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League of Women Voters of Minnesota January, 1952
84 South Tenth Street, Room 406
Minneapolis 3, Minnesota Additional copies ~ 3¢

REPORT ON CIVIL SERVICE

Civil Service has been a continuing item on the state League Program since
1935. At present it is a Platform, not a Current Agenda, item, Platform activity
is confined to "susteined attention", Therefore, this report is a cursory picturs
of recent developments and a quick look at some areas needing continuing attention,

ENABLING ACT

Because the League of Women Voters received major credit for the passage of
the 1939 Civil Service Act, under which our state merit system operates, it is
inevitable that mary Leagues will be sought out for consultation and guidance
pertaining to the expansion of merit systems throughout the state.

The last legislature passed a state enabling act for general Civil Service
(Laws 1951, Ch, 675) authorizing the establishment of a Civil Service Personnel
System in any city of the second (20,000 to 50,000 population), third (10,000 to
20,000 population), or fourth class (under 10,000 population), village or borough
and providing for the operation and abolition of such systems Establishment of
a local merit system is provided by -an ordinance approved by a majority of the
voters voting on its approval at a general or special election. Within thirty
days after the effective date of the merit system ordinance a personnel board of
three members shall be appointed. In a municipality having police and fire Civil
Service Commissions, all the members of such commissions shall become the members
of the board established under the act and shall serve as members of the new board
for the remainder of the terms for which they were originally appointed. Any
permanent employee of a police or fire department under the Jjurisdiction of a
commission at the time of the effective date of & merit system ordinance shall
automatically become a permanent employee in the classified service subject to the
protection of the new act., Nothing in the act precludes any municipality from
abolishing the personnel board or modifying its powers eand duties by home rule
charter provisions.

Local Leagues interested in the new enabling act may secure data from the
League of Minnesota Municipalities, 15 University of Minnesota Library, Minneapolis
14, Minnesota, They can supply Two Model Civil Service Ordinances, (415 h1),
prepared to assist municipal councils interested in taling advantage of the new
enabling act. They also have a twenty-nine pege Model Civil Service Rules and
Regulations, (415 h7), which embody what is considered to be "accepted and defensible
practice in the esteblishment and administration of a sound merit system in small
and medium—-sized municipalities."

The enabling act makes the merit system subject to the veterans! preference
law (197.45 and 197.46) without modification, Because of the general growing feeling
that the veterans! preference law should be corrected to protect the merit prinecipl<
within the Civil Service System, it is important that the problem of veterans!
preference be taken into consideration in framing and applying the rules.




VETERANS' PREFERENCE

The Report of the Veterans' Preference in Public Employment Commission submitted
to the 1951 Minn, Legislature is available in its final form, It was sent to eech
local Leagzue last year. This report deserves careful consideration especially
since the veterans themselves seem to agree that too much preference works a hard-
ship on veteran employees and non-veteran emnloyees alike, The preference now
granted by Minnesota State law to veterans and their widows is one of the strongest
in the country, (See Veterans' Preference in Minn, by Legislative Ressarch Committee,
1948, )

Out of twenty-two states which grant one or another form of nreferences for
war veterans thirteen of them, including Minnesota, afford preferences in promotions
as well as in original appointments. For sometime the League has added support to
the stand taken by the Executive Council of the Civil Service Assembly of U. S. and
Canada, that preference should not be applied to promotional examinations, The
Commission's report to the 1951 Minnesota Legislature recommends "that absolute
preference be striclken from promotional examinations." It explains that "the pre-
dominance of testimony from emwloyees in classified service of the State establishes
the fact that absolute preference in promotional examinations creates dissatisfaction
and hardship among veteran emrloyees as well as non-veteran emnloyees, Veterans
wore free in stating that they were willing and able to compete with non-veteran
employees without the benefit of absolute preference,"

A new professional magazine in the Civll Service field will aid in keeping
abreast of court deécisions: Civil Service Law Reporter issued monthly by the National
Civil Service League, a citizens' organization devoted to adoption in government of
a modern personnel system based on merit, H. Eliot Kaplan, Editor, 120 E. 29th St.,
New York 16, N, Y, TFirst issue, July 1951. Subscri»tion $25 a year, In the Nov,
1951 issue, under Preference in Promotion for Veterans it is stated that the validity
of veterans' preference in Civil Service apnointuente has been well established by,
Court decisions. Sevptember 24, 1951, the Pennsylvania Supreme Court reaffirmed the
validity of a statute granting veterans' preference in original appointments in the
Civil Service but held unconstitutional a similar preference sought to be granted in
promotions, (Commonwealth ex rel. Maurer V. O'Neill) The Arizona Supreme Court
stated the followinz in its ovninion: (Parrack V. Ford, 68 Ariz., 205, 203 p, 2nd 872.)
"The attitude in other states has been that after a veteran has secured employment
he is on equal footing with others similarly emwloyed and should no longer need to be
entitled to preference over other emnloyees. The nublic interest could well be
adversely affected by a continval nromotion of less fit persons on the public nayroll
by granting preference of even 5% on promotional examinations." This section in the
Civil Service Law Reporter says that the dicta of the Arizona and Pennsylvania
Supreme Courts apnear to be the only dicta which specifically distinguished between
the constitutionality of veterans' preference in promotions as contrasted with
preference in initial apnointments.

LITTLE HOOVER COMMISSION RECOMMENDATIONS

The League's State Current Agenda item of relationship of revenue requirements
and revenue sources in Minnesota, touches on efficiency and economy in state govern-
uent, Here Civil Service again becomes our concern, The Little Hoover Commission
gives as a major defect in the oresent Civil Service Law the "closed back door"
limiting the removal of unsatisfactory emnloyees. Another recommendation has to do
with the anpointment of the Director of Civil Service who at the present time is an
appointee of the Civil Service Board. There seems to be a growing feeling that the
Diredtor should be apnointed by the Governor and be responsible to the Chief Executive,
The Little Hoover Commission recommends that the Governor appoint the Director from
a list of three gualified applicants supplied by the Civil Service Board. The
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Veterans! Preference Commission recommended that the Governor appoint a gualified
Civil Service Director interested in the principles of a good merit system for a term
of four years, with the consent and advice of the Senate., This latter apnointment
procedure lacks recognized safeguarés essential to a highly svecialized job of
professional status,

Other administrative practices of the Civil Service Department are part of
efficiency in government. A single merit system for all state officials and emloy-
ees has been recommended; a permanent and uniform efficiency and merit rating system
should be established in accordance with accepted professional standards. A deter-
mingtion is needed of those practices which should be quaranteed by law and those

which should remain policy under the control of qualified leadership,

Much creditable progress has been made in Minnesota Civil Service since 1939,
Under consideration at the »resent time are recommendations of various official and
various common-interests groupms., These recommendations need to be commared and care-
fully selected for backing in order that the nrogress in Civil Service will not be
impeded. Evaluation and wise choices will give the State merit system support which
inevitably will accrue to efficiency in government,

OTHER LFAGUE MATERIAL ON CIVIL SERVICE

Veterans' Preference in Minnesota——Oct, 1948 - 5¢

History and Development of League Support of Civil Service~~Jan, 1950 ~ 3¢
Statement of LWV before Interim Commission on Veterans Preference~—Jan. 1950 - 3¢
Comparative Study--Feb., 1951 -~ 7¢

(Present Civil Service Laws
(Recommendations of the Minn. Efficiency in Government Commission
(Recommendations of the Veterans Preference in Public Fmnloyment Commission
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BETTY C. BYRNE
253 Plymouth Building
Minneapolis 3, Minnesota

February 28, 1952
Ste Paul Board of League of Women Voters
St. Paul, Minnesota

Attention: Mrs. Alfred Partridge, President

RE: A proposal for study by the league of the State, Federal
end International Mental Health Program

Dear Mrs. Partridge:

The Mental Health program is a subject to which the League has
not previously directed its attention since its conception by legislative act in
1939, Because it has seemed to be the subject of so much discussion, so many group
and radio programs, editorials, etc. it might appear to the casual observer that
enough has already been or is being done. 4Actually, at this point, no program of
such large and costly range, has ever been more in need of adult study by adult
groups with an emphasis on the "factual® approach to its many problems. To put it
bluntly, the whole program here in Minnesota and undoubtedly extended into the
Federal program, has suffered gravely from mass hysteria and emotionalism -- from
too much loose end uninformed talk, rumor, and idle speculation.

Nor have we & right to have too much complacence with our pro-
gress at this stage. That attitude in itself is possessed of dangerous consequences.
Also, the hue and cry of "partisan politics" has stigmatized the program in the gen-
eral public's mind. Small wonder that the average voter and the legislators them-
selves are confused as to how we got this far and where we go from here. Couple

these factors with a lack of knowledge bred from the complete absence of organized
and readily eveilable study materials on all of theprogram's multiple aspects, and
you have a situation meking it impossible forany one to vote intelligently on such
an important and expensive underteking. Now is the time to assess it in the light of
its past history, its present status, and its future long range planning. It is beg-
ging for comparison with what other states are doing, the Federal program, foreign
countries.

In Minnesota past legislation pertinent to the mental health pro-
gram needs overhauling. Some laws are poorly or carelessly writien and need careful
analysis before rewriting or amending. There is urgent need that the state civil
service legislation, which the League sponsored ten years ago, be reconsidered in
terms of today's unforeseen problems -- and in its relationship to the Mental Health
laws and program. Here, in particular, in our Minnesota mental hespitals and insti-
tutional schools, the obsolete salary schedules and limited classifications which the
state civil service imposes are working to everybody's disadvantage, including the
taXpayer.

Our state civil service was adopted at a time where there was no
apparent labor shortage and salaries were commensurably low. You are all familiar
with the current acute personnel shortage, covering physiciaens, teachers, any and
every kind of skilled and unskilled labor. We have grown accustomed to the high
cost of living and salaries adjusted to it. The war situation gnd the draft have
aggravated it, but there is no end to either in the foreseeable future. Business,
Federal, County and urban civil service compete for available help at "going" rates
of pay. Only state civil service is legally limited to offering only about half of
what other employers can.

When you stop to think that in our hospitels every employee, with
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the exception of the superintendents, is, by law, compelled to be on state civil
service with its contingent low salary schedules, you can readily imagine what a
terrific problem it is to hire and keep employees. The turnover to better paying
Federal, County, City or open positions is constant. The resultant waste of money
and training time is appalling. Furthermore, there is injustice worked upon those
whe remain in their state civil service positions because of a sense of duty and
responsibility. Their work load is increased, the hours they give lengthen far be-
yond a forty-hour week, and yet there is no relief in sight nor additional compen-
sation.

Because of lack of space and time, I will cite only a few situa-
tions in the whole mental health program where the League's attention would benefit
the citizenry.

I.

The "Beta®" groups are schools for the education of the mentally
retarded children whose I.Q.'s are too low to permit their attendance at “normal®
public schools. By conservative estimate there are one thousand mentally retarded
children in Minneapolis. The "Beta" class in this city is under the State Depart-
ment of Education, subject to State standerds and receiving state support of $00.00
per child. In St. Paul, the city Department of Education finances it; it receives
no state aid because it can't meet state standards for teachers, class-loads and
physical plants. Our state standards of teacher certification etc. are most com-
mendably high, but in the practical face of & most acute shortage of even general
teachers and an even more barren roll of specially trained teachers, you have the
insoluble problem of trying to reconcile one with another. The St. Paul "Beta"
group parents feel that they cannot sacrifice what they have, a precious commodity
of three specially trained teachers, even in return for desirable and needed state
financial assistance.

There is an ever constent factor of 30,000 mental retarded chil-
dren to be educated in Minnesota alone. In the rural counties, the parents of these
children faced this problem of a lack of specially trained teachers, high state
standards, plus a lack of transporteftion, by attempting to set up parent-run schools
finenced only by themselves. Teachers in the mental hospitals and institutional
8chools lose their professional status and become *institutional employees® with
such low salaries that few are either attracted or want to stay.

Our current teacher graduate list from all accredited training
schools in Minnesota is 26% under last yeer's and subject to greater loss by the
inroads of the draft. We have always lost meny of our Minnesota-educated graduates
to other states immediately after greduation. Because of the increasing salary
disadvantage, in all competitive fields, the rate at which we lose now is alarm-
ing. Our specially educated teachers' salaries are fixed at no more or less, as in
the case of cur institutional teachers, than general teachers.

Need I point further the urgent need for an immediate over-all
survey of the Mental Health progrem in terms of the standerds of public education,
no adequate salary inducements, teacher shorteges and obsolete civil service limi-
tations.

II.

Commitments to Stete Institutions: This procedure in Minnesota
is purely a legal one - whether it be voluntary or involuntary. Should it be legal
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or upon a medical recormendation? Should the state assume full guardianship as

it does now, or should the stetute be changed so that individual responsibility
remains? The probate courts which deal with commitments have somewhat modified a
harsh procedure in Hennepin and Ramsey counties. In the rurel counties, in the
hands of most probate judges, commitment is a harrowing procedure, left to the
discretion of uneducated and unsympathetic elected officials who have not the
necessary qualifications to have this responsibility.. Because rural probate judges
hold other jobs to eke out their income and gain fees from commitment procedures,
I leave it to you tec draw your own conclusions. When legislative improvements or
compromises in our commitment statutes have been suggested, rural judges have been
the first to lobby ageinst them.

J..J_Ic

In regard to civil service as it affects our mental heglth pro-
gram, I have already stated a very few of the problems it poses as it is legally
enforced. Certainly the entire program needs re-evaluaticn, end a plan for legis-
lative action by elimination, modification, or cooperative compromise. The whole
success of the mental health program hinges upon this necessary action. The voting
public is almost entirely in a state of complete ignorance in regard tc its own
state civil service mrogram and its mental health programe WNor do our legislators
have any advgntage here. The two are gs closely irrevocably locked as Siamese twins
by a system of conflicting laws -- and, in the case of our mental hospitals, as help-
less to progress independently.

Prom a standpoint of expense, the mental health program is one of
the most costly of our new and highly necessary programs, comparing in appropria-
tions only less then the veterans' bonus. Because economy can be effected only by
efficient eoordinsted plenning, standardization, wise appropriating, and considered
legislating, agein may I stress the need for your study in these related fields.

To state the situation which is current and exists at this very
moment: The taxpayers have already willingly assumed the burden for the care and
improvement of our mentally ill and retarded. The legislature has duly asppropriated
the money for the institutions, but it remains "in surplus" to revert to the gen-
eral fund in July because it can't be wisely spent for the “help" and personnel
which constitutes the backbone of hospitel maintenance and expense in the budget.
Our hospitals are literally suffering from lack of help, the money is there to
pay for it, but the state civil service low smlary schedules and obsolete categories
and quotas have made it legelly impossible to spend this money for the purpose for
which it was dedicated.

Not knowing the real reason for the funds in surplus for our hos-
pitals, most voters and the legislature itself may jump to the conclusion that our
hopitals need no more. Actually with every day that passes, with this situation
uncorrected, our mental health program is taking a step backwsrd. For these reasons,
and many more which a need for brevity does not permit my touching upon, I submit it
to the Leegue in its entirely as a problem deserving of thorough study. In all of its
implications, the Mental Health program is indeed a worthy challenge for the League.

Sincerely

BCB:fdp Betty C. Byrne

P. S. Here appended is e skeleton outline of points of guestion in our state civil
sService laws:




(1) In going over the statutes of the state civil service, it seems
to me that too much power is vested in the office and person of one man. Has this
made for executive end administrative efficiency, or does it constitute a dangerous
one man dictatorship of the system and corresponding control over systems in other
departments subject to it?

(2) Only administrative heads, such as superintendents of hospi-
tals, are exempted from civil service. Although they are held responsible by
the public and the legislature for a high standerd of hospitel administration,
they heve no actual control over the backbone of a hospital, its personnel.
After a short six months' probationary period, the employee goes on permanent
status and is subject to removal or dismissal only by a hard burden of estab-
lishing proof. Is this six months' period long enough, or should it be extended
to two years? Should transfer upon recommendation of the superintendent be
obligatory?

(3) With a physician shortage comparable to that existing among
teachers, should either of these two professional classes remain under ¢ivil ser-
vice? Its supposed benefits are not, mpon study, either attracting or holding
these people. Statistics and trends verify that statement readily.

(g) With civil service quota of only seven doctors and two dentists, an
institutional population of almost three thousand, such as exists at
Feribault, is hard pressed for even adequate medical and dental care.
Because of this, they resort to calling in many local doctors and
dentists at prevailing rates and that doesn't give more than emergency
medicel care.

(b) The hospitals suffer from an almost 100% annual turn over of psychiatric
aides. Why? Is it recruitment?

(4) With the advent of new approaches, modern treatments, and solu-
tions to old problems, a need has arisen for the enlargement of preeent civil ser-
vice categories and created a need for new ones in our hospitals. Social workers,
dieticians, pguidance supervisors, clinical directors, liasison coordinating offi-
cers - to name only a few.

(5) Recruitment, veterans' preference and proper screening, overlapping
retirement and pension programs all need study before the program can function effi-
Ciently-

(6) Of utmost and immediate concern, salary schedules need to be en-
lerged all the way up and down the line., Otherwise, the money which the legislature
has already appropriated cannot now be wisely spent because neither the superintendent
nor the civil service commission can hire the kind of specialized personnel which our
nental hospitals require.

Only as a further evidence of the ruinous results of haphazard legis-
lation by uninformed end harassed legislators, may I point out that at the last ses-
sion, the salaries of hospital superintendents with years of experience in adminis-
tration at their posts are now fixed by law at a figure lower than the maximum allowed
their assistants under civil service!




March 17, 1952

M#sg Betty Byrne
253 Plymouth Bldg.
Minnespolis 3 Minn,

Dear Betty Bymme,

In answar to your very in%eresting letter of February 28th, 1952, I would
any the$ you shonld brings this mntser to the attention of the leea Board
of your League, I assume that you have done this, becnuse your letter

is addressed %o Mre, Partridge, If this Board wishes, it may recommend
to the State Board at least three weeks before our State Convention,
which 12 Nay P21-P2 in Rochester this year, tha¥ this item be placed on
the agenda for the next yesr, 1952«-53, You see, $his is the second round
of vrogram suggestions coming from the local Leazues %o the State Board,
The first round was due four monthe bHefore Convention., The process gets
harder ns the tine goes along,

If your loeal Board does no% recomsend your item %o the State Board., wou
as a meuber of the Lesgue of Women Voters of Minnesota, hawve a right to
go to Convention and cpenk, asking the Convention to consider matting

your item on ths Agenda, If the Convention votes by a 2/3 majority to
congider the 1dea, then you may present the J“;nm. Howaver, there will
be a 1limit on the nunber of minutes one person 1e allowed to talk, so if
you are going to mut over your idea, wvou will have to gather a number
of supnortera tomether %o also snenk to the Item, After the matter is
iiscussed, the Oonvention must vote by a 2/3 majority to nut the Iten
on the Agends,

I should tell you %that there is very 1it%le chanee of ¥your accomplishing
your nurpose, One resason is that thers 13 A great dell of pressure
among League menmbers to cut the nrogrsm. Last year, after wuch warm
debate, and %o the great dieapnointment of many League members, the Cohe
vention voted o take Civil Service off the Current Apgendn, Therefore

I see 1ittle chrnee of their deciding %o take on an entirely new item
for study such as the “ental Health Program, The only way I csn see
that the League of Women Voters might work along the lines vy wish
would be if Civil Service is put back on the A-enda again, and the
functioning of Civil Service in relsation %o the Mental Hospitals

would be included as part of the whole nrojecs,

If there are any questions, don't hesitate %o cAll us,
Sincerely,

Mrs, K, K, McMillan, President,







BETTY C. BYRNE
253 Plymouth Building
Minneapolis 3, Minnesota

April 8, 1952

Mrs. F. We Eottke
Chairman of Seetion
2741 Drew Ave, So.
ldnneapolis, Minnesota
Dear Mrs. Kottke:
Sece 2/ of the Minneapolis, Minnesota League of Vomen
Voters votes to include 8 an item of study and aetkon the revision
of State Civil Act as a whole with special emphesis on its relationship

to institutional and mental hospital employees. This is recommended

by us beeause the money appropriasted by the legislature for institu-

tions and hospitals camnot be spent for the purpose for which it was

intended and budgeted. It will revert to the genersl fund in July 1952.
This has also been voted upon favorably by Sec. 22 of

St. Paul, Furthermore, it has been passed by the Minneapolis Bogrd

and recommended for favorable action to the State Board.

Sincerely




BETTY C, BYRNE
253 Plymouth Building
Minneapolis 3, Minnesota

February 28, 1952
St. Paul Board of League of Women Voters
St, Paul, Minnesota

IN RE: A proposal for study by the League of the State,
Federal and Intermational Mental Health Program

Dear Madam President:

The Mental Health program is a subject to which the League has
not previously directed its attention since its conception by legislative act in
1939 Because it has seemed to be the subject of so much discussion, so many group
and radio programs, editorials, etc. it might appear to the casual observer that
enough has already been or is being done. Actually, at this point, no program of
such large and costly range, has ever been more in need of adult study by adult
groups with an emphasis on the "factual" approach to its many problems. To put it
bluntly, the whole program here in Minnesota and undoubtedly extended into the Federal -
program, has suffered gravely from mass hysteria and emotionalism -- from too much
loose and uninformed talk, rumor, and idle speculation.

Nor have we a right to have too much complacence with our pro-
gress at this stage. That attitude in itself is possessed of dangerous consequences.
Also, the hue and cry of "partisan politics" has stigmatized the program in the gen-
eral public's mind, Small wonder that the average voter and the legislators them-
selves are confused as to how we got this far and where we go from here, Couple
these factors with a lack of knowledge bred from the complete absence of organized
and readily available study materials on all of the program's multiple aspects, and
you have a situation making it impossible for any one to vote intelligently on such =<
an important and expensive undertaking, Now is the time to assessyit in the light of
its past history, its present status, and its future long range planning. It is beg= A =
ging for comparison with what other states are d01ng, the Federal program, foreign
countries,

In Minnesota péét legislation pertinent to the mental health pro- *
gram needs overhauling, Some laws are poorly or carelessly written and need careful
analysis before rewriting or amending. There is urgent need that the state civil
service legislation, which the League sponsored ten years ago, be reconsidered in
terms of today's unforeseen problems -- and in its relationship to the Mental Health
laws and program. Here, in particular, in our Minnesota mental hospitals and insti-
tutional schools, the obsolete salary schedules and limited classifications which the
state civil service imposes are working to everybody'!s disadvantage, including the

taxpayer.

Our state civil service was adopted at a time where there was no
apparent labor shortage and salaries were commensurably low. You are all familiar
with the current acute personnel shortage, covering physicians, teachers, any and
every kind of skilled and unskilled labor. We have grown accustomed to the high
cost of living and salaries adjusted to it., The war situation and the draft have
aggravated it, but there is no end to either in the foreseeable future. Business,
Federal, County and urban civil service compete for available help at "going" rates
of pay. Only state civil service is legally limited to offering only about half of
what other employers can.

o

v
When you stop to think that in our hospitals every employee, with
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the exception of the superintendents, is, by law, compelled to be on state civil
service with its contingent low salary schedules, you can readily imagine what a
terrific problem it is to hire and keep employees. The turnover to better paying
Federal, County, City or open positions is constant. The resultant waste of money
and training time is appalling. Furthermore, there is injustice worked upon those
who remain in their state civil service positions because of 3 sense of duty and
responsibility. Their work load is increased, the hours they give lengthen far be-
yond a forty-hour week, and yet there is no relief in sight nor additional compen-
sation.

Because of lack of space and time, I will cite only a few situa-
tions in the whole mental health program where the league'!s attention would benefit
the citizenry.

I‘

The "Beta" groups are schools for the education of the mentally
retarded children whose I.Q.'s are too low to permit their attendance at "normal"
public schools. By conservative estimate there are one thousand mentally retarded
children in Minneapolis. The "Beta" class in this city is under the State Depart-
ment of Education, subject to State standards and receiving state support of $L00.00
per child, In St. Paul, the city Department of Education finances it; it receives
no state aid because it can't meet state standards for teachers, class~loads and
physical plants. Our state standards of teacher certification etc. are most com=-
mendably high, but in the practical face of a most acute shortage of even general
teachers and an even more barren roll of specially trained teachers, you have the
insoluble problem of trying to reconcile one with another. The St. Paul "Beta'
group parents feel that they cannot sacrifice what they have, a precious commodity
of three specially trained teachers, even in return for desirable and needed state
financial assistance.

There is an ever constant factor of 30,000 mentally retarded chil-
dren to be educated in Minnesota alone. In the rural counties, the parents of these
children faced this problem of a lack of specially trained teachers, high state
standards, plus a lack of transportation, by attempting to set up parent-run schools
financed only by themselves. Teachers in the mental hospitals and institutional
schools lose their professional status and become "institutional employees" with
such low salaries that few are either attracted or want to stay.

Our current teacher graduate list from all accredited training
schools in Minnesota is 26% under last year'!s and subject to greater loss by the
inroads of the draft., We have always lost many of our Minnesota-educated graduates
to other states immediately after graduation. Because of the increasing salary
disadvantage, in all competitive fields, the rate at which we lose now is alarm-
ing, Our specially educated teachers! salaries are fixed at no more or less, as in
the case of our institutional teachers than general teachers.

Need I point further the urgent need for an immediate ever-all
survey of the Mental Health program in terms of the standards of public education,
no adequate salary inducements, teacher shortages and absolete civil service limita-
tions.

II.

Commitments to State Institutions: This procedure in Minnesota
is purely a legal one — whether it be volumtary or involuntary. ©Should it be legal
or upon a medical recommendation? Should the state assume full guardianship as
it does now, or should the statute be changed so that individual responsibility
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remains? The probate courts which deal with commitments have somewhat modified a
harsh procedure in Hennepin and Ramsey counties, In the rural counties, in the
hands of most probate judges, commitment is a harrowing procedure, left to the
discretion of uneducated and unsympathetic elected officials who have not the
necessary qualifications to have this responsibility. Because rural probate judges
hold other jobs to eke out their income and gain fees from commitment procedures, 1
leave it to you to draw your own conclusions. When legislative improvements or
compromises in our commitment status have been suggested, rural judges have been the
first to lobby against them.

III.

In regard to civil service as it affects our mental health pro-
gram, I have already stated a very few of the problems it poses as it is legally
enforced. Certainly the entire program needs re-evaluation, and a plan for legis-
lative action by elimination, modification, or cooperative compromise. The whole
success of the mental health program hinges upon this necessary action. The voting
public is almost entirely in a state of complete ignorance in regard to its own
state civil service program and its mental health program, Nor do our legislators
have any advantage here. The two are as closely irrevocably locked as Siamese twins
by a system of conflicting laws -~ and, in the case of our mental hospitals, as
helpless to progress independently.

From a standpoint of expense, the mental health program is one of
the most costly of our new and highly necessary programs, comparing in appropria=-

tions only less than the veterans! bonus. Because economy can be effected only by
efficient coordinated planning, standardization, wise eppropriating, and considered
legislating, again may I stress the need for your study in these related fields.

To state the situation which is current and exists at this very
moment: The taxpayers have already willingly assumed the burden for the care and
improvement of our mentally ill and retarded. The legislature has duly appropriated
the money for the institutions, but it remains "in surplus" to revert to the general
fund in July because it can't be wisely spent for the "help" and personnel which
constitutes the backbone of hospital maintenance and expense in the budget. Our
hospitals are literally suffering from lack of help, the money is there to pay for
it, but the state civil service low salary schedules and obsolete categories and
quotas have made it legally impossible to spend this money for the purpose for which
it was dedicated.

Not knowing the real reason for the funds in surplus for our hos-
pitals, most voters and the legislature itself may jump to the conclusion that our
hospitals need no more. Actually with every day that passes, with this situation
uncorrected, our mental health program is taking a step backward., For these reasons,
and many more which a need for brevity does not permit my touching upon, I submit it
to the League in its entirety as a problem deserving a thorough study. In all of its
implications, the Mental Health program is indeed a worthy challenge for the League.

Sincerely
BCB: fdp Betty C. Byrne

P, S. Here appended is a skeleton outline of points of question in our state civil
service laws:




A .

(1) 1In going overﬁthe statutes of the state civil service, it
seems to me that too much power is vested in the office and person of one man, Has
this made for executive and administrative efficiency, or does it constitute a
dangerous one man dictatorship of the system and corresponding control over systems
in other departments subject to it?

(2) Only administrative heads, such as superintendents of hospi-
tals, are exempted from civil service. Although they are held responsible by the
public and the legislature for a high standard of hospital administration, they have
no actual control over the backbone of a hospital, its personnel. After a short six
months! probationary period, the employee goes on permanent status and is subject to
removal or dismissal only by a hard burden of establishing proof. Is this six months!
period long enough, or should it be extended to two years? Should transfer upon
recommendation of the superintendent be obligatory?

(3) With a physician shortage comparable to that existing among
teachers, should either of these two professional classes remain under civil ser-
vice? Its supposed henefits are not, upon study, either attracting or holding
these people, Statistics and trends verify that statement readily.

(a) With civil service quota of only seven doctors and two dentists, an
institutional population of almost three thousand, such as exists at
Faribault, is hard pressed for even adequate medical and dental care.
Because of this, they resort to calling in many local doctors and
dentists at prevailing rates and that doesn't give more than emergency
medical care.

(b) The hospitals suffer from an almost 100% annual turn over of psychiatric
aides. Why? Is it recruitment?

(L) With the advent of new approaches, modern treatments, and
solutions to old problems, a need has arisen for the enlargement of present civil
service categories and created a need for new ones in our hospitals. Social workers,
dieticians, guidance supervisors, clinical directors, liaison coordinating officers -
to name only a few, & 8§ T X

(5) Recruitment, veterans! preference and proper screening, over-
lapping retirement and pension programs all need study before the program can function
efficiently.,

(6) Of utmost and immediate concern, salary schedules need to be
enlarged all the way up and down the line. Otherwise, the money which the legisla-
ture has already appropriated cannot now be wisely spent because neither the super-
intendent nor the civil service commission can hire the kind of specialized personnel
which our mental hospitals require,

Cnly as a further evidence of the ruinous results of haphazard
legislation by uninformed and harassed legislators, may I point out that at the last
session, the salariss of hospital superintendents with years of experience in admin-
istration at their posts are now fixed by law at a figure lower than the maximum
allowed their assistants under civil servicel
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GEORGE F. ZIESMER

Mrs. H. K. Medfillan, President
Minnesota League of Women Voters
417 Essex Building

Minneapolis, Minnesota

Dear Mrs, MacMillan:

A copy of a letter of February 28, 1952, written by Mrs. Betty C. Byrne,
253 Plymouth Building, Minneapolis 3, to the President of the St. Paul
Board of the League of Women Voters has been drawn to the attention of
the Civil Service Board and me. The Board was concerned about the ap-
parent misunderstanding of the operation of state civil service contained
in Mrs. Byrne's letter,.

We are hoping to arrange a meeting with Mrs. Byrne so that we may clarify
these various points. In the meantime, however, the Board has suggested
that we write this letter to the League. We appreciate Mrs. Byrne's sin-
cerity and value her interest in improving the state civil service system.

Insofar as salaries are concerned, not only as they apply to employees
in mental hospitals but also to employees of other departments as well,
the Civil Service Department has made every effort to keep abreast with
salary levels both in private industry and other governmental jurisdic-
tions. The Department was responsible for developing and recommending
to the Legislature a cost~of=-living pay plan which is now in effect.

In fact, Minnesota is the only state in the Union at the present time
with a cost-of-living pay plan.

We realize that in some categories our salaries are below what is being
paid by private industry. This is particularly true in the case of the
higher administrative and professional salaries. This is a situation,
however, which applies generally in the government service. We know
also that our rates are not as high as those paid by the Federal ser-
vice, and the Federal Government is actually paying more for most types
of work in this area than is private industry. For your information, we
are enclosing a list of typical classes which was prepared originally
for our anmual report to show changes in salaries in these particular
classes that have been made since the first pay plan was established in
1940, This has been brought up to date to reflect the cost-of-living
adjustment that will be made on July lst. We believe that this list
shows that significant changes have been made in the salaries paid state
employees since civil service went into effect.




Mrs. H. K.Madfillan May 2, 1952

There is no doubt that we have experienced a higher turnover rate since
the defense effort has been intensified again. This is true of almost
every employer in the state, however. In comparison with other employ-
ers, our turnover has probably not been excessive and in no way approaches
the 100 per cent figure quoted by Mrs, Byrne.

Mrs. Byrne seems to feel, and this opinion is shared by some others with
whom I have talked, that doctors should be in the unclassified service
s0 that they might receive more pay. There is no particular reason to
believe that the mere placing of physician positions in the unclassified
service would result in more pay for these positions. At the present
time the positions of our hospital superintendents, who must be quali-
fied psychiatrists, are in the unclassified service and yet this has not
resulted in their salaries being placed far above those in the classi-
fied service. In fact, although the professional men working under the
superintendents are not paid more, there are psychiatrists on the staff
of the Mental Health Commissioner who come under the classified service
whose salaries could exceed that paid the superintendents.

The placing of these positions in the unclassified service might have an
unsatisfactory effect on recruiting for these jobs in that no job security
or protection from dismissal could be held out as an inducement to the
applicants for these jobs. I understand this has been a detriment in

the efforts to secure a new Mental Health Commissioner, and the persons

on the Governor's Advisory Committee on Mental Health feel that some
changes should be made to provide protection and tenure in this posi-
tion.

I think the League is well acquainted with the problems we face on
veterans'! preference and also our feeling in regard to the problem of
the ®open® and ®closed back door.® For your information, however, we
are enclosing a copy of the report we sent to the Efficiency in Govern-
ment Commission (Little Hoover Commission) which covers these two points
in considerable detail.

We hope that at any time the League has any questions as to our functions

md procedures or any suggestions as to our operations, that it will feel
free to call upon us.

Enclosures







administrativs
administrator rather than dividing such responsibility among
of a commission or board. The
quasi-legislative
7il ice commission or board. The "iodel
Lew" and the newer civil service laws establish both a commission and
an executive director and differentiate clearly between the policy-making,
:ial and guesi-legislative responsibilities of thse commission

and the admin Lrative and technical functions of the director. The

Minnesota law follows this modern concert.

Although the basic Civil Service Act is sound and is recognized as such
by experts in the public personnel field throughout the country, revisions

of som pecific provisions might be desirable. For exampls, the sections

regarding provisional appointments (those appoirtments made when no list

eligibles is available) are somewhat in conflict and cause confusion.

There are two sections, Section 11 and 20, which have to do with this
of appointment. Although these have been interpreted together by
Attorney General, there is still room for further clarification. At
present time we have no definite plans for recommending changes to
the next session of the legislature in regard to these provisions. However,
the matter has been discussed with the Attorney General and it is possible
that before the next session it may be found advisable to suggest certain
amendments. Up to this time we have felt that the Department has not had
sufficient experience under normal conditions to be able to suggest what

should be done in the way of definite time limitations on provisional

appointments. Because of the importance of this factor to good merit
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accomplish its work the Division
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examination schedule,
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and notifying cendidates, preparing test materials for

administration, scoring shorb answer sheets, service ratings,

interview ratings, etc., and setting up eligible lists.

One of the significant departures the Minnesota Department of Civil
Service has made from traditional examination procssses is the abolition
of minimum qualifications as to the number of years of experience or

training required for entrance to an examination, Under this polic

persons who have gained their knowledge and abilities through experience

and are without formalized higher education are not prevented from com-
in the stale service but are given an opportunity to
demonstrate in the examination process whether they possess the neces-
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THE WORK UNIT REPORT OF THE RECRUITING AND EXANINING DIVISIQON
JULY 1, 1944 TO JULY 1, 1949 AND FROMN

JULY 1, 1949 TO JANUARY 1, 1950

T-1-44 ) : > ' Total
to (5% years )
G-50=-45

Number of examinations
given.

Number of applications
received. 12,625

Number of individuals
who took examinations.

Number of names placed
on eligible lists.

Number of appointments
made from eligible lists,

Number of different classes
for which examinations
were given. 252 21

*Suspension period - temporary appointments only (Laws 1945, Chapter 585)

February, 1950




Table Showing Progress of Minnesota State Salary Rates
for Random Classes from July 1, 1941 through July 1, 1952

% Increase
in Minimm
Salaries
Salary Rates Salary Rates from

July 1, 19l July 1, 1952 1941-1952

Accountant I $150-200 $292=332 .7

Accountant V 350=1425 566-636 61.7

Psychiatric Ride I é5- 90 195-225 200,

Psychiatric Aide IV 120-150 302-342 15

Civil Engimeer I 170-215 340~390 100.

Civil Erngineer VII L450-525 799-879

Clerk I 80-100 170-195

Clerk IIT 130-1460 262-302

Farmer I 70- 95 195= 225

Forest CGuard 90-115 195=225

Forester IV 200-250 1478-538

Graduate Murse I 85-110 252-292

Gradunate Nurse V 150-200 433-493

Physician I 150-200 193-533
Psychiatrist IIT 325-375 799-879
Steam Electric Operating

Engineer 170-195 282-322

Formerly titled Attendant I and Attendant IV, respectiwvely,

it PFormerly titled Forester




SPEED-0-LIPSE CO. INC. (ellipse machines)
Plymoyth Building,Minnespolies 3, Minn.
BETTY C. BYRNE, President and Gen'l Mgr.

May 16, 1952

Mra. Louella Newscomb

Minneapolis League of Women Voters
84 So. 10th St.

Essex Building

Minneapolis, Minnesota

Deer Mrs, Newscomb:

This is a letter which augments the information
contained in a report I made to the league on February 28, 1952
urging a study of the Mental Health Program with emphasis on civil
service. With your permission, I would like to add it to the
first section already on file.

Since it contains new information, I am con-
tinuing to get it into other organizations and to urge emdorse-
ment of the resolution herein coptained,

Sincerely f

T

74 | L2 1
Betty U Byrme

i




SPEED-O-LIPSE CO, INC. (ellipse machines)
Plymouth Building, Minneapolis 3, Minn,
BETTY C. BYRNE, President and Gen'l Mgr.

RESOLUTION

Resolved that:

WHEREAS, The Minnesota legislature has appropriated
the money for the hospitals and institutions which are benefitting
from the progress of the expanded Mental Health program, and

WHEREAS, A part of this sum is accruing and will
revert to the General Revenue Fund, July 1, 1952, because all of

it cannot be spent for the purpose for which it was budgeted; be-
cause the Minnesota State Civil Service legislation interferes
with the hiring of the necessary personnel because of its very
low and disadvantageous salary schedules in most instances,

BE IT RESOLVED, That immediate attention be given
to amending Minnesota State Civil Service legislation in the
light of new research techniques, requiring new categories of
personnel, and removing doctors and teachers and nurses from
the classified section; also raising currently low and dis-
advantageous salary schedules to a fair and competitive basis.

BE IT FURTHER RESOLVED, That study be given to the
Mental Health program itself to survey its past history, its
present. status, and to plan constructively for its future.




SPEED-0-LIPSE CO, INC. (ellipse machines)
Plymouth Building, Minneapolis 3, Minn,
BETTY C, BYRNE, President and Gentl Mgr.

Dear Fellow Citizen:

This is a subject which is of concern to every thinking voter and tax-
payer in the state of Minnesota for this reason:

Last year the legislature appropriated for our nineteen mental hospitals,
schools for the handlcaoped and penal institutions, the sum of $22,500,000.
Because the money could not be legally spent for greatly needed personnel to
staff these places, a sum estimated to run as high as $1,000,000 will revert
to general revenue funds on July 1, 1952, Reappropriation can be made only
by the legislature which will meet in January, 1953.

The situation will not change, however, until our currently low state
civil service salaries are raised to compete on a fair and attractive basis
with four other civil service systems operating within the state. The fed-
eral, county and urban civil service systems come far closer to meeting thes
"going" pay rates offéred by open fields to service jobs and professions
than does our state civil service. Consequently our institutions have suf-

fered from understaffing, particularly in the professional fields, where
salary disadvantages are the most apparent.

If you will consider this sample of comparative salary schedules care-
fully, you will see why the applicants to fill these vacant positions in
our state institutions are just not there. No blame can attach to the doc-
tors, dentists, teachers, social workers, aides, etc., who leave or reject
state employment, It is not within the realm of human nature or intelligence
to take less for one's labors when more, without so much effort and time, is
so easily to be made,

The statistics upon which these comparisons are based are current and
accurate, You will find an attached bibliography of source material, For
the sake of brevity, I have not included intermediate steps but cite the
full ranges gross without deductions or overhead., Let us first compare two
hospitals ~-- the Veterans'! and Fergus Falls -- but remember that only in our
state hospitals are physicians subject to the salary limitations of civil
service, At the Veterans! hospital they are grouped with nurses under the
federal department of Medicine and Surgery, administered by the Veterans!
Bureau. In private practice, the only ceiling on their earning capacity is
established by personal ability, endurance and ambition.

(1) At a representative private hospital in the Twin City area:

A staff of 25 or more doctors to care for a patient population
of 138

(2) Veterans Hospital -- also in Twin City area:

A staff of 100 resident doctors and a full time staff of 25-30
for 1000 patient peopulation
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(3) Fergus Falls (200 miles up north and undesirable for attracting per-
sonnel at any time because of distance involved):

A staff of 8 doctors -- including 2 psychiatrists -- for a patient
population of 2000

Salary Comparisons
Physicians: Start at Ceiling
Fergus Falls Physicians 1-2 $5,772 $ B8,10L
Veterans Hospital noon 5,9L0 10,800
Allow for increase of 25% of base pay for
every American Board examination passed
Private practice 12,000 15,000 or more
(by conservative estimate)

Psychiatrists;

Fergus Falls Psychiatrists 1-2 8,184 9,156
Veterans Hospital Psychiatrists 8,8L0 10,600

Private practice 15,000 20,000 or more

Superintendents:

Fergus Falls Administrative experience, specialized as
psychiatrist superintendent.... ... $ 10,000.
(subject to discretion of legislature, and
$57.00 less arnually than maximum allowed
assistant superintendent)

Veterans' Hospital Chief of Staff $ 11,800,
and allowance for increase

It is no wonder that our mental hospitals such as Fergus Falls, located
200 miles north of the favored Twin Cities area cannot fill it civil serv-
ice quota of eight doctors for a patient population of 2000. With no more
subsidized housing available there now, with such a large salary disadvantage
and ceiling, and with a natural dislike for leaving the convenience of the
"Twin Cities, Veterans Hospital, Rochester" research and medical center area,
%hree out of four applicants reject the positions now open at a start of
$5,772.

Of course if he does not choose to undertake the responsibilities of the
high overhead of private practice or at the Veterans! hospital, the doctor in
question can always throw away his degrees and apply for a job where degrees
don't count. Let him apply for a job in the federal civil service system
under the "Crafts, Protective and Custodial Schedule." Amendment issued
November 1, 1951 as follows: '

base annual perma- . _.:
nent_increase [aximum
"CPC -8 -(Janitor, messenger, unskilled labor) $3,7LO $125,e $ L,L50

CPC -9 -(Janitor, messenger, unskilled labor) L,150 125, 1,900
CPC-10 ~(Janitor, messenger, unskilled labor) UL,565 125. 5,315

"% Provision is made for additional increases beyond the maximum basic salary
rate shown for long years of service, in all grades up through G.S.10 (Chief
doctor at $11,800) to CPC -10 (Janitor, messenger, unskilled labor) at $5,315."

Having completed an education consisting of eight years in grade school,
four years in high school, seven years at the University, or its equivalent,
three years of internship after graduation for specialization, for a total of
twenty-two years of expensive and grueling study, the doctor's arithmetic
will add up the above score very quickly.




Dear Fellow Citizen page 3

The lowest salaried category in our hospitals is our psychiatric aides I
with a salary range to start from $189. - $219. Since there are no male nurses
available, these men constitute the backbone of our hospital personnel and
their calibre and efficiency determine whether the patient recovers or fails,
They receive no money, (except for a one hundred dollars bonus payment for in-
training) or recognition for the one hundred hours they spend in training.
Their work is both hard and unpleasant but so vitally necessary. Most of them
are married men with families to support. Because of dissatisfaction with
salaries and conditions the turnover is high. And why not?

In Ramsey County Civil Service a bus boy without experience makes $198.50
to $228.50

(2) A truck owner driver makes $251,50 - $283.00

(3) An unskilled laborer makes $211.00 - $2L1.00

(L) A window washer makes $223,00 - $253.00

Who can afford to be a psychiatric aide at $189.00 - $219,007?
Let us take the case of teachers briefly stated:

(1) There are approximately 140,000 children in elementary grades in
Minnesota and about 5000 teachers available.

(2) The shortage is currently alarming and, by reliable estimate from the
Bureau of Recommendations at the University, it will worsen for the next five
years, Our birth rate instead of dropping is doubling.

(3) Our graduating classes from all twenty accredited teachers! training
schools will be 25% less than last year's, This decrease will continue. About
one~third of our graduating seniors leave without even going into education al-
though those who remain can expect to get $3,000,00 for nine months.

(L) There are nine times more calls for teachers than there are candidates.
Two thousand plus calls for elementary alone -- 305 registered candidates for
positions there.

In the field of special education we are even worse hit:

(1) There are 50,000 to 60,000 handicapped children who need special
education., Only 10% of this need is now being met. A minimum estimate of
teacher lack here is over 1800, Only two teacher candidates are on file for
placement from the University for classes for the mentally retarded. Only 75
have ever taken courses there to teach in this field.

Teachers median salaries are =

Elementary
Secondary sessseesscsecssssss 3,598
Administrative supervisor or

principal .. . 5,051

In the field of special education, public school teachers with long ex-
perience and special training do not make more than the general medians indi-
cate, although the counties offer special inducements with selected provisions,
bonuses, allowances for married men, etc. in all fields.
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(2) In our institutions, teachers under civil service are classified as
institutional employees with the following salary schedules:

Elementary ...ceeveeesee $3,528 - $4,008 )
Secondary vees 3,528 - 1,008 ) Faribault School & Colony

Principal veeesnssas lyllo - 5,040 ) Cambridge School & Colony

For some unfounded reason: Braille and school for the deaf teachers and
principals are scheduled at slightly higher but correspondingly unfair salaries.
To teach the mentally retarded is deserving of just as much. But who wants to
quibble over whether teachers with a median salary of $3,323 are fairly paid or
not. If they hadn!t taken all that training, gathered all those degrees, had
all those years of experience in their fields, weren'!t married with families to
support, they might have the good fortune to qualify for this opening in the
United States Civil Service Commission, November 1, 1951:

"Part time charwomen and part time head charwomen are paid at the rate
of $2,700 (formerly $2,L00) per annum and $2,840 (formerly $2,5L0 per
annum respectively.,"

With no high standards of dress, living, or profession to maintain and
provision made for additional increase beyond the maximum, a teacher ought to
really make money here!

(3) In Hennepin County Civil Service -

Married social workers in administrative and supervisory capacities with
four years of college training and three years in-training at the Vince Day
Center can make at top rates of their classification only $L00. per month or
$L800, per annum. To support their families, they take on extra jobs for
two-three nights a week,

But if you have the good fortune to be a high school graduate without
experience you can expect to get a job as Clerk-Typist I and start at $255-
$273 per month until you are increased automatically without any effort on
your part to a possible $368, per month or $L,L16 per annum - which is only
an intermediate position to be filled by "a high school graduate with all of
six months to a year's experisnce "

(L) Altho a few top department heads such as Commissioner of Highways,
education, etc, make about $11,000 per year, most of our state supervisors
who have full responsibility for every detail of administration, financial
and personnel supervision, advance planning, etc. make $481l. per month or
$5,772 per annum. Most of them have served for ten to fifteen years and run
the statel's business as carefully as if it were their own. It must be a real
boost to their morale to know that Guard - Officer III makes exactly the same
money.

Who wants to be a superintendent of schools at $5,207 per year when he
can just as easily supervise garbage collections in the City of Minneapolis for
$5,880 by city ordinance, Group F? Nobody wants to get into a rut and they say
a change is good for every man!

Even though median salaries for teachers, for instance, have been in-
creased by an average of 7.6% over last year, the Bureau of Labor Statistics
Consumers' Price Index has increased by 9.,6% during the contract year from
April 1950 to 1951, Even though salaries have been raised, the high cost of
living has acted to effect a reduction,




Dear Fellow Citizen

Again may I call to your attention that one million dollars will revert to
general funds in July 1952 because our state civil service salary schedules are
"frozen" on obsolete depression rate pay scales. The Civil Service Commission
cannot pay more even though it recognizes the need and injustices of salary in-
equities existing between unskilled classified services and our experienced pro-
fessional capacities.

Because my father is a patient of St., Peter and our son has been in
Faribault for ten years, I write with both knowledge and sympathy for the rela-
tives and the 17,LU5 patients in our hospitals =~ and the people who give them
such constant and unfailing care, the employees.

May I urge your support for rectifying the inequities herein outlined., We
will be failing in our duty to our own state of Minnesota if we neglect this
prime responsibility for a legislative act which the League of Women Voters
originally sponsored and with which has maintained close contact in line with
its policy of continued responsibility.

Sincerely

A
P ol = il |
2\

A X~ ! N
BCB: ‘Betty G, Byﬂne
Enc, Bibliography '




Bibliography

Bibliography for statistical salary quotations, including my thanks for their

cooperation.

Current releases - Research Service
Circular #7

Circular #10

Statistical studies - Nov. 1951 = Aug. 1951

Graduate study on status and opportunities
for teachers of special education

Budget and classes for handicapped
children

Office of County Supt. of Schools
Building needs for mental hospitals

and others

Minnesota Wage Survey for University
Civil Service 1950

Social Workers Handbook

Public Administration Service

Proposed Budget for biennium 1951-53

Session Laws 1950

Amended civil service pay schedules

Minnesota Education Association

State of Minnesota, Dept of
Education

Samuel Yagu, Psychological-
Education, University
(Graduate study)

Dept. of Special Education,
State of Minnesota

Legislative releases, Research
Committee

Public Administration Service,
Chicago

Dept. of Institutions

Dept. of Administration

(1) Hennepin and (2) Ramsey
County Civil Service

(3) st, Paul and (L) Minneapolis
Civil Service Ordinance

(5) University of Minnesota
Civil Service

(6) County Merit System

(7) Minnesota State Civil
Service Commission

(8) Federal Govermment Civil
Service

(9) Veterans Bureau Personnel
Administration
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October 9, 1952

Mr. Robert U, Btover, Director
State Civil Service

State Office Pullding

8t. Paul, Minnesota

)enyr Mr. Stover:

As you }mow the Leasgue of Women Voters believes that a
well working merit system is necessary to efficient and
honest government., It is because of this that we enclose
a copy of a letter vhich we received concerning a state
givil serviece position.

fe are anxious to hear from you in regard te this matter

and the sction that will be taken upon it.

Sincerely,

Mre. K. X. MeMillan
President

ge: Mr. George F. Clesmer
Mres, Harington Jeard
Mr. ¥rancie W, Russell
Mr. Lawrence D, Mening




October 10, 1952

Hon, E. W, Lund, Chalrman
Railroad and Warehouse Commission
Btate Office Bullding

Dear 8ir:

We have received from your office an Adminis-
tration Form # .31 requesting the release of funds for a
Grain Weigher III position, Baefore any acticn can be
taken, we must have further informstion regerding thls
matter as our records indlicate thleg position has been
vacant for some years,

¢

tneleosed 1s a covy of & letter written by the

8tate Velghngster indicating that t Welgher III position
be eliminated. In addition, he Indlcates he does need an
Aegistant Velghmaster.

This is confusing as the specifications for a
Welgher III would indicate that the term Assistant Welgh-
magter would be synongmous with a Weligher IIT,

The statute indicates that if there 1s need, funds
ghall be released for that purposse.

In view of the attached letter and from general dis-
cussions held relating to this position, we do not feel that we
have adequate information to definitely determine need. A letter
from the Rsllread snd Warehouse Commission indicating that after
again reviewing the situation, or better yet, an indlcation from
the Welghmaster, who would be the immedlate supervisor of the
proposed position, or the weilghmaster's supervisor, that there
18 need for this position, 1is required; or, if that cannot be
obtained, the Commission should indicate thelr ressons why the
position should be filled,

Upon receipt of this information, it will be gilven
immediate consideration.
Very ftruly yours,

arl L. Berg
ommigsgioner of Administration

T e

ELB?]
."'»ncﬂt‘ . 4
ec—-0Givil '‘Service




MINN ESOTA
RAIIROAD AND WAREHOUSE COMMISSION

July 9, 1951.

Mr, Walter Bratager, Administrative Assistant
Railroad and Warehouse Commission
401 State Office Building

t. Paul, Minnesota

Dear Mr. Bratager:

In compliance with your request of July 6 I am writing you direct, regarding
the contemplated position of Assistant Weighmaster.

On November 18, 1948, I made a recommendation to Mr. C. W. Shelley that an
Assistant Weighmaster be appointed, which recommendation I repeated in a
letter, dated November 16, 1949, with a request that a hearing on the matter
be requested to the Commission. I have heard nothing more about the matter
until recently.

My recommendation was based on my belief that we have never had adequate
supervision of the weighers and the fact that on December 1, 1948 I took over
the Weighing Department of the former St. Paul Department and the country
stations, thereby increasing the number of weighing stations, the weighing
personnel under my Jjurisdiction and as a result increasing my duties and
responsibilities.

My recommendation provided that Weigher III be eliminated in the Minneapoli
Department and that instead of one Weigher III and two Weighers II we have
three Weighers II, with an Assistant Weighmaster, who would be in direct
charge, under the State Weighmaster, of the Weighers II and their work, and he
would personally supervise the outside stations, such as Hastings, Red Wing,
New Ulm, lakeville and Thief River Falls and any others that might come into
existence. The Assistant Weighmaster could, in the absence of the State
Weighmaster, due to illness, annual leave or absence from the city on depart-
mental business, supervise the department uniil the Weighmaster retums.

The Chicago Board of Trade Weighing Department has used this system for over
fifty years and found it highly satisfactory. It is also in effect in other
departments. The Minneapolis Weighing Department, being by far the largest

in the country from the standpoint of weighing stations, number of weighers

and grain handled, -being from the standpoint of stations and personnel approx-
imately as large as the next two largest weighing departments in the country.

I believe that such a position should be created as a forward step in the more
efficient operation of the department.




Mr. Walter Bratager - #2

In both of the letters, which I referred to above, written in 1948 and
1949, I recommended Mr. W. K. Jennings as, in my opinion, the logical man

This position should be held by a
man who has had long experience in the department and who understands the
work ard the problems invelved. I am of the opinion still that Mr. Jemnings
is the best man in the department to fill such a position, if and when it is
created.

for the position and the best choice.

Very truly yours,

Signed Devid Lundeen
DAVID LUNDEEN
State Weighmaster




State of Minnesota

Winil Serpice Department
St. Jaul 1
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MRS. HARINGTON BEARD DIRECTOR
F. W. RUSSELL
GEORGE F. ZIESMER

Mrs. K. Ke McMillan, President
League of Women Voters of Minnesota
8ly South Tenth Street, Room L06
Minneapolis 3, Minnesota

Dear Mrse. McMillan:

I have your recent letter inquiring about the present status of a personnel
requisition asking for certification of names from the eligible list for
Grain Weigher ITI. I have also read with considerable interest the copy of

a letter to the League of Women Voters from “r. Lawrence D. Fleming. I
believe that an explanation of the facts in this case will clarify the matter.

The Civil Service Department has no legal authority to determine the need
for a particular position. Such authority under the law rests with the
Commissioner of Administration, Mr. Earl L. Berge At the time this position
was abolished some three years ago, the Railroad and Warehouse Commission

did so on the basis that the position was unnecessary to the proper function=-
ing of the Grain Inspection Division.

In view of the fact that the position remained unfilled for a period of three
years, Commissioner Berg evidently felt that it was advisable to make a thor-
ough investigation before releasing funds for the refilling of the position.
I am sure that the League of Women Voters would concur in the belief that
under the circumstances he should make such an investigation.

In the event that the requisition is released by Mr. Berg this department
will submit to the Railroad and Warehouse Commission the names of the three
men standing highest on the eligible list.

To give you further information about this matter, we are enclosing a copy
of a letter sent by Mr. Berg to the Railroad and Warehouse Commission. He
has not as yet received a reply.

I hope that this information will be helpful to you, but if you wish any fur-
ther information I shall be glad to furnish it upon request.

Enclosure




Box 511
Anoka, Minnesota
November ., 1952

Mrs. Kenneth McMillan, President
League of Women Voters of Minnesota
Austin, Minnesota

Dear Mrs. MeMilian:

You will be interested to know, before the Board meeting on
Thursday, that an appointment has been made to the Grain
Weigher III position in the Minneapolis Weighing Division of
the Grain Inspection Division. I can give you the hisstory of
the filling of this vacancy at the Board meeting. For the
moment, here is the chronology of the present appointment:

Sept. 9 Requisition received by the C. S. Dept.

Sept. 10 Pogition ailocated to Grain Weigher III

Sept. 1i Letter sent to the RR & Whse Comm. that
funds had not been allacated for this
position

(Period between 9-LL and 1U=-10, the RR & Whse
Comm. sent Administration Form 31, requesting
certification of additional funds, to the Dept.
of Administration.)

Oct. 20 Letter sent by Dept. of Admin. %0 RR &
Whse Comm. requesting information to
justify re-establishing the position

Oct. 17 Letter to Dept. of Admin. from the RR &
Whse Comm. with Commission's approval
of re-establishing the position

Octe. 2U Budget approvai given, and noted on
the requisition

Oct. 21 Highest three names on the eligible
1list certified

Oct. 22 Appointment made

The man appointed is Wklfred Boche, whose name was third on
the l1list. It was fourth on the original list, but the man

who was #1 had stated that he was no longer interested in a
Grain Weigher III position.

Thank you for your letter. I hope your mother is better.
See you Thursday.

Cordially,




League of .Jomen Voters of Minnesota November, 1952
84 South Tenth Street, Room 406 -
Minneapolis 3, Minnesota '

i

jidditional copies- 17¢

CIVIL SFRVICE IN MINNESOTA
INTRODUCTION

Civil Service is on the agenda again this year after a year's absence, 4As Mrs. Mc-
Namare said in presenting the argument for its adoption 2t the State Convention last
May, ",..everyone still regards the League as the 'mother' of our present system, &nd
no matter how far our interests have strayed from the subject in recent years, ve
seem to have acquired, due to our earlier leadership, an unavoidable responsibility
for taking the initiative in any re-examination of the system as it now operates,

in our state," "ifter thirteen years of operation through an éxtremely difficult
period," she added, "stresses and strains have developed that require the under-
standing and informed cooperation of citizen groups such as ours if the system is

to improve and meet the changing needs of the times, as it must."

The period during vhich civil service has been in operation in Minnesote has been
difficult for the operation of any merit system, and especially so for the installe~
tion of a new system, During the early years of the State Civil Service Department--
from 1939 to 1941--~when the number of jJob-seekers far exceeded the number of avail-
able jobs, and conditions were at their best for the selective recrulting and hiring
of employees, the Denmartment was occupied with the time-consuming tasks of setting
up records, installing employees who were "blanketed-in" by the civil service law,
giving qualifying examinations to those who were given this privilege, classifying
all of the jJobs, and establishing a salary plan, Omen-competitive examinations were
given, but not in sufficient numbers to cover all of the kinds of work in the state
classified service,

The greatest stresses and strains to which the operation of the system have been sub~
. Jected were those created by the wer situation., in entirely new classification and
salery study was undertaken in 1944, and resulted in the creation and adoption of a
novel pay plan, automatically adjustable to increases and decreases in the cost of
living as defined by the Bureau of Lebor Statistics Consumers' Index., Recruiting, of
_course, was very difficult because of the manpower shortages. The "suspension"
period, inaungsurated by the 1945 Legislature because of the number of persons on
military leave, lasted until 1947, During this time no appointments could be made
on & permenent basis, At the cessation of thils suspension period of permanent
appointments, there were many emnloyees working who then were required to take com-
petitive examinations azain in order to be appointed in the regular manner.

Also in 1947, all of the employees of the Employment Service, who had been under
Federal jurisdiction during the war on temporary appointments, reverted to state
jurisdiction. The mental health program, started in 1949, changed meny clesses of
positions and added more, for which employees had to be recruited and examined,

The number of provisional employees working inithe state service serves es an excel-
lent index of the progress which has been made in the period following the end of

the suspension vmeriod, .. provisional employee is one who has been hired pending

the establishment of an eligible list for the classification of his job. Such an
employee takes the examination when it is given, on the same basis as any other appli-
cant., He, too, must not only pass the test, but his name must be among the three
highest on the eligible list to be certified, If it should not be high enough, his
services must be terminated until his name is within reach of certification,




Civil Service = 2 November, 1952

YRAR TOTAL NO, NO, OF %
EMPLOYEES PROVISIONALS
1947 9,391 3,181 35%
1948 9,948 2,220 22%
1949 10,523 1,576 15%
1950 11,496 651 6%
1951 11,856 573 5%
1952 12,251 191 1,6%

It has been only in the last two or three years that civil service may be considered
to have been installed and in full operation in Minnesota. One function assigned to
the Department, however, remains to be put into effect, That is the development and
sdminictration of a full-scale service rating system--a system for eveluating em—
ployees! efficiency. To be effective and acceptable to employees, & comprehensive
system of service ratings demands first the inauguration of an educational program
for supervisors in their use, The handicaps under which the Department has worked
to date have precluded its uniertaking this function, because of the time it would
necessarily consume, the consequent addition of personnel and increase in appropria-
tions.

One of the main sources for evaluation of any system is the reactions of the persons
affected by it. Caution must be observed, however, in the value assigned to such
reports, Very frequently, the complaint will dissolve itself when reviewed in the
1ight of the rules and procedures governing the action involved.

There is one other point which should be brought out in discuseing eveluation of the
system. That is the difference between the present time and 1939 in the attitudes
of employees - to the system and to employment in general, The supply of labor
affects employees' attitudes toward their jobs. When jobs are plentiful and labor
searce, labor is much more demanding than when the reverse gituation obtains, Also
to be considered is the fact that the majority of state employees today have never
known state employment under & spoils system, They cannot imagine, for instance,
having deductions made from their pay checks for support of the political party in
power, nor having election results determine whether or not they hold their jobs.

To summarize this discussion, employees and public alike could profit from a more
thorough knowledge of the functions, rules and procedures of state civil service.
The employees manuzl "Off on the Right Foot" prepared by the State Civil Service

Department provides the state employees with this information. The following re-~
port is intended to serve that purpose for the League of fomen Voters.,

CIVIL SERVICE SYSTEMS IN MINNESOTA

There are & number of different merit systeme in Minnesota, _TFach l1s a distinct unit
with its own law, organizational structure and jurisciction, Basicelly the princi-
ples are very much the same, They give examinatione for selection of employees;

some classify jobs; they provide a structure for the assignment of salaries; they
allow paid vacations and sick leeve; they provide a system for making promotions.

But within these areas, the methods differ widely. Any individual employee case
which may come up for inspection must be examined only within the framework of the
perticular merit system in which it falls,

The State Civil Service system, which the League was so influential in creating,
ig the most modern, having an administrator responsible for all of the operations
of the department, with a part-time board acting in a policy-making quasi-judicial
capacity, as recommencded in the Model Civil Service Lew prepared by the National
Civil Service League, Many of the other public personnel systems in the state are
administered by full-time boards or commissions with a secretary or chief examiner
who is responsible to the board of commission for all administrative actions.
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The jurisdictions of the various merit systems operating in Minnesota are described
briefly below. To compare their orgenizetional structures and functions is beyond
the scope of this program item,

1, Federal Civil Service. This personnel system in ‘Minnesotn is administered by

the United States Civil Service Commission from the regionsl office in St, Paul,
Under Federal Civil Service are offices such as the U, S. Post Office, the U, S.
Forest Service, Customs, Veterans Administration, Social Security and Internal Reve-
nue, These departments have offices scattered throughout the state, in addition to
larger district or regional offices located in the Twin Cities.

2. County Welfare Merit System, This is a subdivision of the State Division of
Social ‘lelfare, established by the Pederal Social Security Law to provide a merit
system for county welfare employees, In Minnesota this personnel system has juris-
diction only over the employees of the County "/elfare Boards. The Federal Social
Security Law provides that all employees partially paid by Social Security funds
shell be selected on a merit basis, All states, therefore, have & personnel system,
which has jurisdiction over all health, welfare, and- employment and security
employees, In Minnesota the state employees in these departments enjoy the henefits
of the state-~wide civil service system,

3+ Municipal civil service systems and City Police and Fire Civil Service Commig-
sions, For many years Minneanolis, St, Paul and Duluth (citles of the first class)
have had civil service systems for the employees of the city governments., Civil ser-
vice for police and fire departments hes been authorized for cities smaller than
first class since 1929,

The 1951 Legislature passed an act enabling cities of the 2nd, 3rd, and 4th class,
and villages or boroughs to establisgh civil service systems. Under this statute
establishment of 2 local merit system is provided by an ordinance approved by &
majority of the voters voting on its approval at a general or special election, 1In
e municipality having police and fire Civil Service Commissions, any permanent em—
ployee of a police or fire department under the jurisdiction of & commission at the
time of the effective date of a merit system ordinance shell automatically become a
permenent employee in the classified service under the new act, (Laws 1951, Ch, 675)

4, County eivil service svstems. St. Louls County and Remsey County have merit sys-
temsg covering county employees. The St., Louis County Civil Service Board has juris-
diction over the St. Louis County 7Jelfare Board employees. In Ramsey County, those
employees are under the jurisdiction of the County elfare Merit System, (See 2:abova)

5. State of Minnesota Civil Service Department, This is the public personnel agency
which has jurisdiction over employees working for the state government. It is the
Civil Service which the League was instrumental in effecting in this state in 1939,
and the one in which it is particularly interested as & result, The bulk of the re-
meining material 1is devoted to a study of the operations of this department.

The following editorial reprinted with the permission of the St. Paul Dispatch from
its issue of March 16, 1951 gives some idea of the status of Minnesota's state civil
service system,

CIVIL SFRVICE GROWTH

In the extent of its coverage, Minnesota's state civil service system is
one of the best in the country. A survey by the National Civil Service
League shows Minnesota to be one of eighteen states where civil service
covers all departments, and one of the top five in the percentage of
individual employees protected by the law,
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The Leasue hag been supporting the principle of civil service for 70
years, It has seen zgreat progress made in the fight against the old-
time spoils system of hiring and firing public employees, In 1935,
the last time it made a complete national survey, the figures showed
that 38 per cent of state workers were under civil service. Today
58 per cent have this protection in greater or less degree. The
number of individuals under civil service fifteen years ago vas
97,000, Today it is 374,000,

Minnesota hes 96 per cent of its state employees, or 11,477 out of a
total of 11,929, under civil service, the league reports. Alabema
tops the nation in completeness of its coverage, with a record of

99 per cent of a2ll employees, California is second with 97 per cent.
Wisconsin also includes 97 per cent of its workers.

Nine states now have merit system requirements in their constitu~
tions, mekine it more difficult for legislatures to turn back to

the old political hiring methods, Three states, Arkansas, Loulslana,
and New Mexico, abandoned civil service after once adopting it.

In seventeen states only employees paid in part by federal funds

are in merit systems, - This is under a requirement of the federal
zovernment., There are thirteen states with broader coverage than
this, but without protection in all departments.

Minnesots is fortunate in the progress it has made away from the
spolls system.

RELATIONSHIP BETWEEN THE PERSONNEL AGENCY AND THE FINANCE AGENCY

Important to keep in mind when studying the functions of a personnel agency is its
relationship to other agencies of the governmental unit, especially the department
in control of funds. In Minnesota, for instence, the functions of the Budget Divi-
sion of the Department of Administration and of the Civil Service Department are
closely related and integrated, but do not overlap.

In order thoroughly to understand civil service in this state, it is necessary also
to know some of the functions of the Budget Division end also of the state Legisla-
ture with respect to allocation of funds, Briefly, the Legislature eppropriates

the monies for the operation of each state department for each biennium. The Budget
Division controls the expenditure of these monies within the amounts appropriated

by the Legislature, (The Budget Division maintains a much more rigid control over
the expenditures of the General Revenue Fund than:over those of the dedicated funds,)

The Department of Administration, therefore, is the one which determines whether or
not & new position would be necessary to the department's operations; whether or not
8 proposed departmental reorganization of positions would be in accordance with

the principles of sound menagement; and vhether, therefore, such a reorganization
could be allowed; and whether or not funds be available for the reallocation of &
position to & higher job classification. Such problems involve personnel management.
Their resolution, however, falls within the scope of the central finance agency
rather than that of the personnel agency.

THE MINNESOTA STATE CIVIL STRVICE DEPARTMENT

ORGANIZATION AND FUNCTIONS

The Minnesota Civil Service Department has a single administrative head, with a
three-member board which acts in a policy-meking and quasi-judicial cepacity. This
type of administrative organization is generally recognized by management experts
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ag being one of the most efficient organizational forms, and is incarporated into
the Model Civil Service Law. "

The Civil Service Board:

The members of the Board are appointed by the Governor, with the consent of the
Senate, for terms of six years, One member is appointed each biennium, The present
nembers of the Civil Service BDoard are:

1. Mrs. Harington Beard, Minneapolis, Former president and former Legislative
Chairman of the Minneapolis League of .omen Voters,

2. Mr. Francis '/, Russell, Cold Spring, Attorney.

3, Mr, George Ziesmer, Mankato, Automobile dealer.

Mrs. Beard and Mr, Bussell have served on the Board since its inception in 1939. Mr.,
Ziesmer replaced Mr, Wilbur Flston, who is now in charge of the Minnespolis Star's
Washington Bureau,

The principal powers and duties of the Civil Service Board are:

1, After public hearing, to approve, modify, reject, or approve as modified,
a, Rules ond regulations prepared and recommended by the Director for
carrying out the purposes of the Civil Service Act,
b, Plans for the clasgsification of positions, and
c. Compensation schedules for positions in the state civil service.

To melte investizations concernings the enforcement and effect of the civil
gservice act,

3., To conduct héaringe and pass upon complaints, in sccordance with the provi-
sions of the act,

The Board is also responsible for appointing the Civil Service Director, It appoints
an exeminine committee to conduct & merit examinotion for the purpose of establishing
a list of eligible candidates. The Board then mekes an appointment from the three
highest names.

The Director of Civil Service

The Director is resvonsible for administering the provisions of the Civil Service
Act, He has a staff of some sixty persons engaged in the performence of these main
functions of the deportment:

1, To administer the civil service law in accordence with its provisions and
under the policies of the Civil Service Board;

2, To give open-competitive and promotional exeminations in order to find the
best qualified persons avalilable to do state work; to test them; grede their
papers, set up eligible lists; and meke certain that appointments are made
according to the civil service lav and rules;

To check the pay of each state employee to be sure he is getting the right
amount

To Aetermine whether pronosed personnel actione are within the scope of the
law and rules;

To maintein an official roster of state employees;

To make sure that all personnel transactions such as selary increases, pro-
motions, trensfers, and the like, are proper &and legal;

To classify jobs based on their duties and responsibilities in accordance
with state classification planj
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8, To re-sllocate jobs when duties and responsibilities have changed enough to
make 1t necessary;

9, To recommend to the Civil Service RBoard the assignment of each class of work
to a specific pay range and to recommend changes in these assignments when
necessary;

10, In general, to be the state's central personnel agency.

The Department is divided into three main sections to administer the functions cdele-~
gated to the Director under the act, These Divisions of the Civil Service Depart~
ment are:

1, The Recruiting and Txamining Division. This Division recruits state employees
prepares, gives and grades examinations; and sees to 1t that appointments
are properly made from eligible lists.

2, The Clasgsification and Compensation Division, This Division classifies all
the state jobs in accordance with the state classification plaen and deter=
mines pay rates for state jobs in accordance with the state pay plan,

3, The Transactiones and Office Management Division. This Division is regponsible
for the accuracy end legality of ell personnel transactions guch ag salary
increases, resignations, layoffs, demotions, and so onj for making sure that
all state payrolls are correct; for the proper explanations of the law and
rules to the operating departments; and for doing "housekeeping" work for
the Civil Service Depertment itself, such as budgeting, purchasing, filing,
duplicating and typing.

JURISDICTION OF THE STATE CIVIL SERVICE DEPARTMENT

is mentioned previously, Minnesota is in fifth place in the percentage of state em—
ployees covered by civil service out of the eighteen states in which civil service
encompasses 211 depertments, These positions which are covered by the civil ser-
vice law comprise what is called the classified service.

The Civil Service Act specifically excludes some state employees from the provisions
of the law, These positions ere in the unclasgsified service, Briefly, these in-
clude: Tlective officials, department heads appointed by the Governor, one private
gsecretary to each of the elective officers, deputy registrars of motor vehicles and
their seasonal help, employees in the Governor's office, employees of the Legisla~
ture, the academic staffs of the state teachers! colleges, professional staff of

the Attorney General's office, court employees, patient and inmate help in state
institutions, and state highway patrolmen. (State Highwey Patrolmen are selected
and appointed according to civil service procedures, but none of the other provi-
sions of the civil service law affect them.)

SPECIFIC FUNGTIONS OF THE CIVIL SERVICE DRPARTMENT
EXAMINING

The primary and traditionally most important function of a merit system is to exa-
mine applicants for employment, so that the best qualified are placed in the avall-
able jobs, The law provides that the Civil Service Director prepare examinations,
eligible lists, end ratings of candidates for appointment. The law further states
that, insofar as practicable, vacancies shell be filled by promotion from among
persons holding positions in the classified gervice, and subject to such exceptilons
as the Board may provide, from the lower class or group within the particular
classification, "Promotions shall be based upon merit anc fitness, to be ascerw.
tained by competitive examinations in which the employee's efficlency, character,
conduct, and seniority shall 21l constitute a factor," In 1947, the law was amended
to meke it possible for a department head to promote an employee as a result of a
non-competitive examination rather than a competitive one, if the higher position
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requires "peculiar and exceptional qualifications of an administrative, scientific,
professional or expert character,"

Ixamination Procedure

The examination procedure starts with the announcement of the Civil Service Depart-
ment that it is going to give an examination for a particular class or series of
classes of positions, An exammle of a series of classes is Clerk I, Clerk II,
Clerk III, The examination announcement states the titles of the positions for
which the examinations are to be given, the duties and responsibilities of the
Jobs, the qualifications which are either necessary or desirable, the ebilities and
knowledze required, and of what the examination will consist, A test may inclurle

a written test, performance test, experience rating, personal interview, or a com-
bination of measures for predicting job success.,

The announcements of examinations eare given wide distribution, so that as many per-
sons as possible will be informed that the test is to be given., They are regularly
gsent to all of the wost offices in the state, the County auditor's offices, the
Welfare Boards, the newspapers, and to other selected recruiting sources, cappnding
on the kind of, work for which the examination is to be held,

applications for examinations may be secured by any interested person directly

from the Civil Service Department or from eny of the local offices of the Minnesota
State Employment Service. The applicant then fills in the application blank, has
it notarized, because an oath of office is included on the form, and sends it in

to the Civil Service Department, Unless the particular examination announcement
calls for minimum qualifications of education and experience, the application is
accepted if the person is a citizen of the United States and has been a resident of
Minnesota for two years. (In some classes in which the turnover has been high, and
in which it is difficult to recruit qualified applicants, the residence requirement
has been waived,)

If a written test is to be given, the applications are sorted by location of resi-
dence, High school buildings and personnel in 31 cities in the state are used for
state civil service examinations, All or some of the 31 places may be used for

the administration of a test, depending on the number and location of the applicents.
Not only distance of the applicent to an examination center is taken into account in
scheduling, but also bus and train schedules, and the convenience of the highways
from the applicant's home to the city in which the examination is to be held.

At the appointed time for the test to begin, the monitor passes out test booklets,
identification sheets, and answer sheets to the candidates, The identification
sheet has all the information needed to zssemble the candidate's papers = the identi-
fication number, nome, birthdate, signaturc, Thie sheet is used also to obtain the
conditions under vhich the candidate is willing to accept & position - salary, place
of employment, length of employment, etc, The answer sheet is a specially prepared
sheet for use in an International Business Machine electric scoring machine. It

is identified only by the candidate's identification number,

At the time of the written test, claim forms are distributed to veterans for the pur-
pose of claiming their preference. 4 veteran must make claim for his preference

each time he takes an examination, although he is required to submit proof of his
elizibility for preference only the first time he makes his claim,

after the written test is completed, the test monitors send all of the materials
back to the Civil Service Department. There the answers are scored on the electric
test-scoring machine, If an evaluation of experience and education-is to be a
component of the examination, as it is in all examinations except for some beginning
level Jjobs this is done from the information on the application forms. Finally, all
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of the papers for each candidate are assembled, If there is to be an interview

as part of the examination, the persons who have passing grades including the
veterans whose preference raises their scores to passing, ere scheduled for the
interview, When all of the parts of the examination have been completed, the scores
ere all posted on & scoring sheet, and multiplied by the weights assigned to each
part of the test. The total earned rating is the sum of these weighted scores, ex-
cluding veterans' preference. Veterans' preference is added afterward., An example
1s gziven below:

WEIGHT SCORE WEIGHTED SCORE
Written Test 40% 75,00 30,00
Fxperience & Training 30% 80,00 2k,00
Interview 30% 90,00 27,00
Total Farned Rating ' 81.00
Veterans'! Preference 5.00

Pinal Score (which determines place on 1list) 86,00

Promotional examinations are conducted in the same manner as are the open-competi-
tive examinations, There are, however, several distinct differences. In the first
place, elizibility to take a promotional examination is restricted to employees

vho have permenent or probationary civil service status. Sometimes & promotional
examination is held for just one department., In such cases, the employee, to be
eligible to take the examination, must be an employee of that department. This
applies particularly to nositions vhich occur only in one department, and in which
experience in that department is necessary training for a higher position,

The other differences between promotional and open-competitive examinations are pre-
scribed by the law in the statement that promotional examinations must take into
account "the employee's efficiency, character, conduct, and seniority", A rating
form to measure the employee's qualifications for promotion to the specific class

of position for which the examination is being given is completed by the department
in which the employee works., Seniority of each candidate is also rated, so that
those who have worked the longest get the highest rating, and those who have worked
the shortest period of time get the lowest score. In no case can a seniority
rating be lower than 70, since that is the lowest passing mark,

Fligible Lists

1, Open competitive and promotional lists., Fligible 1lists are established in the
same manner for both open-competitive and promotional examinations, On all of the
test papers of passing candidates their final scores are posted and include
veterans'! preference., To .set up a list, therefore, the papers of all the 10-point
veterans are sorted out, These are then arranged according to the magnitude of

the scores, placing the highest first, Then the pepers of a&ll the remaining candi-
dates are arranged according to score and follow those of the 1l0-point veterans.

An eligible 1list, therefore, might look like this:

RANE NAME EARNED FINAL
RATING BATING
John Doe . 80,00 90,00
Joe Rlow 69.00 79,00
Wm, Smith 60,05 70,05
John Jones 98,00 98,00
Mary Johnson 90,00 95,00
Ole Peterson 95,00 95.00
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¥

It is not uncommon for a list to have a great number of 10-point veterans at the top,
so that many vwositions have to be filled before the name of the first non-veteran

or 5-point veteran is reached, It is not uncommon either, for a list to have 10-
point veterans at the top, none of whose earned ratings are as high as those of the
non-veterans following them, as is shown in the sample list above,

In the 1952 Annual Revort of the Civil Service Department it is reported that 59% of
both non-veterans and veterans atteined passing grades in examinations. Although 29ﬁ
of the veterans who took examinations did not pass, even with the preferencs, 12%

of them were able to pass by reason of their preference, As a result 71% of the
total number of veterans who took examinations passed, compared with 59 , of the non-
veterans., -

& factor which greatly increases the number of 10-point veterans is that a veteran
ig entitled to 10 points if he has even & 0% disability rating from the Veterdns'
Administration, During the first few years of the Civil Service Department's opera-
tion, a veteran was awarded 10 points preference only if he had a 10% disability
reting, The Veterans'! Adminietration itself does not consider a lower disability
rating as signifying a disability. No compensation can be paid for a disability
rating which is lower than 10%, The state Attorney Genersl, however, when the ques-
tion was hrought before him in 1942, ruled thet any veteran with 0% disability wes
entitled to the maximum veterans' preference in Civil Service., What this actually
means is that persons who were in the armed forces, who had medical attention during
their service, such as a tonsillectomy, can get the 10 points preference and have
his name placed at the head of a civil service eligible list.

2, Layoff List. If there is & curtailment of funds which eliminates one or more
positions, the person who has the least seniority in that classification within the
department concerned will be laid off. In this- case, his name is placed on the

layoff list., If snother layoff is necegssary, the person with the next least seniority
is laid off, etc., Ihenever there is a vacancy in the same class in the same depari-
ment, the one person on the layoff list who has the greatest senlority is certified

to £ill the vacancy, The department head must appoint this person, if he is avail-
able for employment.

3. Reemployment List. If an employee with civil service stetus resigns from the
state service, he may request, within one year of his resignation, that his name be
placed on the reemployment list., ihen the Civil Service Department receives the re-
quest, it asks the department in which the employee has- worked for & rating, such as
excellent, good, satisfactory, or unsatisfactory. If the rating is "unsatisfactory",
the name cannot be placed on the list., Otherwise, names are placed on this reemploy-
ment list in order of the excellence of the ratinzs. The name of each person who

is laid off is placed on the reemployment list as well as on the layoff 1list. This
enables those persons to be considered for employment by departments other than those
from which they were .laid off, :

CERTIFICATION FROM ELIGIBLE LISTS

Rach of the various elizible lists is established for a single class of positions.
For instance, there can be a layoff list, several departmental promotional lists, a
statewide promotional list, an open-competitive list and a reemployment list for the
clags Clerk III,

When & requisition for & certification to fill a vacancy is received by the Civil
Service Department, it goes through the following procedures, First, the job to be
filled must be classified, Next, it has to be approved by the Budget Division of

the Department of Administration to be sure that the department has sufficlent funds
to pay for the position, Then when these factors are determined, the Civil Service
Department can certify nsmes from an eligible list for the prover job classification,
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As mentioned above, the layoff list must be considered first, If the depariment re-
questing the filling of the vacancy has no one on a layoff list, another list must be
used, If there is a departmental promotional list for that department and that class,
it must be used next, The department may, however, request certification from a list
other than its promotional list, if it can submit evidence that to do so would be in
the best interests of the state service., If there is no departmental promotional
1ist, or if the Civil Service Department approves the use of another eligible list,
three names may be certified from the statewide promotional list, or the reemployment
list,

If there are names of three available eligibles on a list, the department must ap-
point one of the three. If one of the persons indicates that he is no longer in-
terested, another name is sent to the department, so that the selection may be made
from among three persons.

Only if there are fewer than three eligibles on & list for the position to be filled,
may the department be authorized to fill the vacancy on & so-called "provisional™
basis, This is the case in which a person is hired to fill a job without having
first taken a Civil Service test and have had his name placed on an eligible list.
Persons who are hired on this basie cannot work for more than six months in any year.
Before they can be considered for regular employment, they must take the test for
the class in wvhich they are working, pass the test, and their names be among the
highest three on the resulting eligible list so that their names may be certified

in the regular menner, as described above.

PROBATIONARY PZRIOD

The first six months of employment following appointment from an eligible list 1s
called the "probationary period." This is reelly the final step in the selection

and examining process., It is an on-the-job test. During the probationary period, the
employee can be dismissed or demoted without the right of appeal, If the performance
of the probationary employee is satisfactory, the department head notifies the civil
service department in writing to that effect, and the employee attains permanent
civil service status,

CONSTRUCTION OF CIVIL SERVICE EXAMINATIONS

The first step in preparing an exemination is to learn the functions and duties of
the position for which the test is to be given. To do this the specifications for
the class are reviewed and, if necessary, additional information is obtained from
interviews with employees in the job, their supervisors, end department heads, A
class specification includes, as well as descriptions of the duties and resvonsihili-
tieg, the abilities required to perform them, (Ses next section on Classification.)

The next step is to decide what measures will best select persons with these abili=i¢-
ties. Most positions require 2 body of knowledge in a specific subject-matter fleld.
Some positions, however, require an sptitude for a skill rather than already-acquired
knowledge, and the tests differ accordingly, These two types may be illustrated by

a clerical aptitude test, for example, and a test for Statistician, which would
include questions specifically to test knowledge of that subject., Paper-and-pencil
tests are used extensively to measure both aptitudes and achievements.

Manuasl abilities, such as typinz and shorthand, and other skills which are relatively
sasy to measure, are tested by means of "demonstration of ability" or "performance"
tests. For positions in which personal eppearance, manner, attitudes, and general
effect of the person on other persons are important, & personal interview is usually
incorporated in the examination process., Fducation and experience background is a
factor in selection for most positions except those at the beginning levels. For
this reason, an evaluation of training and experience is usually applied. It can be
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seen that an examination logically may incluce any one or combinztion of these
measures of predicted success, '

When a written test is called for, it is prepared initislly by the technicians em-
vloyed by the Civil Service Department, The material for examination questions is
obtained from several places, Some of these are (1) recognized experts in the
particular occupational field, (2) a file of examination questions 'in the Civil Ser-
vice Department, (3) the testing service offered by the Civil Service Asseubly of
the United States and Canada, (4) questions used in other civil scrvice agencies for
similar jobs, It is a policy of the Civil Service Department always to request.the
assistance of recognized experts, in the occupational field being tested, to review
nevly prepared examinations,

Written tests for promotions are very much like written tests for entrance into the
state service. One chief difference between the two is that employees taking pro-
motional examinations are expected to know something about higher level jobs and
something ebout state governmental operations., It is generally true that written
tests for promotional exeminations have more questions about the worlc itself than
appear in the entrance written examinstions.

Interviews are conducted by well-qualified persons in the particular occupational
field involved, Members of interviewing boerds sre selected because of their abili-
ties and high standings in the particular occupation. They give their time. to the
state as a public service, receiving no pay. Occaslonally, oral tests are given,

In this case, the examiners also are experts in the occupational field involved,

but ask the applicants specific questions about the occupation to determine the ex-
tent of knowledge the applicant possesses, as woll &z to measure the personal quali-
ties of the applicant. .

A good deal of research is done on civil service examinations. In most written tests,
eech jitem or examination question is reviewed statistically after the test to see 1f
it discriminates between the persons who attained the highest scores on the test and
those whose scores were lowest, and to measure the level of difficulty of the test
item, These analyses are used in subseauent examin~tions when sppropriate questions
are being selected,

JOB CLASSIFICATION

Classification of positions is fundamental to the administration of a merit system.
_The principle of "equal pay for equal work" is dependent upon a method for deter-
mining the equality of jobs. A system of grouving positions which require like
qualifications is of tremendous value in administering a program of examinations for
the selection of job applicants. This fact hag been indicated in the previous sec-
tion dealing with examinations,

A portion of the Civil Service Act is quoted below to indicate the importance of &
job classification plan to the operation of the merit system and the extensiveness

. of 1ts use. "The director of the state civil service shall, as soon as practicable,
.. and after cdonsultation with appointing authorities and principal supervisory offi-
cials, classify all offices, employments, and positions held by persons who mey be-
come members of the classified service under this chapter.... Titles shall be estab-
lished for each class of employment for use in examining end certifying names. of
persons for appointment under this chapter, and a description of the duties and re-
sponsibilities exercised by the persons appointed to each of them shall be drawn up,
mininum qualifications required for satisfactory performance of the duties of each

. grade and class formulated, and, so far as practicable, the lines of promotion from
grade to grade or class to class shall be indicated, The titles in this classifica~
tion, as defined by the specifications of duties and qualifications, shall be used
for (1) original appointments; (2) promotions; (3) payrolls; and (4) all other re-
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cords affecting the status of personnel., The classifications, when approved

by the civil service board after public hearing, shall take effect immediately, be.
sent to the commissioner (of Administration), and used by him in the preparation
of the next followinz and subsequent state budgets.” J

The first task of the Civil Service Department was to secure, in questionnaire form,
a job description from each employee, The procedure for comnleting & classification
questionnaire is to have the employee write a detailed description of his duties,
breeking them down into percentage of time spent in the performance of each, His
immediate supervisor then indicates on the form the extent of his supervisory respon-
sibilities with respect to that employee and any points of disagreement about the
duties performed. Next comes & review of this information by the next higher super-
visor and the department head, with their judgments as to the gualifications required
for successful performance in the position, Then the completed questionnaire is re-~
turned to the Civil Service Department, During the development of the original
classification plan all of the approximately 10,000 questionnaires had to be con-
sidered simultaneously., TFach was read and re-read, grouped with otherse which ex-
pressed the same or similar duties and responsibilities. Many were sorted out be-
cause of a need for additional information. These positions were reviewed personally
by a member of the Civil Service Department staff or by one of the staff of Public
Administration Service, the firm contracted by the state for developing the classifi-
cation and pay plans. Following this step, each of the questionnaires was reviewed
again, some of them many times, to determine in which class it should fall. Tactors
upon which the allocation of a position depend are those such &s the kind, difficulty
and responsibility of duties performed, the qualifications required, and applicability
of recruitment methods for filling the positions within the class, A class may be
defined as a position or group of positions which have duties and responsibil ities
sufficiently similar to warrant recruitment of applicants from the same source,
application of the seme tests of fitness for selection of qualified applicants, and
application of the same rate of pay.

Following the determination of the classes represented in the state service, specifi-
cations were written for each, The class specification includes the class title, &
description of the duties and responsibilities of the work and a statement of the
qualifications a person should possess to enable him to perform the duties of a
position in the cless with reasonable prospects of success. The specifications have
the following force and effect: The definitions are descriptive and not restrictive.
They are intended to indicate the kinds of positions that are sllocated to the class,
as determined by their duties and responsibilities, and shall not be contrued as de-
claring to any extant, or in any way, what the duties or responsibilities of any
position shall be, or as limiting or in any way modifying the power of any appointing
authority to assign, direct and control the work of employees under his supervision.
The use of a particular expression or illustration as to duties shall not be held

to exclude others not mentioned that are of similar kind or quality, This is an es-
peclally immortant qualification of the class specifications, because so often em-
ployees tend to regard the specification as specifically limiting their jobs. 1In
determinings the class to which any position should be allocated, the definition of -
each class shall be considered as a whole, Consideration shall be given to the
general duties, specific tasks, responsibilities, qualification requirements and re-
lationship to other classes, as together affording a picture of the kind of employ-
ment that the class is intended to embrace.

The original schedule of classes which was adopted by the Civil Service Board on
April 10, 1940, together with subsequent amendments and revisions, constitute the
"eclagsification plan" for all positions in the classified service.

It will be noticed throughout any discussion of a position classification plan the
implication of change, in phrases such as "establish and maintain", "amendments and
revisions", A classification plan is a dynemic, rather than a static, system. As
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administrative organization chenszes, so is assignment of duties subject to modifica-
tion, and hence, the classification of positions. As new functions are undertaken
by the government, new jobs are added, which are frequently reflected in the classi-
fiction plan by the addition of new classes, ‘Then a function is discontinued, or

a set of duties once comprising a position, assigned to positions in different
classes, the action is reflected by the sbolition of classes: The activity of the
Civil Service Department during the year July 1, 1951 to July 1, 1952 illustrates
this point. Quoting from the current Annuval Report, "The creation of new and the
elimination of old functions, and the resultant changes in departmental operations
and staffing patterns, resulted in the establishment of 20 new classes, abolition

of 24, title chances for 19, reaséignment of 6 to higher salary ranges and revisions
in the specifications for 119 classes, /ith respect to the latter figure, many of
these specifications were written in 1940 and no longer accurately reflected the
current duties and responsibilities of the positions.!

After the final allocation of a position is made, the position remains in that class
until the duties and responsibilities have changed enough to warrant its reallocation
to a different class, Positions are constantly being reviewed for the accuracy of
their a2llocation in the classification plan, Review of positions is activated in
several different ways. One is by the almost automatic method of having every pro-
bationary employee cormplete a classification questionnaire before the corpletion of
his probationary period. If there is any indication from the questionnaire that the
position does not belong in the elass to which i% -has been allocated, additional
information is obtained from the employee concerned and from his supervisors., If

a change in class is indicated, the employee and the department in which he works
are notified to that effect.

Reviews of positions may also be instigated by the Civil Service Department, the
written request of a permenent employee, or of a department head, whenever, hecause
of changes in the organizational structure of a department, in the duties of a posi-
tion, or for other reason, & position seems to be allocated improperly. In making
a request for the review of a position, the employee or the department head must
specify the changes that have occured in the position since it was last reviewed
which in his opinion justify its reallocation., Upon such initiative, the Civil
Service Department investizates the duties of the affected position. If the direc~
tor mekes a reallocation or denies an application for reallocation, he notifies

the department and the employee affected by the action.

Extremely important for the affected employee and his department to understand in
reallocations of positions to different classes is that a reallocated position is
considered the same as & vacent one, If an employee's position be reallocated to
higher class, that employee would not automatically gain permenent status in the
higher class, Instead, the reasllocated position continues only if the department
head fills it in accordance with the provisions governing eppointment, promotion,
demotion or transfer withing 60 calendar days following the date of the notice of
reallocation of the position. The employee whose position is reallocated continues
his status in the former class, but is ineligible to continue in the position in
the new class unless he is appointed to that mosition in accordance with the rules
governing the above-mentioned actions., A permenent or probationary’ employee whose
position is reallocated to 2 higher cliss for which a promotional list exists, may .
take the promotional exemination, if he has not already done so; In any case in
which the incumbent of a position which ig reallocated is ineligible to continue in
the position in the new class, and is not transferred, promoted, or demoted, the
layoff provisions apply, (See seoction entitled Layoff List.)

The reasons for this restriction on reallocations is evident, If employees whose
positions are reallocated to higher classes should automatically gein permanent
status in the higher clase, the commetititve promotional system would be considerably
modified, On the other hand, if an employee's status should attach to whatever
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class his position happens to be allocated, if the job should be reallocated to &
lower class, he would sutometically be demoted and lose status in the higher class.
Such practices would be unjust and subject to manipulation.

The Civil Service Department reviewed 220 individuel positions during the 1951-52
fiscal year, A total of 32 of these were reallocated to higher classes, 35 to lower
classes, and 6 to other classes in the seme salary range., There was no change of
allocation in 124, The study of 23 positions was in the process of completion at
the close of the year, These figures do not include the review, by questionnailre
only, of the positions held by probationary employees during the year.

THE PAY PLAN

"In no phase of personnel administration is the conflict between employer and employee
more apparent than in that of compensation, This generalization applies with equal
force to private and to public employment,"™ a comprehensive and well-conceived

pay plan provides the tool to minimize this conflict., The passage of the Civil Ser-
vice Act with the consequent standardization of salaries based on the classification
of positions placed the State of Minnesota among the relatively few governmental
jurisdictions to have & comprehensive system for the payment of salaries,

The advantages of & standardized pay plan are more forcefully pointed out by & dis-
cuseion of the results of not having one rather than by & discusqion of the merits

of such a plan, This is the approach used by Mosher and Kingsley in their treatment
of the question, Among the consequences of the failure to deal broadly and construc-
tively with the problem of pay are the following: (1) paying individuals doing the
same work in a single organization, a wide range of salaries, vhich vary in some
cases by as much as several thousand dollars; (2) having different scales of pay for
different orgenization units within the same jurisdiction; (3) paying individuals
engaged in various types of work the same wage or differentials which in no way
reflect the greater or lesser degree of difficulty or responsibility of the positlons
concerned: (4) maintaining, in some instances, the same salary sceles for decades,

in spite of changes in the nrice level and the going rates in the surrounding mar-
ket, None of these iz compatible with the principle of "equal pay for equal work".

The first step in the develonment of a pay plan is to determine the broad lines of
policy respecting wage levels and the factors to be considered in arriving at them,
including such considerations, on the economic side, that the government should pay
rates that are roughly compareble with those paid by the best private employers and,
on the social gide, that even the lowest rates should afford the workers the means
for maintaining a minimum standard of living, Next comes the develonment of- thé
pay plan itself, which is composed of two parts: (1) the pay scales established for
each class of positions, and (2) the formal rules for wage administration. These
two parts will be considered here with respect to Minnesota's plan for its state
classified employees.

As it generally true elsewhere, the pay plan is an esdministrative functlon performed
by the central personnel agency, in this case, the state Civil Service Dapartment,'
in cooperation with the financial authority, hera the Department of Administration,

While the pay plan is developed by an administrative agency, the final adoption is

a legislative prerogetive, as it is in almost all other jurisdictioms,

1, Mosher and Kingsley. Public Personnel Administration, Harper & Brothers, 1936,
Pa J+LP].- .
2, 1Ibvid., p. 443,
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The primary job in setting up & pay vlan is to collect wage data from private em=
ployers and from other public jurisdictions, 'ith such data the government can
meintain an equilibrium between its wages and those of private industry. This has _ °
been done here using the questionnaire method, in which precise job descriptions

are given of "key" wositions for which information is asked concerning comparable
positions, The information necessary to obtein includes the number of positions;
basic wage for each such position; working hours; overtime regulations; provisions
concerning annual leave, sick leave, and retirement; special bonuses or incentive
systems, and similar date, . This information is essential to make possible equitable
comparisons, TFor instance, .the same salary reported by two firms for the same kind
of job is not actuslly the same if the length of the work weelr is different for the
two. Key positions are selected to serve as points of reference to which-other
positions can be related in constructing the pay scales, because it is impossible

to obtain data from other employers for all nositions represented in the governmental
organization. There are quite a few jobs in government service which have no
counterparts in nrivate industry. Data collected from other public Jurisdictions,

of course, help to fill in these gaps.

Given the data on compareble positions then, the job is to assign rates of pay to
the clagses of positions represented, Some of the main considerations upon which the
determination of specific rates depends are the relationships among various classes
of positions in terms of duties and responsibilities, the ease or difficul ty of
recruiting personnel, the probable effect of the prescribed rates upon labor turn-
over, and the probable promotion rate., Mozt important of these, and first to be
considered, is the maintenance of "internal consistency" - the relationships among
the classes in terms of duties and responsibilities, Finally, then, a schedule

is worked out, with the lowest rates being paid to persons in classes having the
least responsibility and the highest to those demendins the highest level of skills
and responsibilities, The others fall in between, due consideration having been
given to the other factors, such as recrulting poseibilities, turnover, ete. Two
exhaustive salary studies have been undertaken in Minnesota Civil Service. The
first wee in 1940, when the first standard salary plan was adopted; the gsecond in
1944, which resulted in the development of an entirely new plan, incorporating a
provision for automatic cost-of-living adjustments. To prevent the plan's becoming
out-of-date, surveys are continually being made of selected groups of classes., For
instance in the 1950-51 fiscal year the Civil Service Department conducted 16 major
salary surveys. These surveys ranged from studies made in private industry of the
Twin City area to nation-wide comparisons, It involved classes such as, power
engineers, medical technologists, game wardens, ey punch opereators and electro-
encephalograph operators., Public Administration Service of Chicago conducted a
salary survey for the non-academic employees of the University of Minnesota, Two
members of the state Civil Service Department participated in.this survey., The
results of this study were made available to legisletive committees for their use
in considering amendments to the state pay plan during the 1951 session of the Legis-
loture. A number of salary studies were conducted during the past fiscal year aelso,
One of these was for the guards in ihe pensl institutions, It was found that, while
the salaries in some states are higher then those paid in this state, the work week
wag either 44 or 48 hours. ‘then these selary rates were compared on the basis of a
LOo-hour week, which is standard in Minnesota, the Minnesota salaries were higher
then all the states surveyed with the exception of Michigan,

The Minnesota salary plan provides a rangze of compensation for each class of posi=’
tions, Nach rangze is divided into five equal steps, for nurposes of merit increases.
There are 38 salary ranges in the plan, The lowest is 3170 to $195 per month; the
highest 799 to $879. Range 1 provides a $25 spread from minimum salary to maximum}
Renge 38, an $80 spread. With each divided into five equal steps, Range 1 steps are
%5 a'piece, Range 38 steps, $16 each.
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As mentioned earlier, the plan provides for cost-of-living adjustments, ith rises
of the Buresu of Labor Statistics Consumers' Price Index a specified number of
points, steps are added to each salary range uniformly throughout the salary plan.
For instance, last July 1 & one-step increase was automatically granted all classi-
fied employees, because of a sufficient increase in the cost-of-living index. Thie
means that clacses assigned to Range 1 were increased five collars a month, and to
Rangze 38, $16 a month, These increases are included in the figures quoted above.

in issue which is frequently raised when salary increases are being consldered is
the fact that classes in the lower ranges receive e lesser dollar increase than
those in the higher ranges, The employees union, for example, has sometimes recom=
mended flat raises of 525 for all employees, The objection to this technique is
thet it tends to destroy the internal consistency of the pey plan, In time, several
such increases would compress the pay plan into & much narrower range, making it
impossible to differentiate the classes on the basis of duties and responsibilities.
In eddition, top salaries paid in government employment have always been renowned
for being much lower than cen be paid for the same kind of work in private industry.
Flat increases only emphasize this discrepancy. A more equitable method is to give
graded increases, less for the lower classes and more for the higher ones. This
system makes it possible to grant more uniform percentage increases, and does not
affect the internal consistency of the plan to as great an extent.

Minnesota is the only state using this flexible device for cost~of-living adjustment
of saleries based on the size of the salary range. Since the 1951 legiesletive ses—
sion, it is also the only state to pay its department heads in a similar way.
Gearing the department heads' salaries to the cost-=o0f-livine index serves two pur-
poses: (1) provide & more constant relationship between department heads and classi-
fied employees' salaries so they increase and decrease together, and (2) eliminate
previous criticisms that department headg! salaries were frozen while classified em-
ployees' salaries fluctuated with the Index,

The rules under whith the pay plan is administered are adequately exnlained in the
employees' manual, "Off on the Right Foot",

RECOMMENDATIONS OF THE EFFICIENCY IN GOVERNMENT ("LITTLE HOOVER") COMMISSION

1. "The so-called 'back-doo?':to Civil Service should be opened considerably. De~
partment heads should be authorized to discharge civil service employees for cause,
after notice and hearingz by the eppointing authority, except that there should be
right of appeal to the Civil Service Board when the employee claims that the dis-
missal is based on political, racial or religious motives, Discharges by administra-
_tive action and decisions with respect thereto by the Civil Service Board should

not be subject to review by the courts.,"

Under the present law, an employee can be dismissed for cause, but has the right of
eppeal to the Civil Service Board under any circumstances, If the Civil Service
Board upholds the action of the department, the employes may teke the case to court.
The method recommended by the "Little Hoover Commission" is essentlally the same

as that contained in the Model Civil Service Law,

Bills have been introduced in two or three legislative sessions to enact this amend-
ment of the Civil Service Act, but have never succeeded in pessing, TFmployees seem
to feel that the change would impair their security in their Jobs, and that wholesale
dismissals would result, Figures have been compiled by the Civil Service Department
on the number of dismiesals during probation, during vhich the employee has no tenure
for comparison with the number of dismissals of permanent employees. Under the pre- .
sent law there are not many more dismissals of probationary employees than of perma-—
nent employees. This would seem to indicate that to change the law and open the
"pack-door" would not result in a wave of dismissals, It is felt that the amendment

would be beneficial from & psychological standpoint in stinulating employees to in-
crease their efficiency.




.
4,

Civil Service - 17 Novembsr, 1952

2. "All state officials and employces up to, but not including, the executive head
of a department should be under a single civil service system." There is a lack of
uniformity of apolication of the merit system in the state service, The state High~
way Patrol has its own system, independent of the regular civil service gystem, al-
though the patrolmen are required to be selected by exeminations conducted by the
Civil Service Department, Within the Department of Conservation and the Office of
Attorney Generel, unlike most state departments, division heads are not under civil
service.

3, "The Devartment of Civil Service should be retained as a separate department
having a policy-meking Civil Service Board and & Director who hes full responsibility
for administration of the Civil Service program and who is himself under Civil Ser-
vice, The Director should be appointed by the Governor from 2 list of three names
prepared by the Civil Service Board, as now provided by law," The difference pro-
posed here is that the director be appointed by the Governor rather than by the
Civil Service RBoard, <ith the sefeguard of having three names resulting from exami-
nation from which to appoint, it does not meke much difference whether the Board or
the Governor mekes the appointment., From the standpoint of establishing & good re-—
lationship between the Governor and the department heads, appointment by him is
desirable. So far, this has never been an issue.

L, "Pay schedules for all officers and employees of the stefe should provide that
no subordinate in the state service shall be commensated by the state at a rate
greater than the compensation rate of his gsuperior." The pay plen for department
heads providing for cost~of-living increases passed by the 1951 Legislature is ex~
pected to eliminate this defect.

5, '"The State Employees' Retirement Fund and the State Highway Patrol Retirement
FPund should be consolidated, and together with the Teachers' Retircment Fund, they
should be transferred to the Civil Service Department. The Director of Civil Ser-
vice should be made ex~officio secretary of both funds and should have responsibility
for all so-celled 'housekeeping' duties, All ex-officio members of the retirement
boards should be replaced by the members of the Cilvil Service Board, but employees'
representatives should continue to serve on the boards as at present,

"4 study should be made to determine the advisability of!

(a) Tarly consolidation of all retirement systems for State and local government
employees;

(b) Utilization of the Federal Social Security program for payment of the portion
of the retirement allowance vhich it will provide, supplemented by a State
fund system;

(¢) Mandatory retirement upon reaching retirement age, unless the head of the em-
ployee's department requests continued employment and the Civil Service Depart-
ment approves,”

The last item (c) is already standard practice with the exception of veterans., Vet-
erans, as one of their preference factors, mey continue employment beyond the retire-
ment age with or without the department head's approval.

6, "The State should continue preference for veterans., Preference should be evail-
able for use only once. It should not be applied to a candidate's examination grade
unless he first earns & passing grade., Preference should not exceed a certain
number of examination points for an able veteran and & greater number for a dis-
abled veteran, The total of examination grade points plus veterans' preference
points should determine the veteren's vosition on eligible lists, No veteran should
go to the head of an eligible list unless his earned grade plus veterans' preference
points place him there," (This is the recommendation on veterans' preference sup-
ported by the Lesgue of /omen Voters in its legislative material on Civil Service.)

These five recommendations of the Little Hoover Commission in regard to Civil Service
sre those which require legislation to effect., Those which can be effected by ad-
ministrative action have been omitted in order to emphasize the League's legislative
program,
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LEAGUE OF WOMEN VOTERS OF MINNESOTA
84 SOUTH TENTH STREET, ROOM 406
MINNEAPOLIS 3, MINNESOTA
Atlantic 0941

Wovember 24, 1952

To: Civil Service Chairmen
From: Mrs., Arthur Down, State Civil Service Chairman

The enclosed material has been prepared with the view of enabling League members
better to understand eivil service in generazl and the Minnesota State Civil Ser-
vice Department in particular, The latter is the system which the League was
instrumental in creating,

4An attempt has been made in the material to provide answers to some of the
queries most commonly asked about civil service. One of these is the distinction
amongz the various civil service systems operating in Minnesota. (Time does not
permit a discussion of each of the systems,) Another is the relationship bes
tween the civil service agency and the finance agency. Others involve matters
of salaries, classification of vpositions, examinations, etc. These topics

are dealt with in considerable detail because they cannot be explained without
giving a backgroundi of the principles involved and how they actually work, You
will find the state employees' manuzl, Off on the Right Foot, published by the
state Civil Service Department, & great help to yous It comprehends all of the
aspects of the civil service system vhich affect each employee, yet it is con-
cise and understandable,

Because this is a legislative year, League members will be especially interested
in watehing for bdills that affect civil service., This material includes a dis-
cussion of the recommendations made by the Little Hoover Commission which require
legislative action to effect, The one we are already familiar with is veterans!
preference, You will note that the Commission's recommendation agrees with that
of the League,

We urge that you watch legislation to change veterans' preference. Bills which
have been introduced in previous sessions failed to provide the changes which the
League supnorts, Proposed legislation is almost certain to occur in two other
areas, "The open back door" recommended by the Little Hoover Commission is one,
The other is salaries of state employees, especially because the Bureau of Labor
Statistics is contemmlating a change in the method of computing the consumers'
index upon which salary adjustments have been based, These topics stimulate
animated discussion among legislators, ‘e hope they do so with your League
members.
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CIVIL SERVICE IN MINNESOTA
INTRODUCTION

Civil Service is on the asenda again this yesr after a year!s absence., As Mrs, Mcw-
Nemare said in presenting the argument for ite adoption a2t the State Convention last
May, ",..everyone still regards the League as the 'mother! of our present system, and
no matter how far our interests have strayed from the subject in recent years, wve
geem to have acquired, “ue to our earlier leadership, an unavoidable responsibility
for taking the iniltiative in any re-exemination of the system as it now onerates,

in our state.," Mifter thirteen years of operation through an extremely difficult
period," ghe added, "stresses and strains have developed that require the under-
standine and informed cooperation of citizen groups such as ours if the system is

to improve and meet the ehansing needs of the times, asg it must,”

The period during vhich civil service has been in operation in Minnesota has been
difficult for the operation of any merit system, and especially so for the installe-
tion of a new system. Durinez the early yenrs of the State Civil Service Department--
from 1939 to 1941--when the number of job-seekers fur exceeded the number of avail-
able jobs, and conditions were at their best for the selective recruiting and hiring
of employees, the Department wasz occupled with the time-consuming tasks of setting
up records, installing employees who were "hlanlzeted-in" by the civil service law,
ziving qualifying examinations to those who were given this privilege, classifying
all of the jobs, and establishing a salzry plon. Onen—competitive examinations yere
~iven, but not in sufficient numbers to cover 21l of the kinds of work in the state
classified service,

The zreatest stresses and strains to vhich the operation of the system have been sube-
jected were those created by the wer situation, 4n entirely new classification and
salary study was undertalzen in 1944, and resulted in the creation and adoption of a
novel pay nlan, sutomatically adjustuble to increases and decrenses in the cost of
living as defined by the Bureau of Labor Statistics Consumers! Index., Recruiting, of
course, was very Aifficult because of the manpower shortages, The "suspension'
period, inausurated by the 1945 Legislature because of the number of persons on
military leave, lasted until 1947, During this time no appointments could be made

on & permanent basis, At the cessation of this suspension period of permanent

appointments, there were many emmloyees working who then were required to take com-
petitive examinations geain in order to be appointed in the regular manner,

Also in 1947, 81l of the employees of the Fmployment Service, who had been under
Federal jurisdiction Adurine the war on temporary apnointments, reverted to state
jurisdiction, The mental health prosram, started in 1949, chanped meny classes of
positions and added more, for which employees had to be recruited and examined,

The number of provisional employees working in:'the state service serves as an excel-
lent index of the prosress which has been made in the period following the end of

the suspension vneriod, .\ provisional emvloyee is one who has been hired pending

the establishment of an elirible list for the classification of his job. Such an
employee takes the examinstion when it is gziven, on the same basis as any other appli-
cant, He, too, must not only pess the test, but his name must be among the three
highest on the eligible list to be certified, If it should not be high enough, his
services must be terminated until his name is within reach of certification,
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Y2AR TOTAL NO, NO, OF %
EMPLOYEES PROVISIONALS
1947 9,391 3,181 35%
1948 9,948 2,220 22%
1949 10,523 1,576 15%
1950 11,406 651 6%
1951 11,856 5 5%
1952 12,251 191 1.6%

It has heen only in the last two or three years that civil service may be considered
to have been installed andi in full operation in Minnesota, Onefuncilon assigned %o
the Department, however, remains to be put into effect, That is the deveiopment and
administration of & full—=scale service rating system--2 system for evaluaiing eme
ployees! efficiency. To be effective and acceptable to empleyees, a comprehensive
system of service ratings demands first the insuguration of an educational program
for supervisors in their use. The hendicans under which the Department his worked
to date have precluded its undertaling this function, because of the time it would
necessarily consume, the consequent addition of personnel and increase in appropria-
tions,

One of the main sources for evaluation of any system ig the reactions of the persons
sffected by it, Caution must be observed, however, in the value assizned to such
reports, Very frequently, the compiaint will dissolve itself when reviewed in the
light of the rules and procedures governing the action invelvsd,

There is one other point which shovléd be brought out in discussing evaluation of the
system, That is the difference betircen the present time and 1939 in the eattitudes
of employees - to the system and to employnient in general, The supnly of labor
effects empioyees! attitudes toward their jobs, When jobs are pleunciful and labor
scarce, labor is much more demandinz than vhen the reverse situation obtaine, 4lso
to be considered is the fact that the majciity of state empluyees today have never
known state employment under o spoils sysiem, They carnot imegine, for instance,
having deductions made from their pay checks for support of uhe poiitical party in
power, nor havine election results determine whether or not they hold thelr jobs,

To sunmarize this discussion, employees and public alilke could profit from a more
thorough knowledge of the functions, rules and procedvres of state civil service.
The employees manugl "OFFf on the Rizat Feot" prepared by the State Civil Service

Department provides the state empleyees with this information. The following re-
port is intended to serve that purpose for the Leagzue of Jomen Voters,

CIVIL SERVICE SYSTEMS IN MINNESOTA

There are & number of different merit systems in Minnesota, "Fach is & distinct unit
with its own law, orgcanizationel structure and jurisciction, Basiecally the princil-
pleg are very much the seme, They zive exzaminations for selection of employees;

some classify jobs; they provi‘e & structure for the assisnment of salaries; they
allow paid vaceiions end siclk leave; they provide a system for making preomotions.

But within these areas, the methods differ widely. JAny individual employee case
which may come up for insvection must be examined only within the framework of the
particular merit system in whiech it falls,

The State Civil Service system, which the League was so influential in creating,
is the most modern, huving an :dministrator responsible for all of the operations
of the department, with a pari-time board acting in a policy-makingz quasi~judicial
capacity, as recommended in the Model Civil Service Law prepersd by the National
Civil Service League, ilany of the other public personnel sysiems in the state are
administered by full-time boards or commissions with a secretory or chief examiner
who is responsible to the board of commission for all administrative actions,
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The jurisdictions of the various merit systems operating in Minnesota are described
briefly below. To compare their orgenizational structuree and functions is beyond
the scope of thig prozram item,

1. XFederal Civil Service. This personnel system in Minnesota is administered by

the United States Civil Service Commission from the regional office in St, Paul,
Under Federal Civil Service are offices such as the U, S. Post Office, the U, B,
Forest Service, Customs, Veterans Administration, Social Security and Internal Reve-
nue, These departments have offices scattered throughout the state, in addition to
larger district or regional offices located in the Twin Cities,

2, County Welfare Merit System, This is a subdivision of the State Division of
Social ‘Jelfare, established by the Federal Socinl Security Law to provide a merit
system for county welfare emnloyees, In Minnesota this personnel system has jurise
diction only over the employees of the County /elfare Boards, The Federal Social
Security Law provides that all employees partially paid by Socisl Security funds
shell be selected on & merit basis. .ll states, therefore, hove & personnel systenm,
wvhich has jurisdiction over 211 health, welfare, and employment anc security
employees, In Minnesota the state employees in these departments enjoy the benefits
of the state-wide civil service system,

3. DMunicipal civil service systems and City Police and Fire Civil Service Commis~
sions. For many years Minnennolis, St. Paul and Duluth (cities of the first class)
have had civil service systems for the employess of the eity sfovernments. Civil ser-
vice for police and fire departments has been authorized for cities smaller than
first class since 1929,

The 1951 Legislature passed an act enabling cities of the 2nd, 3rd, and 4th class,
and villages or boroughs to establish civil service systems, Under this statute
establishment of & local merit system 1s provided by an ordinance apnroved by a
mejority of the voters voting on its approval at a general or special election., In
a municipality having police and fire Civil Service Commissions, any permanent em-
ployee of a police or fire department under the jurisdiction of a commission at the
time of the effective date of a merit system ordinance shall autometically become a
permanent employee in the classified service under the new act., (Laws 1951, Ch, 675)

%« County civil service systems. St. Louis County and Ramsey County have merit sys-
tems covering county employees. The St, Lounis County Civil Service Board hes juris-
diction over the St., Louis County Jelfare Board employees, In Ramsey County, those
employees are under the jurisdiction of the County Yelfare Merit System. (See 2 abova)

5. State of Minnesota Civil Service Department, This is the public personnel agency
which has jurisdiction over employees working for the state government. It is the
Civil Service which the League was instrumental in effecting in this state in 1939,
and the one in which it is particularly interested as a result, The bulk of the re-

maining material is devoted to a study of the operations of this department,

The following editorial reprinted with the permission of the St, Paul Dispatch from

its issue of March 16, 1951 gives some idea of the stotus of Minnesota's state civil

service system, .
ﬁvw_ﬂ/f_j Lol Ltnnmecr

CIVIL SERVICK GROWIH

In the extent of its coverase, Minnesota's state civil service system is
one of the best in the country. A survey by the National Civil Service
Leagzue shows liinnesota to be one of eighteen states where civil service
covers all departments, and one of the ton five in the percentage of
individual employees protected by the law,




Civil Service - 4 November, 1952

The Leasue has been sunporting the principle of civil service for 70
years, It has seen great progress made in the fight against the old-
time spoils system of hiring and firing public employees, In 1935,
the last time it made a complete national survey, the figures showed
that 38 per cent of state workers were under civil service. Today
58 per cent have this protection in greater or less degree. The
number of individuals under civil service fifteen years ago vas
97,000, Today it is 374,000,

Minnesota has 96 per cent of its state employees, or 11,477 out of a
total of 11,929, under civil service, the league reports, Alabama
tops the nation in completeness of its coverage, with a record of

99 per cent of all employees, California is secon? with 97 per cent.
Wisconsin also includes 97 per cent of its workers,

Wine states now heve merit system requirements in their constitu~
tions, mekinc it more difficult for legislatures to turn back to

the o0ld political hiring methods, Three states, Arkansas, Loulsiana,
and Vew Mexicao, abandoned civil service after once adopting it,

In seventeen states only employees paid in part by federal funds

are in merit systems. This is under a requirement of the federa
sovernment, There are thirteen states with broader coverage than
this, but without protection in all departments,

Minnesota 1is fortunate in the prosress it hasg made sway from the
spolls systenm.

RELATIONSHIP BETWEHEN THE PERSONNEL AGHNCY AND THE FINANCE AGENCY

Important to keep in mind vhen studying the functions of a personnel agency is its
relationship to other acencies of the governmental unit, especizlly the department
in control of funds. In Minnesota, for instance, the functions of the Mudget Divi-
sion of the Department of Administration and of the Civil Service Depariment are
closely related and integrated, but do not overlap,

In order thorouszhly to understand civil service in this state, it is necessary also
to iznow some of the functions of the Budget Division &nd also of the state Legisla-
ture with respect to allocation of funds, Briefly, the Legislature appropriates

the monies for the operation of each state department for each biennium. The Budget
Division controls the expenditure of these monies within the amounts appropriated

by the Legislature, (The Rudget Division maintaine & much more rigid control over
the exvenditures of the General Revenue Mund than over those of the dedicated funds,)

The Department of Administration, therefore, is the one vhich determines whether or
not & new position would be neccssary to the department's operations; whether or not
a proposed departmentsl reorgenization of positions would be in accordance with

the principles of sound management; and whether, therefore, such a reorgzanization
could be allowed: and vhether or not funds be available for the reallocation of a
position to a higher job classification, Such problems involve personnel menagement,
Their resolution, however, falls within the scope of the central finance agency
rather than that of the personnel agency.

THE MINN®SOTA STATE CIVIL SIRVICE DFPARTIENT

ORGANIZATION AND FUNCTIONS

The Minnesota Civil Service Department has a single administrative head, with a
three-member board which acts in a policy-making and quasi-judicisl capacity. This
type of administrative orgenization is generally recognized by management experts
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as beinr one of the most efficient organizational forms, and is incorporated into
the Mocel Civil Service Law,

The Civil

The members of the RBoard are appointed by the Governor, with the consent of the
Senate, for terms of six yeers, One member is appointed each biennium, The present
members of the Civil Service Board are:

1, Mres. Harington Beard, Minneanolis. Former president and former Legislative
Chairman of the Minneapolis League of :omen Voters.
Mr. Francis /. Russell, Cold Spring, Attorney,
Mr. George Ziesmer, Mankato, Auntomobile dealer,

Mre, Reard and lMr. Bussoll have served on the Roard since its inception in 1939. Mr.
Ziesmer replaced Mr, Wilbur Flston, who is now in charge of the Minneapolis Starls
iWashington Pureau,

The princinal powers and duties of the Civil Service Boerd are!

1, Aifter public hearing, to approve, modify, reject, or approve &s mod.ified,
a, Rules snd resulations prepared and recommended by the Director for
carrying out the purposes of the Civil Service Act,
b. Plans for the classificetion of positions, and
c., Compensation schedules for positions in the state civil service.

To make investizations concernings the enforcement and effect of the civil
service act.

To conduct henringes and pass upon complaints, in accordance with the provi-
gions of the act.,

The Board is also responcible for appointing the Civil Service Director, It appoints
an examinin~ committee to conduct & merit examination for the purvose of establishing
a list of elizible eandidates, The Board then makes an appointment from the three
hizhest names

The Direchtor of Civil service

The Director is respmonsible for administering the provisions of the Civil Service
act, He has o staff of some eixty persons enzaged in the nerformance of these maln
functions of the department:

1. To administer the civil service law in accordance vith its provisions and
under the policies of the Civil Serviee Board;

2, To give open~competitive and promotional examinations in order to find the
best qualified persons evailable to do state worls; to test themy =rade thelr
nﬂnpvq, set up eligzible lists; and meke certoin that appointments are made

ccording to the eivil service lav and rules;

To check the pay of each state employee to be sure he is getting the right
amount;
To determine whether pronosed perconnel actions sre within the scope of the
lay and rules:
To maintain en official roster of state employees;
To make sure that all personnel transactions such as salary increases, DPro-
motions, tronsfers, and the like, are proper and legalj
To classify jobs based on their duties and responsibilities in gccordance
with state classification plan}
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To re-allocate jobs when duties and regponsibilities have changed enongh to
make 1t necessary;

To recommend to the Civil Service Roard the assignment of each cless of work
to a specific pay range and to recommend changes in these mssignments when
necessary;

In general, to be the statels central personnel agency.

The Department is divided into three maln sections to administer the functions dele-
gated to the Director under the act, These Divisions of the Civil Service Depar t~
ment are:

1. The Recrulting and Txamining Division, This Division recruits state employees
Prepares, gives and gredes examinations; and sees to 1t that appointments
are pronerly made from eligible 1lists.,
The Classification and Comnensation Division, This Division classifies 2all
The state jobs in accordance with the state classification plan and deter-
mines pay rates for state Jjobs in agcordance with the state pay plan,
The Trensactions and Office Management Division, This Division is responsible
for the accuracy ond lesulity of all personnel transactions such as salary
increases, resignations, layoffs, demotions, and so on; for making sure that
all state payrolls are correct; for the proper explanations of the law end
rules to the operating departments; and for doing "Thousekeening" work for
the Civil Service Department itself, such as budgeting, purchaging, filing,
duplicating and typing,

JURISDICTION OF THE STATE CIVIL SERVICE DEPARTMENT

As mentioned previously, Minnesota is in fifth place in the percentage of atate em—
ployees covered by civil service out of the eishteen states in which civil service
encompasses all departments, These positions which are covered by the civil ser-
vice law comprise what is celled the classified service,

The Civil Service Act specifically exclures some state employees from the provisions
of the law, These positions are in the unclassified service. Briefly, these in-
cludet Tlective officials, department heads appointed by the Governor, one private
secretary to each of the elective officers, ceputy registrars of motor vehicles and
their seasonal help, employees in the Governor's office, employees of the Legisle-
ture, the academic staffs of the stete teachers! colleges, nrofessional staff of

the Attorney General's office, court employees, patient and inmate help in state
institutions, end state highway patrolmen. (State Highway Patrolmen are gelected
end appointed according to civil service procedures, but none of the other provi-
sions of the civil service law affect them,)

SPECIFIC FUNCTIONS OF THE CIVIL SERVICE DEPARTMENT

EXAMINING

The primary and traditionally most important function of & merit system is to exa-
mine epplicants for employment, so that the best qualified are placed in the avail-
sble jobs. The law provides that the Civil Service Director prepare examinations,
eligible lists, end ratings of cendidates for appointment, The law further states
that, insofar as practicable, vacancies shell be filled by promotion from among
persons holding positions in the classified service, and subject to such exceptions
as the Board mey nrovide, from the lower class or group within the particular
classification, "Promotions shall be bused upon merit and fitness, to be ascer=.
tained by competitive examinations in which the employee's efficiency, character,
conduct, and seniority shall all constitute a factor," In 1947, the law was amcnded
to make it possible for a depurtment head to promote an employee as & result of a
non-~competitive examination rather than a competitive one, if the higher poeition
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requires "peculiar and exceptional qualifications of an administrative, scientific,
professional or expert character."

Izamination Procedure

The examination procedure starts with the announcement of the Civil Service Depart-
ment that it is going to give an examination for a particular class or series of
classes of positions, An exampnle of & series of classes is Clerk I, Clerk II,
Clerk III., The examination announcement states the titles of the positions for
which the examinations are to be given, the duties and responsibilities of the
jobs, the qualifications which are either necessary or desirable, the abilities and
knowledze required, and of what the exemination will consist, A test may include

s written test, performance test, experience rating, personal interview, or a com=-
bination of measures for predicting job success,

The announcements of examinations oare given wide distribution, so that as many per-
sons a2s possible will be informed that the test 1s to be given, They are regularly
cent to all of the most offices in the state, the County aunditor's offices, the
Welfare Boards, the newspapers, and to other selected recruiting sources, depending
on the kind of work for which the examination is to be held,

applications for examinations may be secured by any interested person directly

from the Civil Service Department or from any of the local offices of the Minnesota
State Fmployment Service, The applicant then fills in the application blank, has
it notarized, because an oath of office is included on the form, and sends it in

to the Civil Service Department, Unless the particular examination announcement
calls for minimum qualifications of education and experience, the application is
accepted if the person is a citizen of the United States and has been a resident of
Minnesota for two years, (In some classes in which the turnover has been high, and
in which it is difficult to recruit quelified applicants, the residence requirement
has been waived,)

If 2 written test is to be given, the applications are sorted by location of resi-
dence., High school bduildings and personnel in 31 cities in the state are used for
state civil service examinations, All or some of the 31 places may be used for

the sdministration of & test, depending on the number and location of the applicants.
Not only distance of the applicant to an examination center is taken into 2ccount in
scheduling, but also bus and trein schedules, and the convenience of the highvaye
from the applicant's home to the city in which the examination is to be held,

At the appointed time for the test to begin, the monitor passes out test booklets,
identification sheets, and answer sheets to the candidates, The identification
sheet has 211 the information needed to assemble the candidate's pepers = the identls
fication number, name, birthdate, signature. This sheet ie used aise to obtain the
conditions uncer which the candidate is willing to accept & position - salary, place
of employment, length of employment, etc, The snswer sheet is a specially prepared
sheet for use in an International Business Machine electric scoring machine, It

is identified only by the candidate's identification number,

At the time of the written test, claim forms are distributed to veterans for the pur-
pose of claiminz their preference. a veteran must maize claim for his preference

each time he tekes an examination, although he is required to submit proof of his
eligibility for preference only the first time he mekes his claim,

after the written test is completed, the test monitors send all of the materials
back to the Civil Service Depertment, There the answers are scored on the electric
test-scoring machine, If an evaluation of experience and education is to be a
component of the exsmination, as it is in all exeminations except for some beginning
level jobs this is done from the information on the application forms. Finally, all
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of the papers for each candidate are assembled, If there is to be an interview

as part of the examination, the persons who have passing grades including the
veterans whose preference raises their scores to passing, are scheduled for the
interview, \When all of the parts of the examination have been completed, the scores
ere all posted on a scoring sheet, and multiplied by the weights assigned to each
part of the test. The total earned rating is the sum of these weighted scores, ex-
cluding veterans' preference. Veterans' preference is added afterward, An example
is given below:

i WEIGHT SCORA WEIGHTED SCORE
Uritten Test 40% 75,00 30,00
Txperience & Training 307 80,00 24,00
Interview 3075 90,00 27.00
Total Faerned Rating 81..00
Veterans! Preference 5.00

Final Score (wvhich determines place on list) 86.00

Promotionsl examinations are conducted in the same manner as are the open-competi-
tive examinations. There are, however, several distinct differences. In the first
place, eligibility to talke & promotionzal examination is restricted to employees

vho have permesnent or probationary civil service status. Sometimes & promotional
examination is held for just one department, In such cages, the emnloyee, to be
eligible to take the examination, must be an employee of that department. This
applies particularly to nositions which oceur only in one department, and in which
experience in that department is necessary training for a higher position.

The other differences between promotional and open-competitive examinations are pre-
scribed by the law in the statement that promotional examinations must take into
account "the employee's efficiency, character, conduect, and seniority". A rating
form to measure the employee's gualifications for promotion to the specific class

of position for which the examination is being given is completed by the department
in which the emnloyee works, Seniority of each candidate is also rated, so that
those who have worked the longest get the highest rating, and those who have worked
the shortest period of time get the lowest score, In no cage can a seniority
rating be lower than 70, since that is the lowest passing mark,

Fligible Lists

1, Oven competitive ond promotional lists. Fligible lists are establiched in the
same menner for both open-competitive and promotional examinetions, On 211 of the
test papers of passing candidates their final scores are posted and include
veterans' preference. To set uy & 1ist, therefore, the papers of all the 10-point
veterans are sor*ed out, Theue are then arranged sccording to the magnitude of

the scores, placing the highest first, Then the papers of all the remaining candi-
dates are arranged azccordinz to score and follow those of the 10-point veterans.

An eligible list, therefore, might look like this:

RANE NAME BARITED FIWVAL
RATING RATING
John Doe 80.00 GU.00
Joe Rlow 69,00 79,00
Wm., Smith 60,05 70,05
John Jones 98,00 98,00
Mary Johnson 90,00 _ 95.00
Oie Peterson 95.00 95.00
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It is not uncommon for 2 list to have & great number of 10-point veterans at the top,
so that many mositions have to be filled before the name of the first non-veteran

or 5-point veteran is reached, It is not uncommon either, for a list to have 10=
point veterans at the top, none of whose earned ratings are as high as those of the
non-veterans followingz them, a&s is shown in the sample list above,

In the 1952 Annusl Renort of the Civil Service Department it 1s reported thht )Qa of
both non-~veterans and veterans attained vassing grades in examinations. Although 29%
of the veterans who took exeminations did not pass, even with the preference, 12%

of them were able to pass by reason of their preference. As a result ?l; of the
total number of veterans who took examinations passed, compared with 59 % of the non-
veterans,

4 factor which greatly increases the number of 10-point veterans is that a veteran

is entitled to 10 points if he has even a 0% disability rating from the Veterans!
Afministration, During the first few years of the Civil Service Deuartmont‘s opera-
tion, & veteran was awarded 10 points preference only if he had a 10% disability
rﬂting. The Veterans! Adminictration itself does not coneider & lower disability
rating as signifying a disability., No compensation can be paid for a disability
rating which is lower than 10%, The state Attorney Cenersl, however, vhen the ques~
tion was brouzht before him in 1042, ruled that any veteraen with 0% digability was
entitled to the meximum veterans! preference in Civil Service. Whnt this actually
means is thet persons who were in the armed forces, who had medical attention during
their service, such as a tonsillectony, cen get the 10 points preference and have
his neme placed at the head of a civil service eligible list,

2, Layoff List., If there is a curtailment of funds which eliminates one or more
positions, the person who hes the least senlority in that classification within the
department concerned will be laid off. In this case, his name is pla weed on the

layoff list, If another layoff is necessary, the person vith t the next least seniority
is 1aid off, ete, ithenever there iz a2 vecancy in the seme classe in the same depart-
ment, the one person on the layoff list who has the greatest senlority is certified

to fi1ll the vacency. The department head must appoint this person, 1if he ig avail=
able for employment.

3. Reemnlovment List., If an employee with clvil service status resigns from the
state service, he may request, within one year of his resignation, that his neme be
placed on the reemployment 11~t iMhen the Civil Service Devartment receives the re-
auest, it asks the department in which the emnloyee has worked for & rating, such as
excellent, good, satisfactory, or unﬁntiqi”ctory If the rating is "unsatisfactory",
the name cannot be placed on the 1ist, Otherwise, names are placed on tnis reemploy-
ment 1ist in order of the excellence of the ratings, The nams of each person who

is 1aid off is placed on the reemployment list as well as on the luyoff listy This
enables those persons to be cons;ﬁered for employment by departments other than those
from which they were laid off,

CERTIFICATION FROM ELIGITLE LIETS

Tach of the varions eli~ible lists is established for a single class of positions.
For instance, there can he a layoff list, several denartneﬂtul promotional lists, &
statewide promotional liet, an open-competitive list and a recmmloyment list for the
class Clerk III,

When 2 requisition for a certification to fill a vacancy ie received by the Civil
Secrvice Department, it zoes through the following proceures, TFirst, the job to be
filled must be clacsified, Next, it has to be apﬁlo._l by the Budget Division of
the Department of Administration to he surs that the department has suffizient funds
to pay for the positicn Then when these factors are determined, tihe Civil Service
Department can certify names from an eligible 1list for the proper job clasgification,
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is mentioned above, the layoff list must be considered first, If the department re-
questing the fllllnp of the vacancy hae no one on a layoff list, another list must be
used, If there is 2 departmental promotional 1list for that ﬂepartnent and that class,
it must be used next, The department mey, however, request certification from a list
other than its promotional list; if it can submit evidence that to do so would be in
the best interests of the state service, If there is no departmental promotional
list, or if the Civil Service Department approves the use of another eligible list,
three names may be certified from the statewide promotional list, or the reemployment
list.

If there are names of three available eligibles on a list, the department must ap-
point one of the three, If one of the persons indicates that he is no longer in-
terested, another name is sent to the department, so that the selection may be made
from among three persons.

Only if there are fewer than three eligibles on a 1ist for the position to be filled,
may the department be authorized to fill the vacancy on a so-called "provisional'
basis, This 1s the case in which a person is hired to fill a job without having
first taken a Civil Service test and have had his name placed on an eligible list,
Persons who are hired on this basis cannot work for more than six months in any years
Refore theyr can be considered for regular employment, they mush take the test for

the class in which they are working, pass the test, and their names be among the
highest three on the resulting eligible list so that their names may be certified

in the regular manner, as described above.

PROBATIONARY PZRIOD

The first six months of employment fellowing appointment from an eligible list is
called the 'probationary period.," This is really the final sten in the selection

and examining process., It is an on-the-job test., During the probationary period, the
employee can be dismissed or demoted without the right of eppeal, If the performence
of the probationary employee is satisfactory, the department head notifies the civil
service department in writing to that effect, and the employee attains permanent

civil service status,

CONSTRUCTION OF CIVIL SERVICE IXAMINATIONS

The first sten in preparing an examination is to learn the functions and duties of
the position for which the test is to be given., To do this the specifications for
the class are reviewed and, if necessary, additional information is ohtained from
interviews with employees in the job, their supervisors, and department heads. &
class specification includes, as well as descriptions of the duties and responsibili-
ties, the abilities required to perform them, (aee next section on Classification.)

The next step is to decide what measures will best select persons with these abili=i:-
ties, Most positions require & body e¥f Innulwape in a specific subject-matter field,
Some positions, however, require an sptitule for a skill ra ther than already-acquired
knowledge, and the tests differ accordingly, These two types may be illustrated by

a clerical aptitude test, for example, and a test for Statistician, which would
inelude questions snncirlc¢1ly to tﬂst knowledze of that subject. Paper-and-pencil
tests are used extensively to measure both aptitudes and achievements,

Manual abilities, such as typinz and shorthend, and other skills wvhich are relatively
easy to measure, are tested by méalis of "demohctration of ebility" or "performance"
tests. Ior positions in xh;cq ﬂhrsoj'l sppearance, menper, attitudes, and general
effect of the person on othpr ﬂcrsons are imbortant, & perdepal interview is usually
incorporated in the exami e bioh prodegsi Rdusation and expérience background is a
actor in selection I8y fost nositlons except those 8t the Beginning levels., For
this reason, &n evialuition of trainine and experience is usunlly epplied. It can be
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seen that an examination losically may include eany one or combination of these
measures of predicted success.

ifhen a written test is called for, it is prepared initially by the technicians em—
ployed by the Civil Service Department. The material for examination guestions is
obtained from several places., Some of these are (1) recognized experts in the
particular occupational field, (2) a file of examination questions in the Civil Ser~
vice Depertment, (3) the testing service :offered by the Civil Service Assembly of
the United States and Canada, (%) guestions used in other civil scrvice agencies for
similar jobs., It is a policy of the Civil Service Department always to request the
agsistance of recosnized experts, in the occupational field being tested, to review
nevly prepared examinations,

Written tests for promotions are very much like written tests for entrance into the
state service. One chief difference between the two is that employees taking pro-
motional examinations are expected to know something about higher level jobs and
something ahout state zovernmental operations. It is generally true that written
tests for vpromotional exeminations have more questions about the worlk itself than
appear in the entrance written examinetions.

Interviews are conducted by well-gualified persons in the particular occupational
field involved, Members of interviewing boards ore selected because of their abili-
ties and high standings in the particular occupation. They give their time to the
state as a public service, receiving no pay. Occasionzlly, oral tests are given.

In this case, the examiners also are experts in the occupational field involved,

but ask the applicents specific questions about the occupation to determine the ex-
tent of knowledge the applicant possesses, &g woll &g to measure the personal quell-
ties of the applicant.

A good desl of research is done on civil service examinations. In most written tests,
each item or examinstion question is reviewed statistically after the test to see if
it diseriminates between the persons who attained the highest scores on the test and
those whose scores were lowest, and to measure the level of difficulty of the test
item. These analyses are used in subsecuent examin-tions when anmpropriate auestions
are being selected,

JOB CLASSIFICATION

Classification of positions is fundamental to the administration of a merit system.
The principle of "equel pay for equal work" is dependent upon & method for deter-
mining the equality of jobs., A system of grouning positions which require like
qualifications is of tremendous value in administering a program of examinations for
the selection of job applicants, This fact hes been indicated in the previous sec-
tion dealinz with examinations,

A portion of the Civil Service Act is guoted below to indicate the importance of a
5

job classification plan to the operation of the merit system and the extensiveness
of its use. "The director of the state civil service shall, as soon as practicable,
and after consultation with appointing authorities and principel sunervisory offi-
cials, classify all offices, employments, and positions held by persons who may be-
come members of the classified service under this chapter.... Titles shall be estab-
lished for each class of employment for use in examining eand certifyingz names of
persons for appointment under this chapter, and a description of the duties and re-
sponeibilities exercised by the persons appointed to each of them shall be drawn up,
minimum qualifications required for ssutisfactory performance of the duties of each
grace and class formulated, and, so far as practicable, the lines of promotion from
zrade to srade or class to class shall be indicated, The titles in this classifica-
tion, as defined by the specifications of duties and qualifications, shall be used
for (1) original appointments; (2) promotions; (3) payrolls; end (4) all other re-
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cords affecting the status of personnel, The classifications, vhen approved

by the civil service board after public hearinz, shall take effect immediztely, be.
sent to the commiesioner (of Administration), eand used by him in the preparation
of the next following and subsequent state budgets,”

The first taslkt of the Civil Service Department was to secure, in gquestionnaire form,
& job description from each employee, The procedure for comnleting a classification
questionnaire is to have the employee write a detailed description of his duties,
breakinz them down into percentage of time spent in the performance of each. His
immediate supervisor then indicates on the form the extent of his supervisory respon-
sibilities with respect to that employee and any vpoints of disagreement about the
dnties performed, Next comes & review of this information by the next higher super-
visor and the department head, with their judgzments as to the gualifications regquired
for successful performance in the position, Then the completed ouestionnaire is re-
turned to the Civil Service Depertment, During the develonment of the original
classification plan 211 of the approximately 10,000 guestionnaires had to be con-
sidered simultaneously, TFach was read and re-read, grouned with others vhich ex~
pressed the same or similar duties and responsibilitles. DMany were sorted out be-
cause of a need for additional information., These positions were reviewed personally
by & member of the Civil Service Department staff or by one of the staff of Public
Administration Service, the firm contracted by the state for developings the clussifi-
cation and pay plans, Following this step, each of the questionnaires was reviewed
again, some of them many times, to determine in which class it should fall. Factors
upon which the allocation of a2 position depend are those such as the kind, difficulty
and responsibility of dutiesg performed, the qualifications reguired, and applicability
of recruitment methods for filling the positions within the class. A class may be
defined as a wposition or group of positions which have duties and responsibil ities
sufficiently similar to warrant recrultment of applicants from the same source,
application of the same tests of fitness for selection of gualified applicants, and
application of the same rate of nay.

Following the determination of the classes represented in the state service, specifi~
cations were written for each., The class specification inecludes the class title; a
description of the duties and responsibilities of the work and a statement of the
qualifications a person shounld possess to enable him to perform the duties of a
position in the class with reasonable prospects of success, The specifications have
the following force and effect!: The definitions are descriptive and not restrictive.
They are intended to indicate the kinds of positions that are allocated to the class,
as determined by their duties and responsibilities, and shall not be contrued as de-
claring to any extent, or in any way, what the duties or responsibilities of any
poegition shall be, or as limiting or in any way modifying the power of any appointing
authority to assign, direct and control the worlk of employees under his supervision,
The use of a particular expression or illustration es to duties shall not be held

to exclude others not mentioned that are of similar kind or guality. This is an es-
pecially imwortant qualification of the class specifications, because so often em-
ployees tend to regard the specification as specifically limiting their jobs. In
determinins the clags to which any position should be allocated, the definition of
each class shall be considered as a whole. Consideration shall be given to the
general duties, specific tasks, responsibilities, qualification requirements and re-
lationship to other classes, ag together affording a nicture of the kincd of employ-
ment that the class is intended to embrace.

The original schedule of classes vhich was adopted by the Civil Service Board on
April 10, 1940, together with subsequent amendments and revisions, constitute the
"eclassification plan" for all positions in the classified service.

It will be noticed throughout any discussion of a position classification plan the
implication of change, in phrases such as "esteblish and maintain", "amendments and
revisions", A classification plan is a dynamic, rather than a static, system. As
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administrative organization chanses, so is assignment of duties subject to modifica-
tion, and hence, the classification of positions, As new functions are undertaken
by the government, new jobs are added, which are frequently reflected in the classi-
fiction nlan by the addition-of new classes, 'hen & function is discontinued, or

a set of dutiesg once comnprising a position, assigned to positions in different
classes, the action is reflected by the 2bolition of classes, The activity of the
Civil Service Department during the year July 1, 1951 to July 1, 1952 illustrates
this point., /uoting from the eurrent aAnnual Report, "The creation of new and the
eliminetion of old functions, Bnd the resultant changes in departmental operations
and staffing patterns, resultefli in the establishment of 20 new classes, abolition

of 24, title chanres for 19, reassignment of 6 to higher salary ranges end revisions
in the specificatione for 119 classes, /lth respect to the latter figure, many of
these specifications were written in 1940 and no longer accurately reflected the
current duties and responsibilities of the positions,"

after the final allocation of a position is made, the position remains in that class
until the duties and responsibilities have changed enough to warrant its reallocation
to a different class, Positions are constantly being reviewed for the accuracy of
their allocation in the classification plan, Review of nositions is activated in
several different ways. One is by the almost automatic method of havine every pro-
bationary employee couplete a classification questionnaire before the corpletion of
his probationary period, If there i1s any indication from the questionnaire that the
position doss not helong in the elass to which it has been allocated, additional
information is obtained from the emoloyee concerned and from his supervisors, If

a change in class is indicated, the emmloyee ond the department in which he works
are notified to that effect.

Reviews of positions may also be instigated by the Civil Service Department, the
written request of a vermanent employee, or of a department head, whenever, because
of changes in the organizational structure of a devartment, in the duties of a posi-
tion, or for other reason, a position seems to be allocated improperly. In making
a request for the review of a position, the employee or the depariment head must
specify the changes that have occured in the position since it was last reviewed
which in his opinion justify its reallocation, Upon such initiative, the Civil
Service Department investisates the duties of the affected position. If the direo-
tor makes a reallocution or denies an application for reallocation, he notifies

the department end the employee affected by the action.

Extremely important for the affected employee and his department to understand in
reallocations of positions to different classes is that a reallocated position is
considered the same as a vacant one, If an employee's position be reallocated to
higher clasgs, that emmloyee would not automatically gain permanent status in the
higher elass, Instead, the reallocated position continues only if the department
head fills it in accordance with the provisions governing appointment, promotion,
demotion or transfer withing 60 ecalendar days following the date of the notice of
reallocation of the position, The employee whose position is reallocated continues
his status in the former class, but is inelizible to continue in the position in
the new class unless he is appointed to that position in accordance with the rules
governing the sbove-mentioned actions, A permanent or probationary employee whose
position is reallocated to & higher class for which a promotional list exists, may
take the promotional examination, if he has not already done so. In any case in
which the incumbent of a position which is reallocated is ineligible to continue in
the position in the new class, and is not transferred, promnoted, or demoted, the
layoff provisions apply., (See seotion entitled Layoff List.)

The reasons for this restriction on reallocations is evident. If employees whose
positions are reallocated to higher classes should automatically gain permanent
status in the higher clase, the commetititve promotional system would be considerably
modified, On the other hand, if an employee's status should attach to whatever




_Civil Service - 14 Wovember, 1952

clase his position hapnens to be allocated, if the job should be reallocated to a
lower class, he would automatically be demoted and lose status in the higher class.
Such practices would be unjust and subject to manipulation,

The Civil Service Department reviewed 220 individugl positions during the 1951=52
fiscal year., A total of 32 of these were reallocated to higher classes, 35 to lowver
classes, and 6 to other classes in the same salary range. There was no change of
allocation in 124, The study of 23 positions was in the process of comnletion at
the close of the year., These figures do not include the review, by auestionnaire
only, of the positions held by probationary employees during the year,

THE PAY PLAN

"In no phase of personnel administration is the confliet between employer and employee
more apparent than in that of compensation.. This generalization applies with equal
force to nrivate and to public employment.!"™ A comprehensive a2nd well-conceived

pay plan provides the tool to minimize this conflict. The passage of the Civil Serw-
vice Act with the consequent stenderdization of salaries based on the classification
of positions placed the State of Minnesota amongz the relatively few governmental
Jurisdictions to have a comprehensive system for the payment of selaries,

The advantages of a standardized pay plan are more forcefully vpointed out by a dis-
cussion of the results of not having one rather than by & discussion of the merits

of such a plan., This is the approach used by Mosher and Kingsleyl in their treatment
of the question, Among the consegquences of the failure to dezl broadly and construc-
tively with the problem of pay are the following: (1) paying individuals doing the
same work in & single organization, a wide ranrse of salaries, which vary in some
cases by as much as several thousand dolloars; (2) having different scales of pay for
different organization units within the ssme jurisdiction; (3) payinz individuals
engaged in various types of work the szme wage or differentials which in no way
reflect the greater or lesser degree of difficulty or responsibility of the nositions
concerned; (4) maintaining, in some instances, the same salary scales for decades,

in spite of changes in the vrice level and the going rates in the surrounding mar-
ket. None of these is compatible with the principle of "equal pay for equal work!,

The first step in the develowment of & pay plan is to determine the broad lines of
policy respecting wase levels and the factors to be considered in arriving at them,
including sueh considerations, on the economic gide, that the government should pay
rates that are roughly commarable with those paid by the best private employers and,
on the sociel side, that even the lowest rates should afford the workers the means
for mainteining a minimum standard of living. Next comes the development of the
pay plan itself, which is composed of two partsi (1) the pay scales esteblished for
each class of positions, and (2) the formal rules for vage administration. These
two parts will be considered here wivh respect tc Minnesotals plan for its state
clageified employees,

48 1t generally true elzewhere, the pay plan is an administrative funetion performed
by the central personnel agency, in this case, the state Civil Service Department,
in cooperation with the finencial authority, here the Department of Administration,
While the pay plan is developed by an administrative agency, the final adoption is

& legislative prerogative, as it is in almost all other jurisdictions,

1, Mosher and Kingsley., Public Personnel Administration, Harper & Brothers, 1936,
D, 4471,
2| Ibi"ll-o| pl QLLBQ
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The primary job in setting up & pay plen is to collect wage data from private em=
ployers and from other public jurisdictions. '/ith such data the government can
meintain en equilibrium between its wages and those of private industry. This has
been done here using the aquestionnaire method, in which preclise job descrintions

are civen of "key" positions for which information is asked concerning comparable
positions, The information necessary %o obtain includes the number of positions;
basic waze for each such position; working hours; overtime regulations; provisions
concerning anmnual leave, sick leave, and retirement: special bonuses or incentive
systems, and similar data, This information is essentizl to make possible equitable
comparisons, For instance, the same salary reported by two firms for the same kind
of job is not actually the same if the length of the work weel is different for the
two, Key vmositions are selected to serve &s points of reference to which-other
positions can be related in constructing the pay scales, because it is impossible

to obtain data from other employers for all mositions represented in the governmental
orranization. There are quite a few jobs in gmovernment service which have no
counterparts in nrivate industry. Data collected from other public jurisdictions,
of course, heln to fill in these gaps.

Given the dota on couparable positions then, the job is to assign rates of pay to
the classes of vositions represented, Some of the main considerations upon which the
determination of specific rates depends are the relationships among various classes
of positions in terms of duties and responsibilities, the ease or difficulty of
recruiting personnel, the probable effect of the prescribed rates upon labor turn-
over, and the probable promotion rate. Most important of these, and first to be
coneidered, is the maintenance of #internal consistency" ~ the relationships among
the classes in terms of duties and responsibilitiss., Finally, then, & schedule

is worked out, with the lowest rates being paid %o Dersons in classes having the
least responsibility and the highest to those demendins the highest level of skills
and responsibilities, The others fall in betueen, due consideration having been
given to the other factors, such as recrulting possibilities, turnover, ete, Two
exhaustive solory studies have been undertalken in Minnesota Civil Service. The
first was in 1940, when the first standard salary plan vas adopted; the second in
1944, which resulted in the development of an entirely new plan, incornorating a
provision for autometic cost-of-living ndjustments. To prevent the plan's becoming
out-of-date, surveys are continually beinz made of selected groups of classes. ¥or
instence in the 1950-51 fiscal year the Civil Service Department conducted 16 major
galary surveys. These surveys anced from studies made in private industry of the
Pwin City area to nation-wide comparisons, It involved classes such as, pover
engineers, medical technologists, game vardens, ey punch operators and electro-
encephalograph operators, Public Administration Service of Chicago conducted &
salary survey for the non-acedemic employees of the University of Minnesota, Two
members of the state Civil Service Department participated in this survey., The
results of this study were made aveilable to legiglaetive committees for their use
in considering amendments to the state pay plan durine the 1951 session of the Legis-
1rture. A number of salnry studies were conducted during the past fiscal year also.
One of these was for the guards in the penal institutions, It was found that, while
the salaries in some staktes sre higher then those paid in this state, the work week
was either 44 or 48 hours. 'hen these salary rates were compared on the basis of a
Lo-hour week, which is standard in Minnesota, the Minnesota salaries were higher
then all the states surveyed with the exception of Michigan.

The Minnesota salary plan provides & ranze of compensation for each class of posi="
tions, JFech range is divided into five equal steps, for nurposes of merit increases.
There are 28 salary ranges in the plan., The lowest is 3170 to $195 per month; the
hizhest 799 to $879. Range 1 provides a $25 spread from minimum salary to maximum}
Ranne 38, an %380 spread., With each divided into five equal steps, Range 1 steps are
25 a piece, Ranze 38 steps, $16 each,
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As mentioned earlier, the plan provides for cost-of-living adjustments, 'ith rises
of the Buresu of Labor Statistics Consumers' Price Index a specified number of
points, steps are added to each salary range uniformly throughout the salery plen,
For instance, last July 1 a one-step increase was automatically granted all classi-
fied employees, because of & sufficient increase in the cost-of-living index, This
mezne that clacsses assigzned to Range 1 were increased five dollars a month, and to
Ranze 38, 516 a2 month, These increases are included in the fizures quoted above.

in issue which is frequently raised when salary increases are being considered is
the fact that classes in the lower renges receive a lesser dollar increesse than
those in the higher ranges, The employee&é union, for example, has sometimes recom-
mended flat raises of 25 for nl1l employees, The objection to this techniaue 1s
thet it tends to destroy the internal consistency of the pay plan. In time, several
such increases would comnress the pay plan into a much narrower range, making it
impossible to differentinte the classes on the basis of duties and responsibilities.
In addition, top salaries paid in government employment have always been renovned
for being much lower than can be paid for the same kind of work in privete industry.,
Flat increases only emphasize this discrepancy, A more equitable method is to give
graded increases, less for the lower classes and more for the higher ones, This
system makes it possible to grant more uniform percentage increases, ané does not
affect the internal consistency of the plan to as great an extent.

Minnesota is the only state using this flexible device for cost-of-living ad justment
of salaries based on the slze of the salary rencge, Since the 1951 legislative ses-
sion, it is also the only state to pay its department heads in a similar way.
Gearing the department heads' salaries to the cost-of-living index serves two pur-
poses: (1) provide @ more constant relationship between department heads and classi-
fied employees' salaries so they increase and decrease together, and (2) eliminate
previous criticisms that department heads'! salaries were frozen while classified em-
ployees' salaries fluctuated with the Index,

The rules under which the pay plan is administered are adequately exnlained in the
employees'! menual, "Off on the Right Foot',

RECOMMENDATIONS OF THE EFFICIENCY IN GOVERNMENT ("LITTLE HOOVER") COMMISSION

1. "The so~called 'back-door' to Civil Service should be opened considerably, De-
partment heads chould be authorized to discharge civil service employees for cause,
after notice and hearing by the appointing authority, except that there should be
right of anpeal to the Civil Service Boerd when the employee claims that the dis-
missal is based on political, racial or religious motives, Discharges by administra-
tive action and decisions with respect thereto by the Civil Service Board should

not be subject to review by the courts,”

Under the present law, an employee can be dismissed for cause, but has the right of
appeal to the Civil Service Board under any circumstances. If the Civil Service
Board upholds the action of the department, the employee may take the case to court.
The method recommended by the "Little Hoover Commission" is essentially the same

as that contained in the lModel Civil Service Law,

Bille have been introduced in two or three legislative sessions to enact this amend-
ment of the Civil Service act, but have never succeeded in passing., Employees seem
to feel that the change would impair their security in their Jobs, and that wholesale
dismissals would result, ¥Fisures have been compiled by the Civil Service Department
on the number of dismissels during probation, during vhich the employee has no tenure
for comparison with the number of dismissals of permanent employees., Under the pre-
sent law there are not many more dismissals of probationary employees than of perma—
nent employees., This would seem to indicate that to change the law and open the
"hack-door" would not result in & wave of dismissals, It is felt thot the amendment

would be beneficial from & psychological standpoint in stirulating employees to in-~
crease their efficiency.
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2. "ill state officials and employees up to, but not including, the executive head
of a department should be under & single civil service system." There ig & lack of
uniformity of application of the merit system in the state service, The state High-
woy Patrol has its own system, independent of the regular civil service system, al=-
though the patrolmen are required to be selected by examinations conducted by the
Civil Service Department, Within the Department of Conservation and the Office of
attorney General, unlike most state departments, division heads are not under civil
gervice.

3, "The Department of Civil Service should be retained as & separate department
having a policy-making Civil Service Board and a Director who has full responsibility
for administration of the Civil Service program and who is himself under Civil Ser-
vice, The Director should be appointed by the Governor from a list of three nemes
prepared by the Civil Service Board, as now provided by law." The difference pro-
posed here is that the director be appointed by the Governor rather than by the
Civil Service Poard, '/ith the safeguard of having three names resulting from exami-
nation from which to appoint, it does not meke much difference whether the Roard cr
the Governor mekes the appointment, TFrom the standpoint of establishing a good re-~
lationship between the Governor and the department heads, appointment by him is
desirable., So far, this has never been an issue,

L, "Pay schedules for all officers and employees of the gtate should provide that
no subordinate in the state service shall be compenseted by the state at a rate
greater than the compensation rate of his superior." The pay plan for department
heads providing for cost-of-living increases passed by the 1951 Legislature is ex-
pected to eliminate this defect.

5, "The State Employees' Retirement Fund and the State Highway Patrol Retlrement
Fund should be consolidated, and together with the Teachers! Retirement Fund, they
should be transferred to the Civil Service Department, The Director of Civil Ser-
vice should be made ex—officio secretary of both funds and should have responsibility
for all so-called 'housekeeping' duties, All ex-officio members of the retirement
boards should be replaced by the members of the Civil Service Board, but employees'
representatives should continue to serve on the boards as at present,

"4 study should be made to determine the advisebility of:

(n) Barly consolidation of all retirement systems for State and local government
employees;

(b) Utilization of the Federsl Social Security prosram for payment of the portion
of the retirement allowance which it will »nrovide, supplemented by & State
fund system;

(¢) Mandatory retirement upon reaching retirement aze, unless the head of the em-
ployee's department requests continued employment and the Civil Service Depar®
ment approves,"

The last item (c) is already standard practice with the exception of veterans, Vet
erans, as one of their preference factors, may continue employment beyond the reti:
ment age with or without the department head's approval,

6, "The State should continue preference for veterans. Preference should be ava::
able for use only once, It should not be epplied to a candidate's examination greis
unless he first earns & passing grade, Preference should not exceed a certain
number of examination points for an able veteran and & greater number for a dis=
abled veteran, The total of ezemination grade points nlus veterans' preference
points should determine the veteran's vosition on eligzible lists, No veteran shoul .
go to the head of an eligible list unless his earned grade plus veterans' preferent:
roints place him there," (This is the recommendation on veterans' preference sup
ported by the Leasgue of Jomen Voters in its legislative material on Civil Service .

These five recommendations of the Little Hoover Commission in regard to Civil Ser
sre those which require legislation to effect, Those which can be effected by &u
ministrative action have been omitted in order to emphasize the League's legislet:«¢
Program,
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Minneapolis 3, Minnesota
Dear Mrs, Down:

When I got home last week-end, I found among my mail
the very excellent lssue of The Articulate Voter relating
to Civil Service and Civil Service Reform. I want to
thank you very much for doing such a fine job in present-
ing this information. I wonder if it would be pessible
for you to send me a dozen coples of that issue? The en-
closed chart 1s certainly a handy way of summarizing the
information,

May I thank you also for participating in our con-
ference on this bill, I know your help, particularly with
your background in Civil Service work, is going to be
pretty important In the commlttee work during the weeks
ahead.

The bill is to be introduced in the House this after-
noon with Hareold R, Anderson of North Mankato as the
principal author and Speaker John Hartle included as one
of the authora, It will go in here in the Senate within
a day or two, just as soon as we have worked out who the
various authors will be.

I regret to say that I have run out of mimeograp ed
coples of our bill, but will send you one within a fe
days. Since our last meeting, Orville Peterson and I
declded to make one further substantial change in order
to bring the bill into full conformity with the Little
Hoover recommendationa., Accordingly, we added a provision
that preference could be used once only in State Service
and once only in any single political subdivision.

Best regards until we see you over here in the Capitol,

b,,/7/

g-._f )/L’

Sincerely yours,
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A BILL
FOR AN ACT RELATING TC PREFERENCE FOR VETERANS IN PUBLIC
EMPLOYMENT; AMENDING MINNESOTA STATUTES 1g94g, SECTION
197.45, SUBDIVISIONS 2 AND 3, SECTIONS 43.30, 197.u6,
197.47, 197.48; REPEALING MINNESOTA STATUTES 19Lg, SEC-
TION 197.u45, SUBDIVISION 1.

BE IT EIACTED BY THZ LEGISLATURE OF THE STATE OF MINNESOTA:

Section 1. Subdivision 1. For the purpose of Minnesota Statutes, Sections

43.30, 197.45, 197.U46, 197.47, 197.48, the terms defined in subdivisions 2 and 3

shall have the meanings ascribed to them.

Subd. 2. "Veteran" means any person who meets all of the following aqualifica—

tioas:

(1) Has served on active duty in any brench of the armed forces of (a) the

United States during any war or in any campaign or expedition for which 2 campaign

badge has been authorized or (b) any government allied with the United States in

World War I or World War II;

(2) Was honorably discharged from the armed forces in which he served:

(3) Is a citizen of the United States and, if his military service was with an

allied government, was such citizen at the time of entrance into such service;

(4) Entered military service while a legal resident of Minnesota or has been

for five years immediately preceding his application for employment preference a

resident of this state and, if a local position is involved, of the political

subdivision to which the application is made.

Subd. 3. '"Disabled veteran" means a veteran who is rated or certified as dis—

abled to the extent of 10% or more by the United States Veterans'Administration or

by the retirement board of any branch of the armed forces of the United States,

which disability exists at the time preference is claimed.

Subde 4 "Widow of a veteran" means (1) the unmarried widow of a deceased

veteran or (2) the unmarried widow of any member of the armed forces of the United

States who died during his period of active service and who, had he not so died,
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would have (except for the requirement of discharge or release to inactive duty and

the five-year residence requirement) been a veteran.

Sec. 2. Minnesota Statutes 1949, Section 43.30 is amended to read:

43430 Subdivision 1. In all-examinations any examination under this chapter

a w¥etverans preference shall be given to seldiers;-sailers;-nursesy-Harines;-nembers
eﬁ—ﬂemenle—Ruxiliafy—ﬂymy?-NavyT—and—MayiaencapPBT-ané—eﬁﬁéseys—eﬁ—#he-MiLitayy-ané
ﬂava&-Fefeee—ef~%he—Uni%ed—sﬁa%ea7-hcner&b&y-é&seh&sgedr§¥em—%he—ﬁrmyT~Navy;—Mafine—

Cerpe-and-Wemenls-Luxiliary-Aramy-Corpe-of-the-United-States,~who-had-sezved-in-the

Civi;-Hay?—Spaniah-ﬂmesisan—wa§7-Ehilippiae~1nsusaee%4657—Chiﬁa—Re;ie£~E§deé%ieaT

ueflé—Way—l—aad—Nefld~Har~II—be%weea-%hemUné#eé-Sta%es~e£—Ama§iea-and-i%s—lllies7
and-Germany;-Japany-liaty-and-their-Allies, -whe-are-cibizens-of-she-United-Siates
ané—have—been—fesééea%e-ef—%he—S%a%e-e£—Méanea}#a—iive-yaafs-immeééa%eéy—p@eaedéﬂfy
éhei?-&pgiiea%ieﬁ—ef—whewen&is%eé—£Fem——%he—State—e£*Minneseta;-and—teupe;sens-whe
served-in-the-aetive-military-or-naval-gervice-of-any-goverament-allicd-with-the
Uni%eé—s$a%es—in—wer}é—War—I—ef-Ue?Ld—way-IIT-Qnd—have—beea—heae;ably—dieahapged
therefremy-and-vheo-are-gitdsens-ef-tho-United-States-and-were-sush-eisizens-at—_the-
time-ef-entrance-inte-sush-aesive-sorvicey-ond-have-becn-residenss—of-the-State—of
Minnese%a—@ive~yea;e—immedia%elf—gfeeedénge-theiy-apﬁlieatien-er—whe—enlisted—?yem
the-Stase-ef-Minnesetar And-the veterans., No veteran shus-prefesred-shall mei dbe
disqualified from holding any position in the classified service on account of his
age or by-reasen-ef any physical disability prewided if such age or physical dis-
ability does not render him incompetent to perform the duties of the position.
Subd. 2. Reeegrizimg-ihas Training and experience in the service of the govern-
ment and loyalty and sacrifice for the government are qualifications of merit which

earnneb-be are not readily dissevered discoverable by examination;. $here-shall-be

a&éeé—%eathe—asamin&%ésn—r&%&ng—cf—&u&is&b}e&—vcter&n—a—crc&ét—oﬁ—&cﬁ—pc&atsrﬂ&&é

iﬁ—saeh-auggen%eénraéiﬁgﬁgiﬁes—ﬁs—sueh—é}sab}&é—veter&n~a~p&s&%&g,gmuh}4nui4aﬁﬂ}
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disabled-veteran-is-able-$e-perform-the-dutics-of-the-pesition-gought-with-rossen~-
able-affieicreyy-his-nane-chall-be-plaged-at-the-head-ef-the-oltigible-liss-for

sueh-pesitienr Experience gained in military service shall be properly evaluated

and considered in determining the qualifications for positions to which such exper-

ience is relevant. A veteran taking an examination may make a claim for prefer-

ence at any time prior to the examination and this fact shall be made known to the

person who reads and marks such examination. If such veteran attains a passing

grade in the examination, he shall be given a credit of ten points if he is a dis-

abled veteran and five points otherwise: but no veteran shall receive such credit

after he has, following the effective date of this act, received one state perma-

nent appointment, either original entrance or promotion, from an eligible list

on which he was allowed the additional credit granted by this section.

Subd. 3. There-shall-be-added-be-the-oxaminetion-rating-of-all-veterars-a

eredit-of-five-poinis;-and-if-cuch-augmonsed-rating-gives-$o-susk If a veteran

entitled to preference receives a passing grade and if-sueh-weiteran he is able to

perform the duties of the position with reasonable efficiency, his name shall be
placed on the list of eligibles with the names of other eligible persons in the

rank order to which his augmented rating entitles him. The-name-ef When a veteran

with suek an augmented rating shall-be-entered-ahead-ef and a non-veteran whesn

their-ratinge-are~the-game have an equal rating, the name of the veteran shall be

entered ahead of the non-veteran.

Subd. Y. The records of the department shall show the examination rating and

preference credit of each veteran who claims a preference. Such veteran or his

representative shall be entitled to examine his own examination papers and the

department record of his examination rating and preference credit.

Subd. 5. Suek The preference suthorized by subdivision 1 to be given to

veterans is hereby extended to the widews widow of a deeceased-veiterans veteran
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and to the spouse of a disabled veterany who, because of such disability, is

unable to qualify for any state or local government position.

Subd. 6. The-faes-that-an-applicani-has-elaimed-a-veteranls-preferonce-shald

ae%-be-made-knewn-te-tho-examiners-and-the-preforonce-credis—chall-be-added-$o-the-
examinaticon-rating-by-the-dirceiop,-2nd-$he-records-ghali-show-the-examinatien
zasing-and-the-preferecrnce-sredide

A-disabled-vebteran-ic-one-vhe-is-rated-or-gertified-ag-disabled-by-the-United
States-Veberansl-Adminictrationy-or-by-tho-rotiroment-bodrds-of-the-several-branches
of-she-arneé-foreeey-and-whieh-dicabilitr-is-existing-as-bhe-bime-proference-is
Shaingda.

ln-$he-event-of-the-rejoesion-by~she When an anpointing of ficer ef-the rejects

a person se-preferred who claims a preference under this section when the name of

such person has been certified for promotion or to fill a vacancy or 2 new posi-

tion, she-appeintirg-effieer he shall fershwisth file in-weising with the director

forthwith the reason for suek rejection and shall furnish a copy thereof to the

person rejected ¥eterarn-a-gepy-thorees.

Sec. 3. Minnesota Statutes 1949, Section 197.45, Subdivision 1, is hereby
repealed.

Sec. 4e Minnesota Statutes 1949, Section 197.45, Subdivision 2, is amended
to read:

Subd. 2. Thos-in-every-publie-deparimeant-and-upen-atl-publie-werks In the
this state, ef-Mianneseta-and-tho-counsies;-eitiesy-tewnsy-villagesy-sehool-dis-
sriebsy-ana-all-ether-political-gubdivigions-and-agenetes-theresfy~honorably-dis-

ehargzed-vetezsna-shall-be and in any county, city, town, village, school district,

or other political subdivision, or in any agency thereof, any veteran is entitled

to preference in appointments, employment, and promotion in the public service

over other applicants therefors. ard-the-porsen-thus-preferred Any person receiving
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such preference shall not be disqualified from holding any such position measiened

on account of his age or by-reasem-ef-aay physical disability, pre¥ideé unless such
age and or disability dees-meé-wender renders hinm incompetent to properly perform

preperiy the duties of the position eppiied-fer-and. When sueh & veteran shail

appty applies for appointment or employment under Seetiona-197.45~and this section

and the position is not in the classified service, the officer, board, or person

whose duty it is er-mey-be; to appoint or employ such a person to fill such posi-

tion er-piaee; shall make an investigation as to the qualifications of the veteran

for the position before appointing or employing anyone to fill suek the positiony

exeep%—wheye-saéé—ve%eyan—has-&&reaéy-beea—qu&ﬁiéed-uﬁéer—eévii—eerv%ee~for—%he
pesition-applied-feor;-noke-an-investigation-as-$o-the-qualifications—ef-said
veseran-for-cueh-place-er-pesitien;-and If he the veteran is of good moral charac-
ter, and can properly perform the duties of saié the position appiied-fez-by-hims
as—hereénbeﬁere-previéeé;—eaid—sﬁﬁiseF?—haafé;—ernpersen—shall—appei&%-s&id

¥eteran, he shall be appointed to such position e¥-placew-ef-empleymonst.

Subd. 3. Ia Vhen any governmental agency having-en has established a civil
service or merit system, ae-inguiry-shell-be-made-of-any-apsticans-for-oxamina~
%ieH—be£eae-eueh—exaaéaa$éea—as—%e—whe%he?—eP-aa%—he—és-a-ve%e;aaf—neEusha;é—any
dés%ine%ien~he—maée—in—giving—%he—eﬁamina%&eﬂ—er—gradéag-%he—resa}%a-%he;eef—en
aeceuns-of-the-£faes-shat-the-applicant-may-be-a-veberans—provided-shat-shis—chall
ne%-absiége—aay—p?e@eseﬁee~%e—whieh—seeh-¢e%e;an—ég-en%i%Laéw-—ﬂéé—gevefnmensa;
ageﬂeéea-wheﬂ-natéﬁying—tha-aﬁp;ieant—that-he—haa—passed,~sha;l—in£e?m-the~appliﬂ
ean%—e%—%heuféght—eﬁma-vetegaﬂa%eﬂpPeﬁereneev——The—psepe¥—eivil-serviee-ez—merit
ays%ea-au%hesity—shall—eestégy—his~appeiatment—ané—the-appginting-authe:ity_sha;l
agpoint-sush-veteran before any other person is certified or appointed to fill a

position £ez-which-the-votepan-has-passed-the-oxamiraticn~ 2 veteran shall be

entitled, in appointment to a position and in promotion to another position in
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the classified service of such agency, to the same preference as is provided by

section 43.30 with respect to employees subject to the provisions of Minnesota

Statutes, Chapter 43, which preference shall be exercised in the menner provided

by section 43.30. Assertion of a claim for preference shall be barred by the prior

use of preference points only when the earlier appointment was to 2 position in

the same political subdivision.

Subd, 4. A refusal to allow the preference provided for in this sné-the-next

sueeeeding -sectionand in section 197.46 to any sush-henerably-diseharged veteran

entitled thereto, or a reduction of kie the compensation of a veteran intended to

bring about his resignation or discharge, shall-ontitle-such-henerably-discharged

entitles the veteran to a right of action vherefer for damages as well as a

remedy in mandamus in any court of competent jurisdiction for-damagesy. and-such

effieer-and-the-porsens-respensible-£for-such-refusal-if-such If the refusal was

wilful, any person responsible therefor shall be personally liable for damages
therefor, and-alse-for-a-remedy-for-mandanue-for-righbing_tho-wreng, If the

veteran recovers damages in such an action, he is entitled to be reimbursed for

reasonable attorney fees, which shall be fixed by the court and shall be deemed

a part of the costs to be taxed in such action.

Sec. 5. Minnesota Statutes 1949, Section 197.45, Subdivision 3, is amended
to read:

Subd. 3v 5. Ehe—wééews—e§-éeee&ﬂeé—ve#eyans—aad~%he—5peaeee—e£—éiaab&ed
ve%efaﬂs—whey—heeaﬁﬁe—ef—eaehnéisabi&i%y7~&fe—aﬁ&b}e—%e-&aa}é£y7—sha}l-have A1l
the rights and privilegss given to & veteran by this section or by section 197.46

are hereby given to the widow of any veteran and to the spouse of any disabled

veteran who is unable to gualify for any stete or local government position.

Sec. 6e Minnesota Statutes 1949, Section 197.U46, is amended to read:

197.46 Subdivision 1. 4ny person whose rights may be im-amy-way prejudiced

contrary to any ef-the-previsiens provision of this sectiony-shall-be is entitled




o 8
to a writ of mandamus to remedy the wrong.

Subd. 2. Yo persen veteran holding a position or employment by-appeintmens

ef—empleymeﬁ%—in—%he—S%a%e—eﬁ-Méaneﬂeta—er—in-the—eevesa;—eeua%ieeT-ei%iQBT—tewﬁ97
vil&ageﬁT-sahee}—éiaépée%a—aad—a&%—e%hea—pslé%isa}—aubéiviBéeﬁs—ef—ageaeéee-%hefe—

ofy-who-is-an-henerably-diseharged-veteran in this state, in any county, city,

town, village, school district, or other political subdivision, or in any agency

thereof, shall be removed from such position or employment except for incompetency
or misconduct shown after a hearing, upon due notice, upon written stated charges-

in-weiting., In-all-gevermmeniel-subdivisiens-hawias If a governmental subdivision

has an established civil service board or commissiony or & merit system authority,
such hearing fer-remewsi-ew-dissharge shall be held before such ewil-sesviee board
or merit-syebem authority. Where no such siwil-sewwige-board or commission or
merif-syetom authority existss; such hearing skall be heard by a board consisting
of three persons appeinted-as-follews: one selected by the governmental subdivi=
sion, one by the veteran, and the third by ke these two se-selesied, -la-the-evenst

the-twe-persons-se-selesied-de-net-appeins If the third person is not selected

vithin ten days after the appeintment selection of the last-ef-ths first two, then,

rpon epplication of one of the persone selected, the senior judge of the district

court of the county wherein the proceeding is pendingg-er-if-thazs-be-mers-than
eRe-judge-in-gaid-eounty-then-the-judge-in-schambers,-shall-hove-jurisdistion-to
appeinby-and-upon-apalication-ef-eithor-or-both-of-the-two-s5-501lc650d shall

appointy the third person to the board and-tho-porsoa-so-appeintod-by-the-judge

with-the-first-twe—shall_constitute-tho-hoazd,

Subde 3. The veteran may appeal £rom-the-desisien-of-tha-beard-upen-ihe

eharge to the district court by-caumsing-from the decision of the board. Within

15 days after the veteran receives notice of the decision he shall cause a

written notice of anpeal; Stasing-the-grounds-thereef; to be served upon the

governmental subdivision or officer meking the charges within-15_days-afier




=&

netice~of-the-deoision—snd-by-£iling. The notice of appeal shall state the grounds

for the appeal. He shall file the original notice of appeal with proof of service

thereof in-the-office-ef with the clerk of the distriet court within ten days

after service thereof.

Subde 4. Issues of fact shall be framed upon motion of either party and the

trial thereof shall be by jury uaiessy but a trial by jury may be waived.

Subd. 5« The governmental subdivision or officer allegingz incompetency or

misconduct has the burden of proving incempeieney-er-misecenduci-shall-nes-upen

btho-governmental-subdiwision-allaging the same.

Subd. 6. Heshimg-in Sections 197.45 and 197.46 skall-net-be-eonsirued-se do
not apply to the position of private secretary, teacher, superintendent of schools,
er-ene chief deputy of eay-eteeted-effiedal-er the head of a department or an

elected official, or to any verson holding a strictly confidential relation to

the appointing officer. The appointing officer has the burden of establishing

such relationship skall-be-upen-ithe-appeinting-efficew-in-all-preoceedings-and

sebiers-relating-theredo in any proceeding or action.

Subd, 7. All officers, boards, commissions, and employees shall conform to,
comply with and aid in 21l proper ways in carrying into effect the provisions of
sections 197.45 and 197.U6.

Subd. 8. Hny wilfal-gpiolatien-of-sueb officer, official, or employee who

wilfully violates any provision of sections 197.45 and 197.46 by-effiscorsy-6££i-

siatey-or-emptoyees is guilty of a misdemeanor.

Sec. 7+ Minnesota Statutes 1949, Section 197.47, is amended to read:

197.47 The-previsiens-ef Sections 197.45 and 197.L46,knewn-as-theVeseransl-
Broferenes-Law!l;-shall-apsly-te-and govern any appointment, employment, promotion,

a4 or removal of ail-empleyees any employee of the state and ef-all-eihsr any

employee of any governmental ageneies agency within-thae-s8fats enumerated in said
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-
such sectionsy notwithstanding any provision to the contrary in any other exisdiang

law or in the charter of any city eharier-relaiing-thereie.

Sec. 8. Minnesota Statutes 1949, Section 197.48, is amended to read:
197.48 No provision of any subsequent act relating to any such appointment,

employment, promotion, or removal referred to in section 197.47 shall be construed

as inconsistent herewith-e® with any provision of sections 197.45, ané 197.46 and

197.47 unless and except only so far as expressly provided in sweh that subse-
quent act that the provisions of these sections shall not be applicable or shall
be superseded, modified, amended or repealed.

Every city charter provision kezeafter-sdepbed-with-ie inconsistent hezewith
ez with any provision of these sections shall-be is void $e-the-esteni-ef-such

incoReisioney.




LEAGUS OF MINNESOTA MUNICIPALITIES
15 University of Minnesota Libvrary
Minneapelis 14,

Jamusry 30, 1953

League of Wome

84 South Ten
Mrs., Harold Wilson _ﬁ{;iﬁ}ug.”}.,}.—':. i
League of Women Voters of Minn.
84 So. 10th St.
Minneapolis, Minn.

For your information, we are enclosing goples of the vet-
erans! preference bill recently introduced in both houses of
the Hinmnesota Legislature as H.7. 268 and 8,F, 250. With one
exception, the bill is substantially 4in thes fornm aperoved at
the meeting held under Senator Duff's suspices in the Leasue

ce on December 19, 1952, After that neeting, 1% wes
that ong of the recommendations of the Little Hoover
ong, which was singled out by = sommittee of the legis-
research committee for specisl considerstion at this

on of the legislature, wes that phase of the Littls Hoovar

dealing with vetersns' preference.

After conferring with one or two important legislators on
the subject, Sonator Duff decided to have incorporated in hie
proposed bill, the one feature of the ILitile Hoover recommenda~
tions which wae lacking -- namely, the rule that = veteran mey
use hig preference only once, It is cuite likely that the mech-
anice of this feature may have to be spelled out more fully than
they are in the bill should the commibtee decide in favoer of
retaining this provision.

An early hearingz before each of the eivil adminigstration
committees will be scuzht. Your surssestions or comments will
be apprecisted.

Sincerely yours,

A _ 0y AR
7w by, (i f..{/ /{d{{e,q__,@_w\

Orville C. Petérson

Attorney

OCP: bw

e,
A sn




MEMORANDUM
TO: STATE EMPLOYEES
FROM: GOVERNOR ANDERSON
SUBJECT: GRIEVANCE PROCEDURE August 18, 1953
The following executive order has been filed and is now in effect.

It provides what I have felt was a long needed procedure for making adjustments in
situations and disagreements which have arisen between state employees and their
supervisors or appointing authorities. Although it is realized that this may not be the
perfect solution to problems which may arise, it gives us a basis on which to start.
Improvements can be made as experience dictates.

It is my hope that this plan will afford the means of an even better relationship
between employees and those in supervisory positions, In my opini it fills a gap which
has existed in solving those problems outside of civil service 1 ]

Governor

Executive Order No. C-21

WHEREAS there are certain points of disagreement which arise between employees
of the state of Minnesota and their supervisors and/or appointing authorities, and

WHEREAS no procedure for handling such administrative adjustments has been
specifically prescribed by law,

NOW, THEREFORE, I, the undersigned C. Elmer Anderson, governor of Minnesota,
do hereby order that the following procedure be established to provide an orderly means
for considering and resolving grievances and problems relating to conditions of
employment in the classified service of the State of Minnesota. This procedure does not
displace, deny, or modify any of the rights, privileges, or remedies granted to an
employee or appointing authority by the Civil Service Act and Rules. The word
"grievance'' shall mean a complaint or a view or an opinion pertaining to employment
conditions or relationships or their betterment for which solution or redress is not
provided for by the Civil Service Rules. Any permanent employee or group of permanent
employees who file a grievance in writing shall do so with freedom from coercion, re-
prisal and discrimination.

Presentation of a Grievance
Informal

The employee shall first take his grievance to his immediate supervisor who shall

make a decision within 5 working days.

Formal

If the grievance is not resolved by the immediate supervisor, or a decision is not
made by him, the nature of the grievance and the desired solution may be submitted in
writing by the employee to his appointing authority. A duplicate copy should be sent to
the director of civil service. The director of civil service shall review the grievance
promptly to determine whether it is subject to the provisions of the Civil Service Act and
Rules. The director shall immediately notify the employee and the appointing authority
whether the matter is a responsibility of the Civil Service Department or whether it is
outside the scope of the act and rules.

Upon receipt of notice from the director of civil service that the grievance is not
subject to the act and rules, the appointing authority shall then have responsibility for
settling the grievance and shall inform the employee of his decision in writing within
10 working days. A copy of the decision should be sent to the director of civil service.

Grievance Appeal

If the disposition of the grievance by the appointing authority is not satisfactory to
the employee or a decision is not made within 10 working days, the employee may in
writing request his appointing authority to refer his grievance to a grievance committee.
The request must be filed by the employee within 5 working days after he receives the
appointing authority's decision and in any case, not later than 15 working days after he
sent the original request to the appointing authority. A copy of the request shall be sent




to the director of civil service,
Appointment of Grievance Committees

When an appointing authority receives a notice from an employee that the solution
of a grievance is not satisfactory, he shall assemble a grievance committee within 15
days following receipt of the notice. A grievance committee shall be composed of three
members. One member shall be the employee or his representative, the appointing
authority or his representative, and the third member, who shall serve as Chairman,
shall be selected and mutually agreed upon by the first two. If an agreement cannot be
reached, the director of civil service, upon request of the parties, appoint the third
member,

The Chairman of the grievance committee shall schedule a hearing within a
reasonable period to be held at a suitable time and place and shall notify his committee
members, the employee, the appointing authority, and the director of civil service.

Decisions of Grievance Committees

Within 30 calendar days from the start of a hearing, the grievance committee shall
supply the appointing authority with four copies of its report and recommendations. The
report and recommendations shall be those approved by the majority of the committee.

Upon receipt of the committee's report and recommendations, the appointing
authority shall put the course of action he intends to follow in writing and shall forward
one copy of his decision and one copy of the committee's report and recommendations to
the Governor, one to the employee, and one to the director of civil service. The fourth
copy shall be kept by the appointing authority.

GREAT SEAL QZ.#’-;_ >

L —

OF
MINNESOTA Governor

ATTEST:

e d e,

Secretary of State




November 20, 1953

Miss Ruth H.
Hampshire Arm

Minneapolils 4

Miaa Wi

Dear Kiss

to re-activating the Civil Service Coun to the Board at its

meeting on November 1l9th,

I presented your letter of October 28th with reference

felt it would be
rvice Council at this

ivil Service is not on our current agenda; it was placed

Le Wl

on the platform at the last State Convention.

We know at such actlvity would 1Involve a grest deal of

ort, which we feel we cannot give, because

Revision ss our one-ltem agenda and
at for the next biennium, since it
her problems. '
we have always had a deep sustaining interest
re very sorry we cannot be of any help at this
time.

Sincerely,
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State Training School
Red Wing, Minnesota
December 15, 1953

Mrs., James Kansalla
1001 Kingman Avenue
Red Wing, Minnesota

Dear Mra. Kensalla:

Mr. Spille has asked me, in response to your request,
to summarize briefly the teacher salary problem as 1t
exists at the Minnesota State Training School.

Those of us who work with institutionalized delinquents
are convinced that the need for adequats instruction 1s
aqually as urgent among us as it 1s within the public
schools, We feel, although we do not attempt to prove so
statistically, that the correlation between quality of
instruction and the success of any rehabilitation program
is very high, and that therefore institutional teachilng
staffs should be of the best caliber that is reasonably
obtsinabls,

Most of us readlly understand ths close relationship
that exists in any profession between salary and such
prime factors as the general competency of those employed,
tenure and stability, professional spirit and growth, and
morale, Our contention 1s that teacher salarles at the
State Training School, whether considered from any or all
of these points of view, are appallingly inadequats,

The salary range for teachsrs at our institutlon
extends from a minimum of 93 2 per month ($2718 for the
nine months) to 2 maximum of $342 ($3078 for the school
term). This compares with a schadule in force during the
1952-53 school year in the Red Wing Public Schools for
holders of the bachelor's degree of from $2900 to $4200,
with an ad justment abovs schedule of $300 for married men.
It compares also with the desideratum of the Mlnnasota
Bducation Associstion of $3000 as the minimum and $6000
as the maximum for teachers with thls same training, as
specified 1n the officlal 1952-53 schedule of the Association.

The state Civil Service Department, In an attempt
to comply with the salary statute as passed at the last
legislative session, has proposed a revised schedule for
institution teachsrs which raises the minimum to $326 per
month and the maximum to $380., We hold such an increass
to be Insufficlient and to contravene the intent of the
Legislature which, we are certain, chosa to regard the
salary problem from the standpoint of adequacy rather
that of simple appeasement.




Al]l members of the present teaching staff at the

Training School are officially certified by the

Board of Bducation, thus possessing qualifications

eaching in any comparsble positions in any publiec
school in the state. It is an imposition, indesd, to
sxpect them, many of whom remain in thelr present employ-
ment through personal considerations unrelated to salary,
to maintain professional standards at salarles that ars
substandard. And 1t is na'lve to suppose that the supply
of certifisd teachers willing to work at subnormal pay
rates will remain satisfactorily sufficlent during a
time of acute tsacher shortage such as now exists,

In view of these considerations state institution
teachers have offsered thelr own solutlon, onses that, we
belleve, provides for a falrer readjustment of pay scales.
This plan places teachers' salaries in a bracket that
includes a bottom of $340 per month and a top of $478,
and provides for ranges within that bracket applicable
to teachers with varying degreas of general and special
training. This 1s the proposal now endorsed by the
Tsachers! Assocliation of the State Training School.

We sincerely hope this summary and the enclosed
Informational material will in soms measurses meet your
request for a formulation of our problem. We remaln
grateful for your interest in us, and we shall greatly
appreclate any effort you may feel justified in expending

in our behalf.

Very sincerely yours,

Lo il AT

Bernard R. Olson

Saecretary

Training School Teachsrs'
Assocliation




RED WING
LEAGUE OF WOMEN VOTERS
s RED WING, MINNESOTA  seecmmrmcomen

Red Wing, Minnesota
December 21, 1953

State League Boar

Recently, a meeting conducted by Minnesota State Training
School officials was attended by four League representatives.
At that time Mr. Robert Spille, principal of the State Training
Schocl, asked that the State League Board be written in order
that 1t determine if Civil Service 1is being administered
properly as regards the current salary situation and present
propesals for the school.

Complying with the aforementioned request, the Red Wing
League board instructed me to contact the State board. In order
to better point out the salary problem sxisting at the Training
School, I have included lMr. Bernard Olson's letter and statistical
papers.

Qur (LWV) concern rests with the "salary statute" passed in
the lsat legislature (Chapter 717), At the present time, teachers
roljinv a B.A. degree at the Training School are in ranhe 15
($302- ;3&2 per month) under Civil Service. According to the
recently passed bill and to information received by the League
representatives, teachers would be moved into the 16-21 ra Nge.
Apparently two salary proposals fall within this range--the
Civil Service Proposal ($326-$380 per month) and the State
Institution Teachers' Proposal ($360-$418 per month). The head
of the Civil Service Department, Mr. Stover, 1s the only barrier
to the latter proposal uﬁumldl]‘ tnat the legislative bill
authorizes only the Civil Service Plan.

The Red Wing LWV asks that the State League Ecarj examine
Chapter7l?7 at I conflicting proposals to discover the exact
ture and lega. y of them. This wlll aild in determing 1if
e Civil Servi Deapartment 1s acting 1in accordance with the

w
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Secretary, Red Wing LWV




Decenber

atter regarding salary problems of civil ser-

- » 3 Theogy 1 39 4 v oo -1 W
of the Red Wing Training School has

to ritho OWY our state Civil

e presi-

Ciy P =1 g
Sincerely

Mrs. Down: Will you forward to Mrs, Young together
your comments? Thank you.
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