 1 Stud nts 
Occup tional Th rapist I 
Orthopedic Fellow 
P tient Acti viti II Le er I 
Physic 1 Therapist I 
P ychi tric Aide I (Mennoni 
Psychologist Intern 
Public Admini tr tion Int n 
Public He 1th urs I 
Public 1th Physic1 n I 
Rese rch Analyst I 
Sp ci 1 Teacher 
Social Work r I 
Und rgrad tes ( liar) 
Reh bili t tion l ricer I 

710 
1 
1 

260 
24 
2 

25 
16 
43 
22 
19 
6 
l 

16 
) 2 

4 
2 
1 
5 
l 
4 
1 

68 
13 

1, 247 

July 11 1957 through June )01 1958 

dministr ti ve Anal.y t I 
dministr tive As 1st nt (Securiti s) 

Affiliate Nurses 
Anesthe iology F llow 
Auditor I 
Bacteriolo ist I 
Cirtl ng:ln er I 
Engin rin Aide I (Highw y Tech. l) 
Engineering Aide II 
Graduate Engineer 
Gr duate Nurs I 
Grain Sampler I 
Grain Weigher I 
Health Educator 
Keypunch Oper tor 

dical Student 
Occupational Ther piat I 
Orthopedic Fello 
Patient Aet1vities Leader I 
Physical Therapi t I 
Psychiatric Aide I 
Peychiatric ide I (Mennonit a) 

sychologist Inter 
Publ c Administration In n 
Public Health urs I 
Rh b11 t tion Wor r I (Blind) 
Special Teacher 
ooial ork r I 

Social Worker II 
Undergradua. tes (Welf ) 
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1 
1 

,78 
7 
3 
6 

2; 
161 

28 
1 

12 
19 
15 

1 
JS 
9 

21 
8 
3 
8 

393 
18 
3 

11 
1 
1 
l 

27 
6 

51 

1,454 



AP IX XIX 

TRANSFERS FROM O'l'HJ!R JtRISDICTIOIS 

O l itf ord Oro?¥1uiat fro the Washington State ighw y Depart ant to an Engineer­
ing Aida II po it.ion in the Highw 7 Depart nt. 

Frederick w. Thorstenson from the United States Fish and Wild Life Service to 
a Civil Engineer ll position 1n the Higbwa.,. Department. 

Wilbert Fr n fr the Iowa State De r ent of Social Welfare to a elfare 
Representative posit ion with th Department of Pu.bllc Well'are . 

Roy J . Hanson, os .. 9 with the lrJ1\Y Corps ot Engineers t o a c·ivil Engineer I 
position with the Righvay De ant. 

O. M. Rut Told tro11 the Uni tad Sta es Corps of Engini era to a Ci 'Vil Eng-
ineer II position with the Hil#l 7 Depart nt. 

B. A. Liesch, a GS- 11 with the United States Depart nt ot the Interior to a 
Ground Water Hydrologist position in the Depart ent of Cons rvation, 

Ger ld lle on, Executive Secretaey III with the Cass County Welfare Board , 
to Welfare Consul nt position with the Department ot Public Welfare . 

ugene Smith , Prog m A lyst for the De tment of Defense aa igned to the 
United States delegation to IA o, to the posit.ton of Highway Admi.nistratiw 
Director. 

Jack O. Davis, a Personnel Technician II with th Washington State ~ rsonnel 
Board., to a Persomel Ottic r In position in the High ay Depar nt . 

Duane w. Brown tr the Oregon State High 7 Depar nt to a Ci v1l Bngin r I 
position in the Highw 7 D part nt • 
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MENT ORGANIZATION CHART OF CIVIL SER VICE DEPART 

Civil Service Board 

June 30, 1958 
56 Positions 

I Director of Civil Service I .. . . 

I As s is tant Director of Civil Service l -

'I Recr ui ting a nd Examining 1 l Classi ficat i on am Compe nsa t ion I I Transact ions and Off ice 
n ....... .i: .. n n Divisi on Manage me n t Di vision 

I -

I Civil Se:rvice Technic i an IV 1 I 
' 

I r Civi l Technician 1nl Ci vi l Servi ce Technic ian I V Service 
-

-

I Ci vil Service Technician I~I I I Civil Service Techni cia n III I I Ci vi l Service Techni cian 11 

I I 
Technic al Statt .... 1er 1.cal St aff Tee hnic a :r Staf f 

2--c ~s. Tee hnic ian II 1-=CaSo Tec hnician II 
6..c.s. Technician I 1 ~ Exec utive I 2--c . s. Technician I ,_ 

3 8 

I 
r I I l I 

Certification Test Checking Payroll Stenographic and Off ice Services & 
Section Section Section Typist Section Acc ounting Section 

1 Clerk 111 2 Clerk II 1 Clerk III 1 Clerk Steno III 1 Clerk III 
1 Clerk II 2 Clk 0 Typist I 2 Clerk II 1 Clerk Steno II 1 Dup. MachaOp. II 
1 Clk. Typist I 6 Clerk I 1 Clerk I 2 Clerk Steno I 1 Clerk II 
1 Clerk I 10 1 Clerk I (vacant) 3 Clerk Typist I 5 Clerk I 
4 .! Keypunch Tr • ,! Clerk Typist I 8 

- -6 ! 8 (vacant) 



APPENDIX XXI 

FINANCIAL REPmT OF THE CIVIL SERVICE DEPART 
F " BIENNIUM NDING JUBE 30, 1~8 

Total Re rted t o E:xp nditures 
Approl!:iations General Revenu tor the Year 

Personal Services 1~7 210, 1s2. oo • S,316. 56 a 205, 435. 54 
1958 514. 18 

Total Personal Servic s i 5 , BJO. 7li 

u lies Jixpens a 1957 19, 270. 00 $ 129. 19 $ 19, 140. 81 
19~8 21174J. 7L«. 44 .43 21,2699. 32 

T t l Supplies Expenses I !il,013. 7 I 173.62 8 40, 840. 13 

Totals • 500, 227. 1~ • 6, 004. 36 494 ,222 . 87 

Includes 15,677~38 special appropriation for ocial Security. 
ff Incl udes $19,459. 32 tor ocial Security. 

The differ nee in Soci 1 Security expenditur s rd special ap ropr:1. ton 
gr n d for this purpose• s paid ou\ of fume tor the r gular operation 
of the de rt nt. 

iH Sp cial grants were . de in SupPlies Expenses as ppropriation w r not 
sufficient tor require nta. Th gr nts wer : 1956- 57, 1 , 500 from Con­
tinent FurxiJ 1~7-58, $1,200 from Contingent Fund; 1~7- 58, $67. 75 fro 
O n Em Appropriations to cover Social Security servic s . 

Distribution of Dep rt tal Personal Senices 
xpenditure Between Cl rte l am Technical Activities 

r of Full- Annul Personal Servic Pr C n TC -
Ti ploye s &xpendi tures tor Full- ti. nical & C l.eri-

on Payroll mployees cal Expemi t ures 

.1221 192a 19 7 ~ 
Clerical Staff )6 35 $ 133,495. 22 t 156, 962. 32• 67% 65~ 

Tc nic l Start 18 ...L. 65,751.38 84, £)18.17 3 J5i -
54 54 I 199,246.60$ 241,480. 49tt-

* Includes Social Security' tching fums . 
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APPENDll XXII 

CIVIL VICE DEP.ART 
EXPEBDl'l'tR S F A T ?EAR PIBIOD 

Fiscal lumber ull- ti• Civil ervice Dep r t-
y r Cl assified Bmploz:! a nt. Expem1tures 

1948-49 10,523 I 173, 839. 19 

19h9- 50 ll, 496 179,924. 29 

195' 51 ll,8S6 l 2,276. 10 

1951-52 12,251 226, 219.25 

1 5 -53 12, 445 229, 7 4., 07 

195 54 12, 802 216, Jl2 . B9 

1 54- 5 12,681 218,613.71 

19~5-56 1.3, 208 215 , BJ. 09 

19t;6-S7 n ,449 224,S76. J5 

19',7-58 14,)87 269,646 . 52 
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APP£ IX IlIII 

SEPAR TIONS FRO~ T CIVIL S VICE D•PART-
T D 00 THE BIEN:NI 

July 1, 1956 t rough June 30, 1~8 

Reasons 

Pro otions in tate rvic 

Other empl ant 

Family respo 1bili ty, marr1 
and other p r o 1 r a o 

Di missed during o tionar., 
p riod 

Tr nsf rat aa le l 

R tir nt 

Total 

Total includes 51 clerical e lo 

... 50 -

umber or mployees 

10 

18 

29 

7 

1 

l 

66 

and 15 t chnicians • 




