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FORWARD 

The Department of Civil Service is the central personnel agency for the State 

of Minnesotao Its activities parallel those of the personnel department of a 

large rompany in private industry" It is a staff agency responsible for the 

maintenance of an examining program, a classification and pay plan I and for 

the development and maintenance of personnel policy applied consistently in 

all state departrrentso The departnent's activities are dictated, in sorre in­

stances ~ by legislative action~ and in other cases by the continuing effort 

necessary to keep abreast of new developrrents in the private sector of the 

economyo 

The Civil Service Law establishes an examining program to assure the public 

that qualified persons selected according to merit and ability are available 

for employrrent in the state service and to ensure continuity of personnel from 

one administration to anothero The classification and pay sections of the 

law provide ID3.chinery for an orderly arrangement of the many jobs in the state 

service~ according to duties and responsibilities, and p:rmi t a uniform wage 

and classification structure arrong the state departments(J The pay plan is -

periodically updated in order to place the state in a romp:titive position in 
.:- .. i 

salariesa Rules insuring similar treatment for all employees in various per= 

sonnel actions are established and administered ,1:Jiliforrnlyo The civil service 

program prohibits discrimination on the basis of political 9 religious or 

racial interestso 

For more than a decade, the state service has grown in the number of employees 

as state functions increase., The workload of the Civil Service Departrrent 

increases in all phases of its operation with the growth in the number of em= 

ployeeso The Civil Service tepartrnent staff has not increased in relative 

size over the yearso In fact, there has been about a 10% reduction in the 



the total number of Civil Service ~partment employees since the 19SO'so 

The oomplenent of the department has remained at 57 employees for the last 

several years111 This report will outline the activities carried on by the 

departrrent throughout the period July 1, 1964 through June 30, 19660 
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18~052 

• ·June 30 • 1965 . L . 

THE REFDRT AT A GL#JCE 

Full=time Glassi~ieg Employees_ 

846 18si806 

Increase over 
June M IM4 ... ~ 

June 30~ 1966 Increase over 
end of last • . . 

repprt period 

EmployeE:,~-~ith C_fy:!]. Service_ Status.= 6/30/66_ 

======Provisional 

Average Days _ Sick Leave Used _By State E:mployees 

FISCAL. 
l 9 6 5 

days 

FISCAL 
l 9 6 6 

7ol0 days 

~s~m'.)ation Rate . Z:r lQO Employees 

89.: () 0 

Years Ended~ June 30 ~ 1965 June 30. 9 1'966. 

-:: Average working force o 
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Examinc3.ti ons. 

65,908 

Appl~ed_ Examined Placed on lists A,;inted 
(0 of those 

examined) 

Dropouts and rejections for legal and other reasons account for the difference be­
tween the ~li~s_J and examined_ col U'nI'ls o 

fvbr,ithl-X Salaries 

18,806 
~~rl:* 

16i387 

10 Jl273 

6,078 

lsi302 279 1 
$200 and $300 and $400 and $500 and $750 and $1,000 and 

over over over over 

.A!$ . of June 3Q~ 1966 . 

* lowest classified salary= $240 (with the exception noted below)o 

td: Top salary paid within salary plan, $1 ,4060 

~H:~•, Three Service Workers at the minimum of the salary range $197-240 are 
included in this totaL 



THE CIVIL SERVI CE BOARD 

The Civil Service Board is a policy-making., quasi=judicial and quasi=legislative 

body which is apr,ointed by the Governor for overlapping terrrs of six yearso 

The Board has m.my spe9ific duties delineated in law and oversees the activi= 

ties of the depart:rrent ~ The Boan:P s many duties include appointrrent of a 

Director who acts a:s the administrative head of the agencyi and the establish= 

rrent of rules which 9 when approved by the Attorney General and filed with the 

Secretary of State 9 have the force and effect of law., It has a salary setting 

function in that it acts on staff reromrrendations for adjustrrents in the pay 

plan be~en legislative sessionso It also acts as a hearing tribunal in rrany 

matters involving disciplinary actions against individual employees or on 

allegations ronceming improper administration of the civil service program 

as contemplated by the law and rules., 

The three=member si non=partisan Board meets approximately at two week intervals o 

During the first year of the reporting period, the Board held 21 meetings 9 

one of which was continued for a serond day, and during the second yearsi it 

held 23 meetings i one of which was a twJ=day and another a three-day meetingo 

At the beginning of the reporting period 9 Mro Raynond Do Black of Minneapolis, 

who was originally appointed to the Board in March of 1955 i was serving as 

Chainnano In addition to the Chairman i the composition of the Eoard on July 1 ~ 

1964 si included M:ro Samuel So Dikel 9 a businessrran from Minnear,olis si who was 

appointed to the Board in August of 1963 si and Mro Francis Wo Russell si an 

attorney from Cold Spring,, Minnesotao Mro Black resigned from the Board on 

June 2 3 9 1965 9 and was replaced by Mro William Do Watters 9 an attorney from 

Duluth 9 for a term ending February 1 i 19 71 o Mr o Dikel assurred the chairmanship 

of the Board as of July 7 si 1965 9 and served in that capacity throughout the 

remainder of the reporting periodo Mro Russell 9 who had been a member of the 

Civil Service Board sinc-e its inception in 19 39 9 resigned because of ill heal th 



in September of 19650 The Governor acknowledged Mr., Russell 0s resignation on 

November 22\il 19650 On Iecember 16i 1965 9 he appointed Miss Edna Lo Schwartz~ 

a business woman and civic leader from Sta Paul 9 to replace Mro Russell for a 

period ending February 1 9 1969., 

At each meeting 9 the Board has numerous responsibilities involving matters 

on which the department requires its oonsiderationo A specific agenda may 

cover such i terns as consideration of changes in the classification and pay 

plans 1) requests for approval of nationwide examinations or extensions of pro= 

visional employrrento The Board 9s action 9 which is required by law i is taken 

following discussion and recorrmendations from the staff o The following para= 

graphs will sunmarize various types of activities in which the Peard is engagedo 

The final actions are tabulated in detail in the appendices of this reporto 

Normally~ eligibility for examinations is limited to United States citizens 

who have been residents of Minnesota for two years o In its discretion 9 pri­

marily when there is a scarcity of individuals who meet special qualifications 9 

the Board may by specific action extend eligibility in examinations to United 

States citizens throughout the countryo• In rrore extreme cases~ where the 

needs of the service would be best served by such action si the Board may extend 

eligibility to compete in examinations for professional 9 technical and admin­

istrative positions to non=ci tizens who have the required qualificationso 

The Board authorized on a number of occasions participation in examinations by 

qualified applicants who did not meet the two year residence requirerrents in 

classes in which experience showed that recrui trrent within Minnesota would not 

fill all existing vacancies adequately o During the year ended June 30 9 1965)) 

the Board approved extension of eligibility in examinations to qualified 

candidates without regard to Minnesota residence for 26 classes )l and in the ­

second year, for 40 classes o Authority was also granted in both years for , -. 

the participation of non=residents in the College Senior Placerrent Exarnination 9 
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which attracts graduating seniors from many states who rnay have attended col= 

lege in this l ocality o The Board uses very sparingly its authority to admit 

to examinations applicants who do not have Uni_ted States ci tizenshipo During 

this rep::,rting period i non-cl tizens were authorized by the Board to participate 

in examinations in only two instances, both in the first year~ specifically 

in examinations for the classes Registered Nurse V and Special Teachero Only 

those non=citizens with special certificates for teaching the deaf were admitted 

to the latter examinationo 

The Board is required to act in instances where provisional or ternp::,rary 

appointrrents exreed six rronthso Statutory provisions specify that the Board 

may grant an exception to extend provisional app::,intrrents beyond six rronths or 

it may permit with.in a twelve month period rrore than the usual one provisional 

appointrrent of the same individual for the good of the service0 Temporary 

aplX)intrrents, like provisional appointments, normally are limited by law to 

six rronths and to one per individual per year~ but the Board nay extend temp- · 

orary aplX)intrrents to the maximum of one yearo Special approval oh provisional 

appointments was given by the Board under provisions of Minnesota Statutes 1965 ~ 

43 020 i Subdo 2 9 for 25 classes in the first year of the biennium~ and for · 33 

in the second() The ;Boq.I"d extended temporary appointments not to exceed the 

statutory maximum limit in two classes in the first year and in twelve during 

the seoond year of the reporting period() 

The Civil Service Depar.trrent has had authority under · Section 32 of the law to 

participate in training activitieso The department has had no specific appro= 

priation for training; however I within the last two years 9 training has been 

the assigned responsibility of one of the technicians on the regular staff a 

The departrrent has been unable to assume a position of leadership in this area 

because of lack of funds and staff o Additional effort will be made in the 

area of training during the next reporting periodo The depart:rrent aids and 
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eno:>urages operating depar~ents in the conduct of their training prograrrs ~ 

which exist primarily in the larger . deparbnents o One of the Board Os responsi­

bilities in this area is to review reports of appointnents of trainees who are 

appointed in the various prograrrs approved by the Directoro Trainee appoint­

rrents numbering 6 9 2 in 2 5 different training programs were reported to the 

Board under provisions of Civil Service Rule 8 o 9 during the first year of the 

bienniumo During the second year 9 l-'188 trainees were ap:pointed 9 also in 25 

approved programso 

Toe Board has authority to approve transfers from other jurisdictions o Each 

proposed transfer of an individual who is employed under a statutory rrerit 

system9 with the exception of these that are transferred to the state from the 

Minnesota County Welfare Merit System 9 are referred to the Board for individual 

consideretiono Transfers from the Minnesota Merit System are approved without 

Board action on individual cases under general Board policy established for 

the Iepartment of Public Welfare on May 19, 1948, and for the Iepartnent of 

Corre,ctions on May 22 9 196 3 o During the first year i) in addition to transfers . 

from the State Merit System, the Board approved three transfers from other 

governmental jurisdictions, and four during the serond yearo The facts in= 

volved in the individual transfer actions are shown in the Appendixo 

The Director is required under provisions of Civil Service Rule 802 to report 

all instances in which he has authorized the use of a list other than the 

agency promotional list while an agency promotional list is in existenceo 

There are few occasions for this type of action inasmuch as the Board Os and 

the department 0 s policy is to encourage prorroti.on from within a department 

before resorting to other available lists 11 No exceptions of this kind were 

requested during this reporting periodo 

The authority for exceptional appointment 9 which means that the requirements 

of competition may re suspended in filling vacancies in which peculiar and 
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exceptional qualifications of a scientific, professional or expert character 

are required s was not used during the reporting period a 

The Board may designate posi ti.ens of a temporary nature involving special in~ 

vestigation~ installation or inquiry as positions in the unclassified service 

under its authority granted by Minnesota Statutes 1965 ~ Section 431r09 9 Subdi­

vision 2 9 Clause 11 a Many of the Board vs actions to establish positions in 

the unclassified service result from participation by various operating depart= 

rrents in pilot projects or special programs i many of them supported by federal 

fundso 'fypical of the positions authorized in the unclassified servia: during 

this reporting period are~ (1) the project director and consultant positions 

for the Mental Retardation Planning Council ; ( 2) positions in'VOl ved in the 

state 0s participation in the Economic Opportunity program; and (3) Education 

positions involving vocational rehabilitation projectso The Board 0s practice 

is to designate positions in the unclassified servire for no more than a year i 

after which a progress report is consideredo Additional extensions may be 

granted at this point 9 but if it appears that the JX)sitions are to be unlimited, 

they are brought into the classified servia: () Because of the increasing number 

of requests for unclassified positions within the last few yearsi the Board 

has indicated its concern and intends to review all unclassified positions 

over which it has authority early in the next reporting periodo 

One of the Board 0s important responsibilities is to review disciplinary actions 

initiated by department heads against individual employees with pennanent 

status who may appeal the action under provisions of Section 24 of the Civil 

Service Acto A considerable amount of the Board 0s tirre is spent in this efforto 

In recognition of the tine involvedsi the 1965 Legislature revised the provisions 

of Section 2 4 to provide for a pre=hearing conference prior to the formal hear= 

ing before the Boardo The purpose of the pre~hearing conferenre is to estab= 

lish the facts of the case and to attempt to reach agreement on as n:any of 



them as possible<:) Those facts and issues on which agreenent can be reached 

are certified to the Board by stipulation~ and the Board hears only those 

matters which remain in contn:,versyo The 1965 legislation also gave the Board 

wider latitude in its discretion in arriving at conclusions in disciplinary 

matters by giving it authority to recommend full or partial back pay~ or sorre 

rrodification of the original disciplinary action() The law requires the Board 

to determine the reasonableness of an appointing authority 0 s charges against -

an employee and to judge the extent to which they are supported by the evidence 

and testirronyC) The disciplinary ·actions covered by Section 24 of the law in­

clude dismissals~ suspensions of over 30 days)) derrotion for cause i or reduction 

in pay o:r rositionC) The following disciplinary hearings concerned the Board 

during the first year covered by this reporto 

At the end of the last rerorting periodi the Board had under consideration the 

case of a Stores Clerk II at Gillette State Hospital who was dismissed for 

physical inability to perform his jobo On August 11 i 1964, the Board issued 

its Order in this matter i) stating that al though the charge against the employee 

was reasonable., it was not supported by the evidence\) The employee was rein­

stated to his job with the Board 0s observation that he would be expected to 

perform the full duties of his positiono 

A hearing was held on September 23 i 1964 ~ in the matter of the dismissal of 

a Drivers License Examiner I who was charged with failure to maintain proper 

drivers license examining standards, and with bringing discredit UJ;X)n the 

State in the eyes of the publico The Board felt that the charges were reason= 

able and substantiated by the evidence ; and sustained the action of the depart= 

:rrent head in its Order of October 29 i 196411 

A hearing was scheduled for November 10 ~ 1964si for an attorney in the Indus= 

trial. Commission but was canceled with the withdrawal of the appeal and of the 

dismissal charges)) for which the department substituted a resignation vol uh;;;. 

tarily submitted by the employee01 
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On February 3 i 196 5 ~ the Board held a hearing in the matter' of the dismissal 

of a Clerk III in the I:epartment of Administration for charges involving con= 

duct unbecoming a stat e employee and falsification of Civil Servicie applica­

tionso- The Board 0 s Order of March 3t 1965, upheld the departrrent head 0s 

action o-

The Board heard the matter of the dismissal of a Psychiatric Technician I 

from Anoka State Hospital on April 22 ~ 1965a The Board f01.md that the State 

had failed to comply with Minnesota Statutes 1965• Section 43~24, Subdo- 1, 

and Civil Service Rule l0o-6 in that it had failed to furnish the employee with 

a sufficient staterrent of charges upon which the dismissal was basedo The 

Boardi therefore~ issued its Findings and Order dated April 22, 1965, rein= 

s t ating the employee with back pay 9 effective April 4 , 196 5 o 

A hearing was held on May 19, 1965 9 for a Janitor in the ~partment of Admin­

istration who was dismissed for charges involving offenses against the law 

and falsification of applications submi. tted for Civil Servic-e Examinations Q 

The charges const i tuted reasonable grotmds and Ylere sustained by the evidence 

and t estirronyo- The departrrent9 s action was upheld in the Boan:Ps Order of 

June 2, 1965a-

DJ.ring the l atter half of the first year, a matter involving the dismissal of 

a Buyer I at the St ate Prison was under considerationQ A hearing was scheduled 

several t imes but delayed until a criminal matter involving the empl oyee was 

set tled and was finall y held on July 21, 19650 The Boar<i°s jurisdiction was 

t erminat ed with an agreement between the parties 9 approved by the Board, sub­

s t ituting a 90=day suspension for the dismissal actionQ At the termination of 

the suspension 9 the empl oyee was returned to his position as a Buyer I 9 e.ffec= 

t i ve May 3i 196 511 The Board 0 s Order was issued on July 1, 1965 9 in aco:mdance 

wi th the sti pulation between the parties~ 
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During the second yea:ri the following disciplinary matters cane before the 

Board()' At its :rreeting of July 7 il 196 5 9 the Board heard the case of a Highway 

Maintenance Man I who was dismissed for failure to establish residence in the 

area required by the Departrrent of Highways for satisfactory performance of 

his job 9 a requirerrent to which he had agreed upon acceptance of employrnent1 

The Boartl Os Order of July 22)) 196 5 9 confinned the department head Os judgrrent­

in dismissing the employee 9 but recorrarended that he be reinstated if he relo­

cated in the area assigned within a reasonable length of timeo 

A hearing was held August 25, 1965 9 for a Janitor in the repartrrent of Admin­

istration relative to his dismissal for excessive absenteeism which created 

a hardship on the department and was destructive to the rrorale of other em= 

ployees(J The charges were substantiated by the evidence and the department 

head 0s action was sustained in the Poard 9s Order of September 7 9 1965<) 

The Board held a hearing on August 2 5 and on September 7 i 196 5 9 on the dis­

missal of a Research .f\nalyst II in the Departrrent of Employrrent Security who 

refused to ~rform his assigned duties in the manner in which he was instructedo 

The Board sustained the departrrent head Os action inasmuch as the charges were 

determined to be reasonable and true()' The Board 0s Order of September 22 si 1965 9 

included the recomnendation i because of the employee Os previous satisfactory 

performance i that his narre be placed on an appropriate reemployrrent list for 

placerrent in a similar position other than the one from which he had been re­

rroved(J 

The Board scheduled a hearing for October 7 9 1965 t for a dismissed Highway 

Technician II o The case was terminated by the employee Os failure to appear 

at the hearing" The Board issued its Order October 22 ~ 1965 si upholding the 

departrrent head 0s dismissal action" 

A Practical Nurse at the Soldiers Horre was heard in the matter of her dis= 

missal for borrowing rroney from a resident in violation of rules of the Soldiers 
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Home i and being absent without leave q, • Al though the latter charge was substan­

tiated~ the employee proved extenuating circumstances and the Board ordered on 

October 18 i 1965 i that she be reinstated with full pay o 

The Board scheduled a hearing for December 17 • 1965 9 for an Accomtant I in 

the Department of Conservation111 The hearing was canceled because the matter 

was terminated by an agreement between the parties o The employee agreed to 

resign voltmtarily in exchange for the departnentvs agreerrent to give him 

satisfactory recomrrendations to future employerso 

A hearing was held on October 28, 1965, for a Stores Clerk I at Gillette State 

Hospital for physical disability which reflected on his job performance o The 

case was terminated by the withdrawal of the dismissal charges and the em­

ployee us agreement to resigno In accordance with the stipulation, the Board 

ordered on November 9, 1965, the placement of the employee 9 s name on the 

Stores Clerk I reemploynent list for certification to other state departrrents 

as vacancies occurredo 

The Board held a hearing in the ma.tter of the dismissal of an Attendant Guard 

I at the Minnesota Security Hospital on November 17, 196501 The charge involved 

mistreatment of a patient 9 which was not substantiated by the evidence and 

tes tirrony r, The employee was reinstated with full back pay by order of the 

Board dated December 11, 19650 

A Highway Technician II was dismissed for physical inability to perform his 

dutieso His attorney argued that the Department of Highways should find lighter 

or part-time work~ which the Board felt was a decision for the Highway Commis­

sioner<> Following unsuccessful efforts at rehabilitation of the employee i 

the dismissal was upheld in a Board Order dated January 2 8 9 1966 QI 
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The Board held a hearing on January 13 and 14 9 1966 9 at Faribault, Minnesota~ 

in the matter of the dismissal of a Psychiatric Technician II who was charged 

with striking a patient and intimidating fellow employees in an effort to in= 

fluence them to join the uniono The charge relating to striking a patient 

was substantiated and was considered sufficient grounds for dismissal 9 and 

the Board issued its Order February 16 i 1966, sus·taining the deparurento . The 

employee appealed the decision to the District Courta Materials on the case 

were filed in obedience to a writ of certiorari dated April 15 9 1966 i and the 

matter was pending at the close of the reporting periodd 

The Board held a hearing February 9~ 1966, in the matter of an involuntary 

resignation which was deerred a dismissal o A Psychiatric Technician I at 

Rochester State Hospital resigned on November 15, 196 5, and subsequently 

appealeda The Board, in its Order of February 16, 1966 9 detennined that the 

evidence and testirrony showed that the ·employee 0 s separation was not a bona 

fide resignation but was obtained under circumstances involving coercion and 

duress 9 and ordered the employee returned to worko The employee was subse­

quently dismissed March 16i 1966, for reasons which were too broad and general 

tot constitute reasonable grounds for dismissal and which were not substantiated 

by the evidenceo The employee was heard again on June 7, 1966)) and reinstated 

to her employment a second tirre in accordance with the Board 0s Order of Jtme 13 9 

19660 

A Clerk fypist I dismissed from the Iepartrrent of Highways was heard on Febru­

ary 9 ,i 1966, on the charge that the quality and quantity of her work were un= 

satisfactory() The charges constituted reasonable grounds and were upheld by 

the evidence • and testimony o In view of the employee Os perform~ce pre=dating 

the period oovered in the charges, the Board sustained the dismissal in its 

Order of February 16, 1966 i but directed that the employee 0s narre be placed 

on the Clerk Typist I reemployment list for consideration for future vacancieso 
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On August 12 9 1966, the Board heard the matter of the dismissal of a Janitor 

in the repartrrent of Highways who was charged with striking his supervisor<> 

The charge was cxmsidered just cause for dismissal and was supported by the 

testinonyo The Boarcl°s Order of May 5, 1966, sustained the dismissal actiono 

At the end of the reporting period 9 two disciplinary hearings had been sched­

uled but had not been heldi one on the demotion of a Clerk II to a Clerk I in 

the Motor Vehicle Di vision of the Secretary of State vs Office 9 and the other 

on the dismissal of a Laundry Worker at Gillette State Hospi talo 

In addition to the disciplinary hearings held under Section 24 of the law j 

the Board conducted a number of other hearings under its general investigatory 

power which it may use in any area in which the administration of the law or 

rules is challenged or upon its own notion. 

Under consideration at the close of the last reporting period ended June 30 9 

1964 9 was a case involving the autorratic resignation of a Highway Technician 

III which the Boa.rd heard under provisions of Civil Service Rule 12oldo The 

case was decided at the first meetiIJ.g of this reporting periodo On Ju_ly 16 9 

1964 i the Board issued its Order stating that the automatic resignation was 

within the Commissioner of Highway 9 s authority a-rid would not be set asideo 

The Board scheduled a hearing under its general investigatory power for Novem= 

ber 9 ~ 1964 9 for an employee of the Iron Range Resources and Rehabilitation 

Commission who alleged ' that his layoff from ·: the •···class Mining Engineer III in= 

volved discrimination against him for political reasonso He was invited to 

submit tangible evidence, including documentary proof, to support his allega­

tion(> The errployee requested postponerrent of the hearing in order that he-­

might prepare his case<> The case was terminated November 17 j 1965, by the 

employee 0 s failure to proceed with due diligenceo 
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The Board heard on October 28.i 1964i the protest of representatives of AFSCMEi 

Local 597 ~ on the announcenent of_ the Capitol Groundsman examination on an 

open competitive basis and the Commissioner of Administration°s presentation 

of the deparurent Os position in the mattero The Board concluded in its Findings 

and Conclusions issued November 10 9 1964, that annmmcing an open oompeti tive 

examination for Capitol Groundsman was a reasonable decision and did not 

violate the provisions of the Civil Service Lawo 

The Board held a hearing under Rule 12 ()ld on I:ecember 16 il 1965)) and on Jan= 

uary 28 9 1966 il regarding allegations made by an employee of the Minnesota 

Residential Treatrrent Center regarding administrative practices at Lino Lakes 

which he rontended violated Civil Service Law and Ruleso In the Board 0 s Find= 

ings and Conclusions issued February 9 ~ 1966 si it stated that no evidence of 

violation was fotmd and no action against any state employee or official was 

warrantedo 

The Poaro held a hearing on May 25, 1966 g on an issue relative to the announce­

ment of the examination for Education Special Programs Director (Manpower) on 

an open competitive basis() The Poard 9 after considering the evidence and 

testimony)) upheld the Director 0 s decision and ordered himil on June 7 9 1966 ~ to 

proceed with the open competitive examination as announcedo 

Hearings on revisions in Civil Service Rules 6 a2b 9 12 old and 130 8 were held 

during the reporting periodo Proposed revisions in Rule 6 o 2b were heard on 

March 3 ~ 1965() The purpose of the proposed amendment was to clarify for 

department heads and employees the factors considered in arriving at a oon= 

clusion as to when an examination is to be given on a prorrotional or on an 

open competitive basiso The presentations at the hearing led to the decision 

to arrend Rule 12()ldil instead of Rule 6o2b~ to provide an appeal to the Board 

from a decision of the Director to give an examination on an open competitive 

o·r on a prorrotional basis() The hearing on the proposed change in Rule 12 old 
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was held on Decernrer 16 ,i 1965, and the change made effective Ieceooer 29 ~ 

19650 

The Board held a hearing on June 16, 1965 • on a revision to Civil Service Rule 

1308 which becarre effective July 7, 1965<:J This amendment provided for in­

voluntary sick leave as an alternative to disciplinary action in cases where 

an employee may have some physical or rrental incapacity that interferes rrater­

ially with his duties or disrupts the activity of his departrrento 

The Board also considered the advisability of revising Rule 13~5 relating to 

leave of absence for employees drawing workrren' s compensation but decided not 

to post a change for formal hearingo 

The Board participated in discussions of a number of IX)licy rratters and made 

decisions relative to them during the reporting period11 Arrong the rrore sig­

nificant policy innovations or changes effected were: 

L O'lange in IX)licy relative to length of service credit in pro­
rrotional examinations~ 

2 o Change in the weights assigned supervisory ratings in pro­
rrotional examinations~ 

3 o Enoouregerrent and implementation of plans for state participation 
in programs for disadvantaged youth and for the rrentally retarded11 

4" Policy change to admit all college graduates regardless of the • 
year of graduation to C,ollege Senior Placerrent Examinations 11 

.5 o Publication of a quarterly newsletter to explain the Civil Service 
DepartnentQs programo 

- 11 -



ACTIVITIES OF THE DEPARTMENT 

The period covered by this report was one marked by increasing competition in 

the labor market) In the serond year of the biennium the situation approached 

a critical stage in sorre areas of the state serviceo Pn unemploy:rrent reached 

new lows i the rate of increase in salaries paid by other employers began to 

accelerate and the quit rate in the state service rrounted higher(:/ Recruiting 

at all levels became very difficul to In addition to replacing personnel -who 

left for other employrren t 9 the state also faced the need to fill rrore than 

one thousand new positions created by the 1965 Legislatureo Also, m:my new 

positions at the professional level carre into being under the auspices of a 

variety of federal aid prograrrs in fields such as education 9 social work i 

psychology 'il rehabilitation and engineeringo The Federal Service itself was a 

major employer in these professionso Sharp oompetition for personnel also 

was encountered from other states and political subdivisions 'll and from industryo 

The reopening of the munitions plant in the New Brighton area is a conspicuous 

example of this last type of oompetitionQI The rep:>rt of the activities of each 

division of the departrrent and the tabulated results in the ap~ndices will 

reflect the pressure of an increasingly tighter labor market on the depart­

rrentgs operationso 

Although the report summarizes departrrental activities by functional divisions 

for purposes of emphasis -and clarity 9 it should re noted that the departrrent Os 

technical staff is organized under a generalist systemo With the exception of 

di vision heads \il senior rrembers of the technical staff have responsibility for 

staff mrk involved in all phases of the Civil Service program in its applica= 

tion to assigned operating departmentso The generalists mrintain close liaison 

with the operating departments and facilitate solutions to their personnel 

problemso A generalist may be assigned one large department like Highways .or 

Public Welfare 9 or several smaller accounts such · as the Railroad and Warehouse 
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Conmission 9 Heal th, Veterans Affairs, and Agricul tureo Through close coopera­

tive efforts i he anticipates the needs of his acc:01.mts· and assists in the 

ooordination of activities of the divisions of recruiting and examining, class­

ification and pay 9 and transactions to best serve the needs of the operating 

departrrents~ Staff relationships are clarified in the organization chart in 

the A:ppendixc. 

The services and facilities of the Civil Service Iepartrrent are available 

within limits to political subdivisions of the stateo In addi ti.on to its 

regular activities during this reporting period, the departrrent has continued 

its long standing practice of providing examination services to mtmicipali ties 

and cotmties in their programs of re·crui trrent and selection of policemen, fire­

rren and other personnel o Services provided include the preparation of appro­

priate written tests , examination scoring and ranking of eligibles , and, in 

some instances, assistance in the administration of the written testc. D.lring • 

the period covered by this report, 61 jurisdictions received assistance through 

this programC> Approximately 180 separate examination requests were fulfilledo 

Forty-two separate examination categories were employedo 
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RECRUITING .AND EXAMINING 

The Recruiting and Examining Di vision° s function is to attract and test candi= 

dates for state govemrrent :rx,si tions Q Six personnel technicians construct, 

revise ~ and adrninis ter written and i::e:rformanc-e tests , devise experience and 

training scales~ conduct oral examinations and rec:rui ting activities 9 and orig­

inate the necessary forms and procedures to acoomplish the di vision° s mission 

of staffing state government with competent pe:rsonnelQ The fourteen clerical 

employees under the direction of this section°s technical staff review applica­

tions for oonfonnance with law and Civil Service Rules, schedule applicants for 

written, performance 9 and oral tests i score examinations~ establish eligible 

lists 9 and refer eligibles on .lists to vacanciesQ 

Re crui trren t 

The nationwide shortage of administ:rati ve 9 professional and technical employees 

continues unabatedQ The State of Minnesota is engaged in severe oompeti tion 

with other government agencies and many p:ri vate firms for the services of per= 

sons qualified in these areas C) The College Senior Placerrent Examination has 

provided an excellent source of potential personnel for beginning level pro= 

fessional cmd administrative positions, but the current competition from other 

employers is intenseo Al though both the College Senior Placerrent Examination 

and the high school recruiting prograrrs were effective in filling vacancies 

through the end of this reporting pe:riod 9 these sources have alrrost been ex= 

haustedo It is expected that the filling of job vacancies in all categories 

for the ensuing rronths prior to the end of the next school year witl present 

a c:ri ti.cal problemQ 

The current labor market is such that even applicants with few o:r no skills 

are in short supplyo While the application :rate remains high for persons who 

have little to offer in the way of training o:r ability 9 the relative number 
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those who actual ly appear for testing has declinedo With opportunities gener­

all y avai l able during this period of full employment~ prospective candidates 

often find other jobs before the examination process is completedo This 

situation requires oonsiderable unproductive work on the part of the division 

making it imperative to accelerate its efforts to keep the State 9s positions 

filledo The steady increase in the resiguation rate• from 10 o 73 at the end 

of the last reporting period, to 15042 for the year ended June 30 i 1966, points 

up the o:>ntinuing problemo 

The department is oontinuing its efforts to fill vacancies through newspaper 

advertising 9 radio spot announcerrents, special posters, bulletin brards 9 re­

cruitment trips 9 and personal contact in addition to using standard job 

annotmcement techniques o Professional associations are also an important re­

crui trren t source o 

Examining 

The examining workload rontinues at an unprec-eden ted high level o During · the 

second year of the biennium ended June 30, 1966 9 33 •340 applications were 

received in comparison to 32,568 received during the previous yearo Process­

ing of the total number of 65,908 applications during the biennium produced 

29 $424 candidates who received passi.J?.g soores and were placed on eligible 

listso 

I t is of interest that applicants show a decided preference for a small pro= 

portion of the classes of employrrent available in the state servi02 o The 

great rrajority of applications are received for classes requiring very little 

training or few skill s and i with few exceptions 9 in classes for which continu­

i ng recrui trrent is needed01 About tm-thirds of the applications received. 

during the reporting period were concentrated in the twenty areas of employ­

rrent shown in the following table and in the classes oovered by the Cbllege 

Senior Pl acerrent Examination,;, 
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The Twenty Groups of Classes for "Which the 
Greatest Number of Applications were Received 

7/1/64 thru 6/30/66 

Class 
Jst:..dl.L ~ 

Clericals I 9 II and III 
Highway Technicians I, II• III and IV 
Custodial Worker I 
High School Senior Placerrent Exam 
Highway Maintenanc:e Man I and II 
Janitor 
Special Schools Counselor I and II 
Psychiatric Technician I and II 
Correctional Officer I 
Hospital Aide 
Cook I and II 
Laundry Worker 
Corrections Agent 
Keypunch Operator 
Autorrotive Mechanic Apprentice 
Account Clerk 
Right of Way Agent I 
Rehabilitation Counselor I 
Laborer II 
Agricultural Products Inspector 

Number 

14,157 
5,582 
2,707 
2,542 
2,242 
1,415 
1,382 
1,334 

964 
921 
662 
657 
645 
530 
511 
498 
498 
475 
462 
461 

44 .,483 

Applications for the areas of employrrent shown above plus the 1 9608 applications 

received and processed for the 1965 and 1966 CSPE represent the bulk of the 

workload of the division in terms of individuals involved and a large part of 

the administrative oosts of the division 9s operationo Other classes with lower 

turnover rates and few positions rray require rrore sophisiticated recruiting 

and examining techniques si but the problerrs they present are not so continuing 

and constant as in those listedo 

The departrrent uses as rrany examining centers as practicable in order to best 

serve the state and the public() The greatest number of applicants ~re pro­

cessed in examining centers located in~ 

St" Paul 
Mankato 
St() Cloud 
fuluth 
Brainerd 
Rochester 
Cambridge 
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Faribault 
Owatonna 
Bemidji 
Willmar 
Fergus Falls 
.Anoka 

1,488 
1,370 
1,275 
1 .234 
1,096 
1,031 

During this reporting period 1 14 77 candidates were given civil service exam­

inations with the help of the Employrrent Service local offices~ 

The departrrent continued to enjoy the valuable assistance of recognized ex­

perts in pertinent occupational fields. Many qualified people acted as oon­

sultants in examination revision and cnnstruction and as panel rrembers on 

oral examination boards, all without compensation. 
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CLASSIFICATION AND SPLAAY ADMINISTRATION 

Minnesota over many years has ranked about fifteenth in salaries paid by state 

govemrnentso It has been reoognized that salary oornpeti tion from New York, 

California and Michigan 9 for example, cannot be rret in the Minnesota state 

service~ and qualified individuals with sufficient mobility are occasionally 

lost to these stateso furing this reporting periodi states in close geograph= 

ical proximity to Minnesota 9 such as Wisoonsin and Illinois ll have added to 

the burden of salary competition with sizeable increases in their salarieso 

Personnel people in both industry and govemnent have recognized during the 

period covered by this report that all employers would be well=advised to 

keep the trained personnel already in their employrrent" The rrost romrron 

approach has been to adjust salaries u~ardo The state endeavored to rompete 

in salary administration within the rreans available to it; however, statutory 

limitations severely restricted the state vs flexibility in this area a The 

inability to raise salaries where necessary due to limited appropriations and 

the prohibition against rrerit increases in the seoond year of the rep:>rting 

period were the major restrictionso 

Classification 

In an effort to maintain the work force in the setting described previously 9 

the department began an analysis of the classification plan with a view to 

increasing flexibility within the present franemrko The purpose was to identify 

those areas of employment in which experience and additional training rould be 

expected to improve the performance of employees to the extent that their mrk 

vJOuld be carried on at a level distinctly above that of the beginner in the 

sane occupationo Where these distinctions were sufficiently pronounced to 

justify salary differentials, a new class was added to the occupational serieso 

The two classes then represented vvjuniorx-senior" levels of practitioner classeso 

Advancenent to the senior level was governed by carefully prescribed standards o 
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At the close of the reporting period, these junior-senior arrangements were in 

effect in approximately twenty occupational areaso Included were professional 

fields such as rehabilitation rounseling • ernployrrent inte.rviewing. parole and 

probationt occupational and recreational therapy, administrative analysis, 

research analysis , acrounting and auditing, personnel• volunteer services, 

social work, engineering and labor ronciliationo The same system was intro­

duced into various technical and sub-professional •fields including typing and 

stenography, keypunching, highway maintenance, c;Uld rounseling and correctional 

work in tepartrrent of Corrections institutions. 

A significant part of the classification workload during the past two yearn 

involved the allocation of new state posi ticns established to implerrent feder­

ally financed programs o Examples of these programs are the Economic Opportunity 

program, three Youth Opportunity Centers, the Neighoorhood Youth Corps, and 

projects in rrost of the state hospi ta.ls under the sp:,nsorship of the National 

Institute of Mental Heal th°' 

The state ventured into new operations and activities authorized by the 1965 

Ses~ion of the Legislature requiring new positions which had to be classified 

and assigned an appropria:tre salary o '!he establishnent of a Di vision of State 

Pl anning under the Governor, but delegated to the Commissioner of Administra­

t ion , was one of the major developrrents., '!he new state park at Tower-Soudan, 

Minnesota , featuring an underground mine necessitated a new series of classes 

to contain the unique positions necessary to operate this parko 

Classification work in the state colleges required a considerable arrount of 

st aff time during the period of this report.. In September, 1964, a report 

required by the 1963 Legislature concerning the administrative positions in 

the unclassified service at the state colleges was submitted to the Comnis­

sioner of Administration,, A study covering all classified positions in the 
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five s t ate oolleges was completed in the spring of 1965a Authorization to 

staff Southwestern State College at Marshall~ Minnesota t called for projecting 

a tentative classification structure in preparation for the opening of this 

college" 

Several depari:rrents have been under study by managerrent oonsulting firms during 

the past two yearso At the close of the reporting period studies were either 

in process or had been completed in the I:epariments of Administration t Educa­

tion i Employees Retirement 9 Teacher 0 s Retirerrent si Railroad & Warehouse, and 

Highwayso In each instance .. substantial changes were rrade in the organization 

of the departrrents calling for extensive revision of the classification stru0z­

ture of the affected departmentso · The Division of Gane and Fish of the Con= 

servation Departnent underwent a rrajor reorganization, involving signifieant 

revision of work assignrrents as well as the realignrrent of responsibility .for 

several major activities within the di vision a . The effort to reflect these . 

changes properly by means of classification involved many hours of discussion 

and analysiso 

This report would not be complete without mention of the departrrent 0 s part in 

developing new programs for the employrrent of the rrentally retardedo A class 

entitled . Service Worker 9 designed to facilitate the examination and placement 

of this category of the handicapped was established in a oooperative venture 

with the Di vision of Vocational Rehabili ta ti.on and the I:epartrrent of Public 

Welfare" This effort has been rerognized-as a significant achieverrent in the 

field of aid to the retardedo 

Sal~zy Aqrninistration 

In the early rronths of the period covered by this report, the departnent was ­

engaged in a revision of the salary plan for the fiscal biennium beginning 

July l si 19650 Following a public hearing on July 29, 1964 9 the Civil Service 
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Board adopted revised salary assignments with an average increase approximately 

5% greater than the previous plano The departrrent also sought legislation 

which would have provided ranges of variable length and established a higher 

ceiling on the pay plano The 1965 Legislature appropriated sufficient funds 

to pennit installation of the salary assignments adopted by the Boardt with • 

the exception of these which had been assigned above range 45., Proposals to 

add ranges to the salary plan and to permit the Board to establish variable . 

length salary ranges were not approved by the legislatureo 

In the spring of 1966, the cycle of salary change began again with the biennial 

survey of salaries paid by other employers in the State of Minnesotao A salary 

survey of this kind has been conducted by the Civil Service Department since 

1954 () A major change in the conduct of the survey this year occurred in the 

fact that the Research Di vision of the ~partrrent of Employrrent Security agreed 

to perform this service for the departrrent, 

By late 1965 j the increasing severity of cornpeti tion in the lal:or market was 

making itself felt in the staffing of the state serviceo The Director 9 in 

his end=of=the-year report to the Governor, stressed the increasingly critical 

nature of the salary problem and advanced possible courses of action which 

might be taken until the 1967 Legislature could provide additional funds() 

Subsequently, the Governor rret with department heads and reviewed all aspects 

of the problem() k3 an outgrowth of the general rreeting 9 a srraller corrani ttee 

consisting of the heads of the major departrrents rret on several occasions to 

develop a long-range solution to the problemo This eventually led to the de­

sign of an entirely new salary pls:mo Toe new plan featured two separate 

salary schedules() One provided a reduced number of ranges with rrore steps 

per range for use in the professional and general services areao Toe sec.ond 

schedule had fewer steps with a rrore rapid rate of progression for utilization 

in the trades area and for classes of work in which a shorter range is a rrore 
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generall y accepted method of payrrento As the reporting period closed 9 this 

plan was being studied and refined and assignrrents of present classes were 

being projected into the new plan in preparation for a public hearing before 

the Civil Service Boardo 
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TRANSACTIONS PND OITTCE MANAGEMENT 

PB the demands for additional and expanded state services increase 9 the size 

and cost of state government also growo Ps in previous years i the state 

service has shown a steady growth in the number of full-time classified em­

ployeeso The total increased from 17 •206 at the and of the last reporting 

period to 18 9 806 as of Jtme 30 g 1966 o Several thousand other employees• such 

as those in the tmclassified servic-e or the labor servire, temporary and in­

termittent employees i and one classified departrrent head whose position and 

salary are specifically set by law 9 are not included in these figureso Toe 

Transactions Divisionus activities accelerate with each increase in the state 

serviceo The division maintains records on all state employees and processes 

forms for all personnel actions such as appointments 9 changes in status 9 -class 

and salary$) and separations o Toe record of each employee requires periodic 

attention as various in-service adjustrrents occuro All supp::>rting documents 

must be reviewed for confo:nni ty with the law and Rules and resulting records 

must be accurate and current at all tirres o This effort was maintained at an 

increased pa.ce throughout the rep::>rting periodo Procedures were analyzed and 

modified and personnel retr.ained and upgraded in order to keep abreast of the 

workload and to utilize employe~ tirre nost economicallyo 

Biweekly payrolls for the entire state service are reviewed and their accuracy 

certified by the Payroll Section of this di vision o Punched cards fran which 

payroll abstracts are prepared are matched against a master deck maintained 

in the Civil Service Iepartmentl) Every two weeks discrepancies are analyzed 

and corrected" The payrolls of the great majority of state departrrents are 

proressed rrechanically Q Payrolls for a few of the srrall boards and oorronissions 

and the State College do:nni tory accotmts are checked manually o 

Throughout nost of the reporting period, there were two technicians in the 

Transactions Division whose duties included interpretation of the Civil Serv-
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ioo Law Rules and r:olicies to deparbrent heads• other staff merril::>ers i indi­

vidual employees or employee groups I) and the publicc:1 Apr:ointrnents, proba~ 

tionary periods, rneri t increases, economic adjustment incn:ases, leaves of 

absenceg transfers, separations; disciplinary actions, grievance procedures, 

r:oli ti cal activity 9 fringe renefi ts • overtime i maintenance and training are 

included in the subject matter ooveredo An additional responsibility of tech­

nicians assigned to the di vision was the maintenance of performance standards 

and rating programs within the state serviceo Shortly prior to the close of 

the reporting period i it was necessary to curtail the arrount of tirre spent on 

these activities recause of the separation of a transactions technician who 

was not replaced within the di vision°' A training program for the state serv­

ice also was planned and in its initial stages but had to be delayed beyond 

the close of the period covered by this report) 

The Transactions Division has the office managerrent function of the depart~ 

rrent as part of its responsibility. In addition to the clerical work involved 

in processing forms i in certifying the payrolls for all state departments, and 

in maintaining records and files, the division is resIX)nsible for preparation 

of statistics, mail distribution i control of oorresr:ondence, and providing 

stenographic 9 typing, duplicating and receptionist services o 
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Candidates 
Applying 
Accepted 
Examineq 
Placed on lists 
Appointed 

Candidates 
Applying 
Accepted 
Examined 
Placed on lists 
Appointed 

APPENDIX I 

RECRUITING AND EXAMDJING .RESULTS 

OF7n Compo 

26 'i877 
25i822 
19;754 
10 9558 

39170 

269985 
25g985 
199661 
ll 9300 

49037 

Promo 

5 i691 
5g491 
4~956 
39283 
lil44 

69355 
6 9279 
5 9 842 
4 9283 
1 9709 

Noo of Exams Canpo Promq 

1964 to 1965 

1965 to 1966 

Competitive 

Prorrotional 

Totals 

Competitive 

Pranotional 

Totals 

2~864 

3,636 

2,736 

3,499 

128 

137 

APPENDIX II 

NAMES PLACED ON ELIGIBLE LISTS 

Non-Veterans 
Male Female 

l '1277 l 9254 

5 .,899 5 9 741 

1J 777 947 

Non-Disabled 
Veterans 

Male Ferra.le --

516 

1,708 

1,207 

- 31 ~ 

42 

21 

63 

32 

16 .....,,., 

48 

Total Per Cent 

32 i)568 
3li>313 
24~710 
13,841 

49314 

33i340 
32,264 
25 .,503 
15i583 

5.,746 

Noo Diffo 

449 

582 

Disabled 
Veterans 

Male Female 

210 

211 

421 

200 

400 

600 

5 

4 

9 

6 

2 

8 

10000 
96ol 
7508 
42()4 
13o2 

lOOoO 
96o7 
761)4 
46o7 
17 o2 

Classes 

Total 

3 1283 

13.,841 

11,300 

49283 

15 .,583 



.APPENDIX III 

.ANALYSIS OF .APPLICATIONS RECEIVED 

Increase or 
7-1-641' 7-1-65* Decrea.$e Over 
6-30-65 6-30-66 Previous Year 

No<> of applications received 32,568 331340 + 772 

No<> of applicants examined 24,710 25,503 + 793 

Noo of narres placed on lists 13.841 1s.ss3 + 1,742 

Noo of applicants who failed l0,869 9 .920 949 

Noo of applicants who failed 
to appear 6,603 6,861 + · 258 

Noo of applicants rejected 1,255 976 279 

~~Fiscal years ended June 30 each y~c:3.T'. 

,,. ...... 
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APPENDIX IV 

CLASSIFICATION STATISTICS 
• 7...;;l..;;_64 through 6-30-66 

Individual Audits 
• tr? " 7 :·· 

No change in allocation 683 

Reallocation to a higher class .295 

Reallocation to a lower class 

Positions Reallocated Followinff a 
Review ot ~rl tten Materials . - o • cti · r ! ' ·• · · a 1 • • Au t nterview , , ~ , , , y ,~- • . 

Initial Allocation of New Positions ... --·= - . 

50 

TOTAL 
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Total Number of 
Positions Studied 

1,028 

1,736 

2 8ss1 

5,615 



APPENDIX V 

CLASSifICATION AND CXJMPENSATICN CHANGES 
ENACTED BY THE CIVIL SERVICE BOARD 

7-1-64 through 6-30-66 

New classes established 

Classes re-established 

Classes combined without salary reassigrurent 

Classes combined and assigned to higher salary ranges 

Class titles changed without changes in salary range 

Classes abolished 

Classes reassigned to higher salary ranges 
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2 

19 

3 

38 

23 

911 



APPENDIX VI 

'IWENTY LARGEST CLASSES IN NUMBER 
OF ruLL-TIME EMPLOYEES 

Psychiatric Technician I 

Clerk Typist II 

Highway Technician II 

Highway Maintenance Man II 

Highway Maintenance Man I 

Highway Technician III 

Clerk Typist I 

Clerk Stenographer II 

Psychiatric Technician II 

Clerk II 

Hi ghway Technician I 

CUstodial Worker I 

Janitor 

Clerk I 

Clerk St erogrepher I 

Registered Nurse II 

Correctional Officer II 

Hospital Aide 

Account CJ.erk 

Civil Engineer II 

June 30, 1966 

Total o o o 0 0 0 

All Otherso 0 0 0 

Q' 0 0 CJ O 0 

0 0 0 0 0 

650 

638 

561 

558 

509 

506 

485 

462 

458 

451 

428 

400 

327 

230 

218 

209 

177 

174 

169 

9,125 

9,681 

Total Number Full-Time Employeeso o o 18,806* 

~~None of the tables showing the nurrber of full-time classified employee? in­
clude one department head in the classified service whose position and sal= 
ary are specifically established by law a • 
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Montluy Salaries 

$ 150-199 

200-2 ~9 

250- 299 

300-349 

350-399 

400-449 

450-499 

500-549 

550-599 

600-649 

650-699 

700-749- . 

750-799 

800-849 

850-899 

900-949 

950- 999 

1,000-1 ,049 

1,050- 1,099 

1.100-l ,llt9i 

1,150- 1,199 

l,200- l,21!J9 

1 1250 and over 

PPPENDIX VII 

SAlARIES OF F1.JLL-TIME EMPLOYEES 
IN THE CI.ASSIFIED SERVICE 

June 30 • 1966 

Total 

- 36 -

Number of 
Employees 

3 

194 

2 ,222 -

3 ,107 

3,007 

1,754 

2 ,575 

l ,614 

1 ,463, 

694 

602 

280 

365 

253 

145 

76 

173 

57 

28 

72 

17 

19 

96 



.APPENDIX VIII 

FULL-TIME EMPLOYEES IN THE 
CLASSIFTED SERVICE BY DEPARTMENT 

I.epartrrent 

Public Welfare 
Highways 
Corrections 
Conservation 
Employment Security 
State Colleges & Board 
Taxation . 
Administration 
Rail road & Warehouse 
Education 
Health 
Secretary of State 
Agriculture 
Labor and Industry 
Soldiers Horre & Board 
Public Examiner 
Banking 
Insurance . 
Civil Service 
State Auditor 
All Others 

June 30, 1966 

Total 

Number of Ful.1-Tirre 
Classified Employees 

6-,205 
5,275 

990 
944 
866 
712 
534 
513 
513 
363 
355 
288 
201 
125 

84 
80 
58 
57 
55 
51 

537 

18,806 

These figures may be below the oomplerrents allowed by the legislature 
because sorre positions were unfilled as of June 30 9 196611 
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June 30,a. ,1965 

Permanent 

Probationary 

Provisional Prorrotee 

Provisional 

June 30, 1966 

Pennanent 

Probationary 

Provisional Prornotee 

Provisional 

APPENDIX IX 

STATUS OF FULL-TIME EMPLOYEES 
IN THE CLASSIFIED SERVICE 

15.450 

2 ,482 

5 

115 

18,052 

15.311 

3,336 

3 

156 

18,806 
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85.59% 

13.75% 

.02% 

.64% 

100.00% 

81.42% 

17. 74% 

.01% 

... 83% 

100.00% 



APPENDIX X 

FULL-TIME CLASSIFIED EMPLOYEES BY AGE GROUPS 

June 30 &. 1965 

Men Women Total Per Cent -
Under 20 460 963 1,423 7.9 

20 - 29 2,364 1,065 3,429 19110 

30 - 39 2,484 850 3,334 18o5 

40 - 49 2,566 1,559 4,125 22.8 -

50 - 59 2,352 1,850 4,202 23.3 

60 .- 69 950 547 1$497 803 

70 and over 36 6 42 o2 

Total 11,212 6,840 18,052 100.0% 

June 30 8 1966 

Men Women Total Per Cent -
Under 20 555 1,433 1,988 10.57 

20 - 29 2,427 1,074 3,501 18.62 

30 - 39 2,582 928 3,510 18.66 

40 - 49 2,698 1,656 4,354 23.15 

50 - 59 2,383 1,847 4,230 22049 

60 - 69 772 418 1,190 6033 

70 and over 27 6 33 018 

Total 11,444 - 7,362 18,806 100000% 
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APPENDIX XI 

FULL-TIME CLASSIFIED EMPLOYEES 
BY LENGTH OF SERVI CE 

~e , .. 3.0 2 J.:.965 

Years Worked Men Worren Total Per Cent -
0 - 4 5,280 4.126 9,406 52.1 

5 = 9 2,244 1,110 3.354 1806 

10 = 14 1,640 768 2,408 13o3 

15 - 19 1,057 423 1,480 802 

20 - 24 414 237 651 3.,6 

25 = 29 217 83 300 lo7 

30 = 34 161 49 210 L2 

3 5 years and over 199 44 243 1.3 

Total 11,212 6,840 18,052 10000% 

62011% 37089% 

June 30, 1966 

Years Worked Men Worren Total Per Cent 

0 - 4 5,837 4,878 10,715 56098 

5 = 9 2,112 1,014 3.126 16062 

10 = 14 1,535 717 2,252 llo98 

15 = 19 971 351 1,322 7o03 

20 = 24 473 240 713 3o79 

25 = 29 208 84 292 1.55 

30 = 34 146 43 189 loOO 

3 5 years and over 162 35 197 loOS 

Total 11,444 7,362 18,806 100()00% 

60.85% 39015% 
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:tvbnth 

July 

August 

September 

October 

November 

December 

January 

February 

March 

April 

May 

June 

. .APPENDIX XII 

NUMBER OF RESIGNATIONS ..AND RESIGJATION RA'IES 
OF TIJLL-TIME CLASSIFIED EMPLOYEES 

7-1~64 through 6-30-66 

1964' 1965 
.¼hiking* Number of .Resignat1on Working~ ~urriber. o! 

Force ResiS[!ations Rate-!:* Force Resi~~~ions 

17,048 167 098 17,782 179 

192 lol3 249 

323 L90 333 

123 0 72 187 

108 063 193 

141 083 242 

1965 1966 - -
17,359 135 078 18,242 193 

117 067 185 

159 092 238 

192 Lll 277 

179 L03 232 

17,782 252 L42 18,620 268 

Resignation 
Rate,':* 

L,01 

L40 

1~87 

L,05 

lo09 

L36 

lo06 

lo0l 

lo30 

lo52 

lo27 

lo44 

The figures on . the following page duplicate the resignation information given 
above except that the rates are shown by quarters, . six rronth periods 9 and the 
fiscal years rovered in the reporto • 

-1: Figures are the average . mrking force for the period ooveredo 
,
9d:Rates are given m number of resignations per 100 employees<i 
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Quarter 

July to 
September 

October to 
~cember 

January 
to M:3.rch 

April to 
June 

Six fvbnths 
Period 

July to 
~cerriber 

January 
to June 

Fiscal 
Year 

APPENDIX XII -{cont'd) 

1964 
Working~: ~. Number of Resignation rk )! Wo ing--

Force Resignations Rate~':-!: Force 

17i048 682 4 .. 00 17,782 

17~048 372 2ol8 -17 t 782 

1965 -
17,359 411 2.37 18,242 

17 i359 623 3.59 18,242 

1964 

17,048 1,054 6.18 17,782 

1965 
~ 

179359 li034 5.96 18,242 

2,088 12.14 17,999 

1965 
Number o1 

Resignations. 

761 

622 

1966 --
616 

777 

1965 

1,383 

1966 -
1,393 

1965-1966 

2,776 

Figures are the average working force for the period coveredo 

-:,H: Rates are given in number of resignations per 100 employees. 
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Resignation 
Rate~':* 

4 .. 28 

3.,50 

3.38 

4.26 

7. 78 

7.64 



APPDJ'DIX XIII • 

r' SXO< LEAVE AND VACATION LEAVE .USED 
DURING THE FISCAL YEARS ENDED .~ ; 30 9 1965 AND JUNE 30i 1966 

1964-65 1965-66 
All State All State 
J2eFts~ CoSo reptso Co So 

sra< LEAVE 

Av o # Employees Male 12 il93 . 21 12,201 19 
Ferrale 79297 34 7,723 ,37 
Total 19,490 55 199924 56 

Total Days Used Male 63,419 49 75,661 58 
Female 59,038 • .239 65,996 167 
Total 122,457 288 141,657 225 

·'I 

Avo # Days Used Male 5o20 2~3 6020 3o0 
Female 8009 • 7~0 8054 4o5 
Total 6028 5o2 7ol0 4o0 

Total# Unused Days Male 853i>l05 1,111 635,715 1,075 
Female 215,527 902 225,413 940 
Total 1,068,632 2,013 861,128 2,015 

Total # Lapsed Days Male 189,127 204 264,840 224 
Female 24,518 150 30,702 167 
Total 213,645 354 295,542 391 

Avo Lapsed Si ck Leave Male L6 9o7 21070 L2 
Female 3o4 4o4 3o97 4o5 
Total 10o9 6_o4 14083 609 

VACATION LEAVE 
1964-65 1965-66 

MY ~tate cJ;o · A!! State CoSo 
r:eEtso r:eEto l:eI2tso Ie"J2to ·· 

Total vacation days used during year 254'i431 604 289,873 52005 

Avo # of vacation days used per 
employee 13o0 · 10o9 14055 9o3 

Total # of \IDUsed vacation leave 
at end of year 324,960 615 328,760 594 

Avo # of \IDUSed ·vacation days 
per employee 1606 llo0 16050 1006 

Includes part?tim.e and seasonal employees in the classified service o 



APPENDIX XIV 

CLASSES IN WHirn 1HE CIVIL SERVICE BOARD 
• AUTHORIZED, NATIONWIDE EXAMINATIONS lNDER 

POOVISIONS OF ~drA STATIJIES 1965 ~ 43al3 i SUBD<W 21: 

~uly 1 ~ _1964 through June 30 1 1965 

Assistant Corrrnissioner of Securities 
Assistant to the Comnissioner of 

Education 
Assistant Human Rights Consultant 
Assistant SCAD Director 
Business Manager III 
Olernist III 
Civil Engineer II (Utilities) 
College Senior Placement Examination 
Comm.mi ty Planner II 
Corrmunity Planner III 
Cornrmmi ty Planning Director 
Employrrent CotU1selor I 
Employrrent Counselor II 
Executive Housekeeper 
Hearings Reporter II 
Hospital Consultant 
Hospital Services ..Analyst II 
Industries Superintendent 
Mental Health Consultant 
Physical Therapist III 
Rehabilitation Counselor II 
Rehabilitation Therapies Director 
School Program Consultant I 

(Rural Library Advisor) 
Senior Budget Representative 
Volunteer Services Coordinator 
Youth Advisor 

July~, 1965 through June 30 1 1966 

Aquatic Biologist II 
Archivist 
Assistant Arclli vist 
Assistant SCAD Director 
Bacteriologist IV 
Buyer-Phannacist 
Casualty Actuary 
Civil ·Engineer II 
Civil Engineer III (Traffic) 
College Senior Placerrent Examination 
Cornmuni ty Mental Heal th Services 

Administrator 
Corrections Agent I 
Crirre Laboratory Analyst I 
Crirre Laboratory Analyst II 
Education Special Programs Senior Con~ 

sul tant (Technical Educ. Specialist) 
Electroencephalograph Operator:· 
Employment Cotmselor I 
Entorrologist I 
Garre Biologist II 
Group Supervisor 
Higher Education Executive Assistant 
Human Rights Field Representative 
Landscape Architect I 
Mining Engineer II 
Nutri tianist I 
Planner I 9 II & III (Recreational) 
Plant Pathologist 
Prison Indus tries Foreman I 

(Metal Fabrication) 
Radio Engineer 
Rehabilitation Consultant 
Rehabilitation Counselor II 
Research Biologist 
Residence Hall Director 
Special Education Consultant I 
Tabulating Machine Operator I & II 
Toxioologist 
Welfare Executive II 

~
9
: Minnesota Statutes 196 5 are cited throughout this report al though actions 

effective during the first part of the reporting period were taken under 
provisions of identically numbered sections of Minnesota Statutes 19611> 
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APPENDIX '1N 

CLASSES IN WHIQ-I CIVIL SERVICE BOARD AlITHORI'IY 
WPS GRANTED FOR PROVISIONAL EMPLOYMENT lNIER 

PIDVISIONS OF MINNESOTA STATU'IES 1965~ 43o20~ SUBDo 2 

July 1 ? _19p4 t1u:~oug11_~une 30 g 1965 

Account Clerk 
Assistant State Fire Marshal 

(Polygraph Examiner) 
Chief of Service 
Clerk Steno I~ ·II and III 
Clerk fypist I and II · 
Corrections Agent I 
Exerutive I 
Executive Housekeeper 
Houseparent I 
Medical Director 
Physician 
Real Estate Licensing Executive 
Registered Nurse II 
Registered Nurse V 
Research Analyst I 
Research Analyst III 
Psychologist II 
Senior Staff Physician 
Special Teacher 
Staff Physician 
Welfare Executive II 
Welfare Field Representative 
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July~~ 1965 through June 30 1 ~966 

Administrative An~lyst I 
Administrative Analyst III 
Assistant Human Rigp.ts Consultant 
Carpenter 
Chief of Service 
Civil Engineer II 
Clerl< Stenographer I 
Electrical Technical Advisor 
Hearings Reporter II 
Hospital Aide 
Hospital Pharnacist 
Houseparent I 
Laborer II 
Latmdry Supervisor II 
Laundry Worker 
Librarian III 
Mason 
Medical Director 
Nurse Instructor 
Painter 
Patient Activities Leader I 
Physician 
Psychologist II 
Psychologist III 
Public Health Physician II 
Registered Nurse V 
Research Scientist I 
Senior Staff Physician 
Special Schools Cotmselor I 
Special Teacher 
Staff Physician 
Stores Clerk III 
Technical Writer 

' ' ' 



APPENDIX XVI 

CLASSES IN WHICH THE CIVIL SERVICE BOARD 
GFANTED AU1HORI1Y FOR EXTENSION OF TEMPORARY 

EMPLOYMENT lNDER MINNESOTA STATUIES 1965~ 43(120, SUBD11 5 

July 1 ~ 1964 through June _30i 1965 

Research Analyst III 

July 1~ 1965 throuoo June 30 1 1966 

Carpenter 
Painter 

= 46 = 

Clerk I 
Clerk II 
Clerk Stenographer I 
Clerk 'fypist II 
Electrical Technical Advisor 
Hospital Aide 
Houseparent -I 
Larorer II 
Laundry Worker 
Mason 
Pairiter 



APPENDIX XVII 

APPROVED TRAINING PROGRAMS IN WHICH 
APPOINTMEN'IS WERE MADE lNDER PROVISIONS OF 

MINNESOTA STATUTES 1965~ SECTICN 43a32 
AND CIVIL SERVICE RULE 8 () 9 

July 1 9 196~ th~ugh June 30 2 1965 
. I 

Bacteriplogist. 
Corn:?ct ions Field Replacerrent 
Correct ions Student 
Counsei or (ES ) 
Crime Laboratory Analyst I 
Field Placement 
Forester 
Health Education· 
High School Trainee 
Institution Train~e I and II 
Junior Trainee 
Medical Student 
Occupational Therapist Student 
Physician Fel_low 
Psychiatric Technician I 
Psychol ogist Intern 
Psychol ogy Trainee 
Public Administration 
Public Heal th Nursing 
Social Worker II 
Student Civil Engineer 
Student Nurse 
Teacher 
Undergraduate 

July lg l:,965 through Jlll1e 30, 1966 

Bacteriologist 
Corrections Field Replacement 
Corrections Student 
Corrections Sumner Trainee 
Counselor (ES) 
Forester 
Institution Trainee I and II 
Librarian 
Medical Student 
Nurse Anesthetist 
Occupational Therapist 
Orthopedic Shoemaker 
Physician Fellow 
Psychiatric Technician I 
Psychological Intern 
Psychology Trainee 
Public Administration 
Public Heal th Nursing Assistant 
Public Health Sanatarian 
Social Worker II 
Student Civil Engineer 
Student Nurse 
Welfare Trainee 
Worker with the Blind 



l}Pproval Date. 

12= 2=64 

APPENDIX XVIII 

TRANSFERS FROM O'IHER JURISDICTIONS .APPROVED 
BY THE CIVIL SERVI CE BOARD UNDER PROVISIONS 
OF MINNESOTA STATUTES 1965 'il SECTION 43a 31;, 

.AI\TD CIVIL SERVICE RULE 8ol0e 

Transfer effective October 1 ~ 1964, of Neil Co Gustafson 9 

Associate Planner g Fresno 'il California Planning Department 9 
to a Comnunity Planner III position with the Minnesota 
Highway tepartrrento 

The Department of Agriculture Os proposal to transfer Market­
ing Inspectors I from the State of Wisconsin to Produce 
Inspector I positions in Minnesota was approved a These 
transfers may be effected when Minnesota residents are not 
available and subject to the qualification of transferees 
by written examination for the class Produce Inspector I<) 
Roland Nightengale transferred from Wisconsin January 14 i 
196 5 si but no other transfers were made under this approved 
program during the reporting periodo 

Transfer effective December 16, l964'il of Rodney Ko Smith, 
from tht: Indiana Depariment of Employrrent and Securityi to 
an Errployment Interviewer I position with the Minnesota 
Departrrent of Employrrent Security o 

Transfer of Mil ton Marinos, Entorrologist (Plant Pathologist) 
with the Indiana State Service to an Entorrologist I position 
with the Minnesota Depart:rrent of Agricul tureo This transfer 
was not effectedo 

Transfer effective January 31 9 l-966 'il of Mrs o Alice Mo 
Ericson from an Employment Claims Intervie~r I position at 
the Detroit Youth Opportunity Center to a Youth Advisor 
position with the Minnesota Departrrent of Employrrent Secur­
i ty Os Minneapolis Youth Opportunity staffo 

Transfer effective March 1 j 1966 'il of Edward Allen Wambold 'il 

Civil Engineer Associate with the Los Angeles County Flood 
Control Agency 9 to a Civil Engineer II (Hydraulics) posi~ -
tion with the Minnesota Highway Departrrento 

Transfer effective February 10 9 1966 'il of Jerry Lo Peterson 
from a Social Worker I posi ti.on in the San Bemadino County 
Welfare Department to a Corrections A~nt I position with 
the Minnesota Departrrent of Correctionsa • 
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APPENDIX XIX 

'IHE PERSONNEL CDlNCIL 

The Pe;rsonnel Council is an organization of state personnel officers and ad­

ministrators v-?ho rreet regularly with the Director to discuss personnel policy 

and problems of a statewide nature o All of the largest departments t which 

employ over 90% of the employees ih the classified service~ are represented 

on the CounciL In addition to operating as a nsounding board" for discus­

sions of personnel practices and i:olicy changes 9 the Council plays an important 

role in canmunicationso Through the Council~ information is disseminated and 

clarified for department heads and employees i with the result that greater . 

consistency in the application of the Civil Service Law 9 Rules and policies 

is achievedo 

The following subjects were considered by the Personnel Council during the 

reporting period ended June 30, 1966 ~ 

Standard overtime policy 
Employment of the mentally retarded 
HSPE and CSPE 
Policy on jury duty 
Salary problems 
Length of service credit and super­
visQry ratings in ·· prorrotional exam­
inations 

Va00,.t ion .and sick -;leave 
Political activity 
.Recrttl tnent of professional staff 
Legislative proposals 
Group insurance 
l.Dngevi ty increases · 
Juniar=senior plan 
Performance standards 
Proposed rule changes 
Holiday practiyes 

Retirement planning and the re­
tirenent law 

Public Employees Labor Relations 
Act 

~conornic Opportunity program 
Workrrenvs Compensation 
Reemployrrent lists 
Forms revisions 
Payroll problems 
Disciplinary procedure 
Interdepartmental relationships 
Employment of the handicapped 
Training programs 
Eligibility for pronotional 

examinations 
Civil Service tepartment News­
letter 

Status of women 
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CIVIL -SERVItf: IEPARD£NT .. 

-~.· . . 

Examination · Executive I ~ 

APPENDIX XX 

Civil Service Board I 

Director I 
Assistant Director I 

Classification 

Organization Chart 
June 30 9 1966 

-.. 

Chief~ Trenso & 
S~sor 

-, . • • -- : ·. • . • .,, --.. 2:/3 t~~l/s_t:iJne Supervisor 
& 

.ent 
IV 

Office Management 

l 
As Asst o ExaJ\ o Supv, 

CoS., Tech~ J.V 

Tech~ical 

pa C ,S, Techs, II 

(,nc •-­

a ~­
~ 

2 CoSo Techso I 

\l 

Generalist 

. -

- -

-

-

CoSo Techo I V 

I 
I CoSo Techo II 

/ 

Clerical· · 
·-~ .-- ··- -·-- . 

I I 

_ _ ~'fest _Checki~ Certification . 
1 Executive I -- -. l. bJC~·cuti ve I 

1 Clerk III- 1 CleJ?k II 
2 .Clerks II 1 Cl~ ·Typist I 
1 Clo Typfs_x I 2 Clerks I 
L~ Clerks I 

-· -· ,. 

I I 
Generalist ·- GenereJ.Jst 

·- C_~ o Tegt Q IV C1S-o Techo IV 

l 
CoSo Techo II 

Office Services . 

1 Executive I 
1 Dupo Macho _ 

Operator II 
1 Clerk II ; 

1 CL Typist I 
4 ·Clerks I 

I 
Generalist 

C.,So Techo IV 

I 
CoSo Techo III 

I 
Steno Pool 

1 Steno Pool 
Supervisor 

3 Clo Typists II 
2 Clo Stenoo II 

I 
Ge·neralist 

CoSo Techo III 

I 

_ Co So Techo- IV 

l 
t 

s Payroll~ 

l Executive I ve I 
II 1 Clerk III 
II -2 Clerks II 
I 3. Clerks I 

I 
Generalist 

CoSo Tech c IV 

I 
I CoSo Techo II I 



APPENDIX XXI 

Flli.ANCIAL REPORT OF 'IHE CIVIL SERVICE DE:PARTMENT 
FOR THE BIENNIUM ENDED JlNE 30, 1966 

Total Reverted to Total 
A;eEroEriations General Revenue E~ditures 

Personal Services 1964-1965 $ 338 ,315000 $ 4,645065 $ 333,669Q35 
1965-1966 352 a238o 00 _ 21152007 350 ,a085o 93_ 

Total Personal Services $ 690,553000 $ 6,797 0 72 $ 683,755028 . 

Supplies & Expenses 1964-1965 $ 30.389.00 $ 232051 $ 30,156049 
1965-1966 33 a.547 .oo 536 .08 33 a0l0o,92 

Total Supplies & Expenses $ 63,936000 $ 768059 $ 63,167041 

Totals $ 754,489000 $ 7,566 0 31 $ 746-;922 0 69 

Distribution of Iepartrrental Personal Services 
Expenditures Between Clerical and Technical Acti vi ti~s 

Estimated from Budgets for the Last Quarter of Each Fiscal Yeeµ' 

Annual Personal Services 
Number of Full- Expendi~s for Full- Per Cent Tech-
Time Employees Time Employees nical & Clerical 

on_:Pairoll Year Ended 6/30 - E2:5eenditures 

6-30~65 6-30-66 1965 .1966 1965 1966 - - - -
Clerical Staff 36 36 $124,440.00 ,·$136 ,192000 41.4 44o0 

Technical Staff 21 21 176 1448. 00 _ 173a5Q6o00 5806 56o0 

Totals 57 57 $300,888 0 00'' $309,698~00* 10000% 10000% 

* Exclusive of personal services expenditures for ·Civil Service Board members i 
part time employees, overtime c;md matching State Employees Retirement and 
Social Security funds· which are included in the· Total Expenditure figures 
aboveo 
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Fiscal 
Year 

1956=57 

1957=58 

1958=59 

1959-60 

1960=61 

1961=62 

1962=63 

1963-64 

1964=65 

1965=66 

APPENDIX XXII 

CIVIL SERVICE DEPARTMENT 
EXPENDITURES FDR A TEN-YEAR PERIOD 

Number F\.lll=Tirre CQ So ~pto Co So ~pto 
Classified EffiPloyees Expenditures EXIzrido Per Employee 

13s,449 $ 224si576o35 $ 16070 

14,387 269,646052 18074 

14 si645 269Sl933o00 18043 

14,888 299 9818019 20014 

15si492 J0lsi983014 19049 

16s,054 3279528012 20040 

16s,557 334 ,129029 20018 
.. 

17 si206 351,575016 20043 

18,052 363,825 0 84 20015 

18i806 383,096085 20037 
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