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State Personnel Beard 
State House 
Augusta, Maine 

Honorable Members: 

December 31, 1954 

Persuant to the requirement of Section 15, Chapter 38 of the revised statutes, 

the report of the Director of Personnel covering the two fiscal years immedi~ 

ately prior to the 1955 session of legislature are herewith submitted to you 

for review and transmittal to the Governor. 

INTRODUCTION 

A merit system is a comprehensive program in personnel management, designed to 

promote efficiency and economy in government through recruitment and selection 

of the best qualified workers, and the establishment of adequate working condi-

tions. 

The personnel management system has been developed not only for efficiency and 

economy in the State Government but to give service to the employer and protect 

the worker through application of the fundamental principals of a merit system 

to recruitment, selection, and working conditions. 

A Cooperative Enterprise 

A merit system is a cooperative enterprise. In order to succeed in its func

tions, it must have proper legal backgr0und through legislation and the 

establishment of administrative rules, an experienced and adequately trained 

staff with sufficient funds to operate aclequately; cooperation by operating 

officials using the service and active support of merit principals by employers, 

employees and citizens. 

Government Depends Upon its Workers 

Proper and efficient administration of state government functions depends to a 
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tnarked. d.eg1,.ee upr:m its wc;rkers. The securing ancl retaining uf these wcrkers 

is directly dependent on provis:Lo11 for; clear rl.efini tion of function, employ

ment of the most cc1mpetent available personnel and the developmeht of wq:rk~r 

morale and individual efficiency. Toward. the achievement of tJ:,.ese end.a -the 

e:fforts of the Personnel Department· i~ directed •. 

.. . 

The Merit Principle 

Basic legislative and administrative rules and regulatiuns to affectuate the 

merit :principle should incl11de :provisi0n f:1r the following: 

A Classification Plan 
A Pay ;Flan_ 
A Recruiting, Examining and Certification Progra.t11 

: An Appointment. Program 
Probationary 
Permanent 
Provisional 
Temporary 
Emergency 
Project 

A :program for Promotion, Transfer, Re-employment, Demotion, Leave of 

Absence, Resignati0n, Disch3rge anQ Disciplinary Measures. 

The right to Appeal; Exarninations, Classificati,Jn and Pay, Discharge 

and other personnel actic)ns. 

A work :performance evaluation. 

The prohibitLm .. .:;f discr:i,minatil..J!.1. -

The limitation·of political activity. 

The Maintenance of records , 
Appointment 
Leave Contrr:,l 
Payroll Certification · 
Research 

Personnel Management 

Seventeen years have been completed since the .PeJ;"sonn~l_Law was :12assed by.the_. · 

Maine Le_gislature and signpd int1..> statut_e by the then Gover.nor Louis O. Barrows •. · 

Gradual progress toward adequate perscinnel management has been made until now 

the State may :point with pride to a reasonably well roundecl and well accepted 
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program of salary adrninisttati-::m and i ... ecrui tment of well qualified employees for 

the state's civil service. 

Ac:1m.inist4~ti vc Rules 

During the, biennivrn covered. by this report, a completely revised set of adminis-
•. . 

., trati ve rules were installed with the assistance· of ··Public Administration Service. 

The·actual .effect of these rules has been carefully reviewed·a.s they effected 

· .. departmental operations and ~mpluyees with an· eye to ameridment vtherever diffi

culties were encountered. Only very minor changes were recommended. ·. ·Therefore, 

we believe that this phase of our 1Jperation has been a highly successfi.11 one and 

has met the test of use over a twc, year period. 

, Handb.ook• 

Employees have had available at all times a readily und.erstandable publication 

with inf ormatiun as to the benefits e.nd obligations of · state ·employees. This 

publication enti tlec1 11Your Career'' has proven its worth many times 3 particularly 

in the orientation of new employees. It is impossible t~.) estimate the amount of 

supervisory time saved. We are however, convinced that knowledge and understand

ing by employees of their position in the state government pays great dividends 

in employee morale and employee -- employer relationships o Equity and fairness, 

always basic principles of good personnel management, e.!il they relate to pay, : 

promotions, and other personnel transactions have been greatly strengthened and 

preserved by this und.erstandc::.ble booklet. State empl,)yment is now properly 

regarded as career service, thereby, giving the state more for its payroll dollar 

in stable well trained employees. 

Examinations 

The examinatiun program has received particular emphasis during the bienniurr.. A 

steadily increasing number of applicants has necessi tatect many more examinations 

administered in some 135 centers throughout the state. t3pecial effort has been 

concentrated en perfection of examination techniques. Oral examinati0ns, especially 



in positions where public contact is evident, have1 been utilized to a· much 

greater extent than in the past. Through statistical analysis o:f' examination 

results and a higher degree of attention to position audi~J examinations are 

now being developed, which more nearly test for the particular position in

volved. In some ~hirty Glasses where recruitment is difficult, c_ontinuous open 

examinations_l,lave been utilized to the end that provisional appointments have been 

reduged to a minimum and at the samG time many difficulties in recruiting have 

.b~e:r:1: eased. 

At my req_ue'st:, Mr. William H~ Hughes, 'Examination Supervisor, Willard· R. Harris, 

Classification Supervisor, and Willis R. Allen, Jr., Supervisor of Administrative 

Services, have prepared the following sections pertaining to their particular 

field,. and I present them herewith. 
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CIAE;.SIFICATION JUTD PAY DIVrnION 

Classificati::.:m: 

A systematic classificaticn of· ;\11 pc•f3i ti(;DS covered by the Perscnnel Law is a 

base on which other elements of the pcrs,Jnnel stru.ctu1~e can rest. It prcvidcs a 

1__:_niform terminology, simplifies and facilitates the rccrui tment, selection, trans-

fer and pr0mcticn cf emplcy\:;;es, improves departmental cirgo.nization and mnnagcrr..cnt 

and facilitates financial o..nd. budgetary cc.:ntrol. 

Th b · + tl d f t 1 b · · .,, n ~ 0 · t · 1 t 1 
• · • d · ere cing a__, 1e en o ~1e ien~1nm1 8,.)ffiG o, ,..,u pcci i::.,ns unc.er ne Juris ic ... 

tion of the Pcrscnncl Depurtment it is CSi3cntial thc,t s;_:mc lcgical grouping of 

these positions iEtc clc.sscs be scundly and eq_nitnbly mnintainccl. These: positions 

are allocated to a class on the basis ,,f suffL~icritly similar cl1.:;.tics and level uf 

responsibility sc that each 8ne may be treated on a lil~ bcsis regarding recruit-

ment: examination, prcm.Jtiun, buclcet,, and pa;/ •. In sc.me instances within classes, 

certain pcsi tions require acldi ti .mal and incre:asir..gly {~iffiC'--ll t duties with 

greater resp,:msibility necessitat::..ng dii'fi.;rcnt levels ,,.f tbe class, i .c. Clerk I, 

II, ·etc. At· the cl'.)se L,f the bicnnil1m th. . .::re were 521 classes in the plan. 

As nei efficient ur cqui table clarrnifico,tL~n plcm co.r1 remain permanent or static 

there is the nccecsi ty fer c:2ntimhY'JS ::inalyscs c•f the duties E.Gld rcspc-msibili ties 

of positions. These rcmge fr:Jm inclivici.l1al posi ticns t,J cli visic,r:tal or departmental 

reorganization. The past bi2nni1lm rcpres0nts the sec,~mc1 and third full years that 

the classification nnd. pay plcm 2s devclcped by the Public Administration Service 

has bc0n in operation. A c:.:::i.1stant ef:f ort has been made to maintain the c0nsist-

ency uf the plan on a statcwk.e bL~sj.s. This has nccecdtated the establishment 

of new classes, abrJlishing of classE.;G which nu Longer exist, o.nd the allocation 

and reallocaticm of poci tir)ns t -) classes o,lrcady establisLed. During the biennium 

there were 226 requests fur realL;cation of pusi tinns,, 1+6 new ::!lasses established, 

12 classes abolished, and rcq_:ests for l.:.h6 p,.:si tions in all catag::;ri2s to be 

allocated to classes. 

Job specifications are wri tt2n fer each classification c_;ntdning distinguishing 
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features of w,Jrk, examples of work., necessary knowledges, skills, and abilities, 

filld qualification requirements. Careful analyses of thi.;; duties and the responsi

bilities of the positions ar2 necessary not only in making proper allocations 

but also to det~rmine the necessary requirements for.the class to be incorporated 

in the specification. These specificattons are constantly reviewed and revised 

as necessary to keep the plan correct. During the biennium there were 89 either 

new or revised specifications written. 

Compensati (jn: 

The compensation plan for those positions in the classifiL c_ service is directly 

related to the classification plan end is based en the premise that equal work 

should be rewarded by equal pay, This eliminates inequitable sclaries paid to 

employees holding jc)bs which require similar training, experience, and ability 

. thus being an incentive to empluyee mcr2,lc. 

In the maintenance of the compcnsatiun ph1.n it is essential that comparative 

studies be macle so that the plan may be comparable to those established in organ

izations outsid.e th2 jurisdictL>11. A compensati(_)n plan that is not in relative 

cunformru1ce with the level •_1f uther organizations will drain off the . efficient 

employees of th~ state service, lower its standards Emd cripple its recnli tment 

program. Tr) be realistic tbc C,)rnpcnsation plan mu.st o.1S'.) consider such factors 

as supply and demand., cost of living, nbili t:r of the state to pa:v, and other 

economic factors. 

A well organized and re2,listic salc,,ry plan gives o. definite expression of the 

fiscal policy of the state with r2gc,rd t,~ empl0yment., 1m_)viclcs a guide fer the 

personnel agency in its recruitment process., enables stc,tc departments to ·trans

late their personnel needs in t..:.:rms 0f c1 . .:.1llars, and provid0s a sound mC=nns fer 

controlling salary adjustments as needs arise. 

During the biennium this divisi,Jn has made several salary f;F:trveys both for indi

vidual classes and representative classes of the plo.n as n whole. These have 
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included private businesses in Maine., public jurisdictions in New England and 

some nationwide. On the basis of this data the Pei-·sonnel Board recommended. [E1 

apprcximate 9% increase to the 96th legislature which gr::mted part of that 

amount. 

Difficulty in recruiting and retaining employees in certain classes, particularl 

sume of the professional grrn.11-rn., has forced the department to increase the salar 

ranges for these particular classes. It is hoped that when conditions warrant 

these classes can be restored, salarywise, to the internal consistancy of the 

original plan. At the close 1__Jf the biennfom 31% of all classified employees wer, 

at the top of their salary range. This leads to rnuneruus requests for upward 

revisions of these salary ranges. Under the present plan the fact that employee; 

have reached the maxim1.un of their salary range is in itself DCJt enough basis to 

warrant changing the range. 

In summation it is believed that during the past bienni1.lIIl the classificati . .Jn and 

pay plan as set up by Public Administration Service has been adhered to and that 

it is workable and realistic, Any adjustments which have been made have come 

through necessity and the plan as a wh::ile is equitable to employees and operatine 

departments alike, as well as being economical to the taxpayers of the state. 
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EYJJ:UN.!\TIONS AND RECRUITMFJNT 

The Examinations and Recruitment Divis1on was established to: 

1. provide examinaticms and recruitment service to all State depart
ments and institutions; 

2. develop and promote a pC)sitive program to attract the most able 
and best qualified. potential applicants; 

3. schedule examinatiuns, accept, and reject applications; 

I+. ccnstruct, administer, score, evaluate, and analyze examination 
material; 

5. establish eligible registers cf applicants q:mlified for State 
empLyment anc1. prumc,tion within the State• s Service. 

ImCI{UITMENT 

During the bleonium under consideration a'vigorous prut3ram of recruitment was 

developed to promute a positive means of attracting the most able and best 

qualified potential applicants for State employment. 

Di visiun staff worked. clusely with 6.e11artment heads to determine needs, with 

considerable attention being given to j_nsti tutions. Teams cumposed of de

partment heads and members cf the division visited all tlle Maine Colleges and 

University resulting in classroom career discussions un an informal basis for 

the following positions: 

Acccuntcmt I 
Architectural Aide III 
Bank Examiner I 
Biology Aide 
Casewr_,rker 
Chemist I 
Child Wc':lfare Wc;rke1~ 
Dairy Inspectur 
Engineerj_ng Aide III 
F•ield Rmminer I 
Food Inspector I 

FocJ Inspector II 
Forester I 
Geul,.·>gy Aide 
Hurticulture Inspector 
Librarian I 
Prccluce Inspector I 
Produce Inspector II 
Ps;ychulogy Assistant 
Seed Putato Inspectur 
Statistician I 

Response was goc,d and more Maine college graduates were placed on registers 

than during any other biennium, even though obligatiuns to the armed forces 

existed. 

All high schools in the State were informed of civil service recruitment 

pr1Jcedures and appurtuni ties for empl1Jyment. 
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State residence requirements were waived for many positions requiring profes

sional, semi-professional, and technical background and experience. 

To accomplish the accelerated pr,,)gram, the Di vision utilized all proven recruit

ment media available, as well as continuous recruitment techniques due to a 

substantial and. continuing need for employees. 

Recruitment bulletins applicable were forwarded tci: 

American Legi(Jn 
Business Colleges 
CHy C:J..erks 
College Regisira~s 
Department, Heads 
Health and Welfare Department 
Institution Heads 
Kiwanis 
Lions . 

·Newspapers 
P•.:.,st Offices 
Principals., High Schools and 

Academies 
Radio and TV Statiuns 
Rotary 
Superintend.ent of Schools 
Town Clerks 

Maine Employment Sccur·ity Curr.mission 

It was found that we were attracting a lj_mitecl number of applicants qualified 

and interested in State empl6:lment. 

A small amount of funds were made availab~e f (,r paid newspaper advertisements. 

Classified displays were placed in daily newspapers immediately following ·the 

close of announcements which had netted negative results. Results frum paid 

newspaper advertising were· gratifyir1g; · anc: in· all cases qualified applicants 

were recruited, showing again that the best recruitment media utilized is. the 

newspaper, and has ofter resulted in the c:hly means of recruiting qualified 

applicants on a state-wide basis. 

Television, m.wcessfully utilized by other states., and. by federal authorities, 

is a potential recruitment media to Maine and sh0uld be utilized. 

Fairs throughout the State will be visited during the summer and fall of 1954. 

Booth space in exhibition halls have been requested..· Members af the examina

tions and recruitment staff will afford the patrons .of fai;rs an apportunity to· 

gain a better insight into their State Civil Service and of employment oppor

tuni tics in State departments and insti t11tions. In. that funds were not made 
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available, it was necessary to devise a special home-made kit that could be 

transported from fair to fair. The kit will contain posters, sample tests, 

pictures of employees at work, examination announcements and a pamphlet on 

"Your Career.'' It is anticipated that booths at the fair will prove t? be an 

excellent recruitment instrument. 

Professional organizations, approved technical schools, colleges and univer

sities with professionally approved curricula have been contacted for recruit

ing purposes in the fields of occupational therapy, nursing; library science, 

medical technology, psychology, home economics, dietetics, social work. Bul

letins were sent to these and publicity was requested, which resulted in a fai: 

number of applicants for these hard to fill positions. 

A considerable number of individuals seeking State employment request inter

views. This service, though limited_, has been performed. The services should 

be extended to itinerant parts of the Ste,te as a positive recruitment policy. 

Should funds and personnel be made available., this service could become an 

inte~ated recruitment function to the State of Maine incorporating counselin1 

techniques whereby the State may utilize more fully available talents. ·. 

Recruitment results bear out the fact that we are no longer in competition 

with just New England States, we are competing for trained personnel with 

states and organizaticns out of New England. Competition among the forty-eith· 

states, the federal government, and ·private· industry for qualified applicants 

is keen. Recruitment results have shown that few qualified applicants are 

obtained from out-cf-state. This in effect is a serious problem in that Maine 

does not offer academic undergraduate and graduate facilities to educate 

applicants for many existing professicnal, semi-prQfessional and technical 

positions in the State's serviceo Those who leave the State of Maine for 

specialized undergraduate and graduate training, not available in Maine, seem 

reluctant to return. Waiving resident requirements attractea. few qualified 

applicants from out-of-state colleges, universities, technical and medical 

associations. -13-



During the biennium it was found that conventiaonal re_crui tment periods did not 

meet the needs of departments and instit1J.tions. In.view of this more than one 

tenth of the classified positions have been announced _on a continuous recruit-

ment basis •. 

Recruitment to fill vacancies occurring in beginning grade positions requiring 

employees to provide -their own transportation b_e~ame increasingly -difficult. 

Considerable interest was shown _at the various_coll~ges and universities dur

ing career_discussions, and good registers were established. m~wever, further 

. d_iscussion revealed rel:uctance -to accep:t employment_ when stud.ents actually 

figured a person~l budget to include a vehicle. 

EXAMINATIONS 

Accelerated recruitment necessitated a more comprehensive: exa!llip.atior+ program 

_ requiring gre.p,ter emphasis on examination constru,?tion, stati-sti.cal research 

a_nd analysis. The establishment of, permanent exam~naticn centers. was accom

plished·, and extended from Carib01.1 sout:h to Sunfo_rd., a:qd R\unf(;)rd e;ast to Calais; 

and was instrumental in obtaining more qualified: employees on_a -sta:te·_-wide basis. 

Examinations were further conduc-ted in nineteen stat~s and_ territories. 

The following chart reflects in a small part the fi:n..al work accomp_lished on a 

·fiscal year basis. Test construction, re.s(i=archJ analysis,.- and: :r_ecrui t~ent pro

ce~ures necessary to estabiish eligtble recisters of qualified employees under 

civil service processes are not shown. 

Fiscal Year. Nu..-rn.ber of 
j! 

Number uf Number of I Number of 
I Examinations Applicants Examinatton I Monitors and Oral i 1I 

I June I July'. Conducted 

I 
Cente:rs B.-ard Members 

*1947 I 191+8 ! 43 1395. 4 I 10 

19481 1911-9 \ 
I' I 

78 ' i' 

I 

I 
2599 

l 
15. I 31 

1949 
I 

1950 88 3354 2i.J. 36 l 
i 

1950 1951 34 1032 ll+ 20 

1951 1952 69 2787 19 33 

1952 1953 321 5691 70 I 130 
I I 

L~953 19541 447 6733 ' 135 I 212 
pteriiber 

j_ __ -1 -
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During the biennium, seventeen(17) non-competitive promotional examinations were 

conducted due to reclassification resulting from a gradual change in duties. 

Many .. of tl+e app:1.icants _during qie_pnJwn. apl')lie.d fqr positions requiring limited 

know.ledges, skills and abilities rather than for positions requiring :specific 

administrative, techriical ·and profe··ssional experience and training. Although 

State Service has need of employees with specific and specialized edupation and 
! 

training, economic changes have not made available large numbers of qualified 

empl:oyees. 

Oral examinations were used more extensively as a supplement to the written 

examination to determine general fitness of personality attributes, especially 

for positions where duties were administrative,. supervisory or entailed public 

contact •. Department heads indicated that they were pleasecl 'with the use of 

the oral.board as a scre~ning and selective device. 

The following chart reflects the use of the oral board examination. 

~~----.-~ 
I 

Fiscal Year I 
Ju11e I July I 

I 
I I '* 1947 t 1948 

1948 19!~9 

1949 1950 

1950 1951 

1951 1952 

1952 1953 

1953 1954 

!*September 

Number of Oral Examinations Conducted 

-15-
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4 

6 

3 

5 

18 
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Examination services were again offered to all high schools in the State. 

Fellowing is a chart showing participation. 

! Number of ' NUlllber of Students Examined ' Year Schools i \ Particj_pating Steno. Typist Clerk 

\ 

I 

I 

' 452 1949 67 

I 
460 91 l 1953 66 377 407 85 

l f 
f 

1951+ 94 503 699 119 I 

' 
Stenographic transcription tests are constructed to measure ability to take 

and transcribe dictation. In 1952 a series of objective type examinations were 

constructed to rep] ace the high school transcrip-::.ion test and used in the spring 

of 1953 and 1954. Correlation between transcription tests and the objective 

tests were significantly high indicatj_ng that they can be successfully used to 

measure stenographic ability, and resulted in the establishment of eligible 

registers with less delay and lower cost. 

Transcription tests will continue to be utilized for those positions beyond 

Clerk Stenographic I level. 

During the biennium, stenographers and typists have been ~llowed to use their 

old performance test scores for a period of three years •. This. has resulted in 

the issuance of Certificates of Proficiency. 

Continuous examinations, on a monthly basis, for all clerical I and II grades 

met State immediate needs for all but several geographical areas. 

General clerical lay-offs by industrial organizations from January to June 1954 

made available clerk typists and stenographers; huwever, examination results 

indicated that industry laid off many of their least desirable in that few 

qualified by examination for State employment. 
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Statistical Research and Analysis 

The foundation of good examination wor~ in public personnel testing is a contin 

ing program of statistical analysis. The approach of the personnel examiner to 

test construction is in terms of knowledges, skills, and information pertinent 

to satisfactory performance on the job. However, the assumption that judgments 

as to suitability and relevancy of test material have been correct must answer 

to the empirical validation of results. 

The application of tests of experience to an examination is to determine that ti 

examination is reliable, or has internal consistency, A reliability coefficieni 

may be obtained from the test by use of either the split-half or odds versus 

evens method. To obtain a reliability coefficient from an examination of 120 ii 

taken by 130 people would require approximately 6 - 8 hours. An analysis of at 

in relation to the population which is examined, with especial reference to minj 

mum qualifications established for the class and the types of experience and thE 

educational attainments of the applicants, provides useful clues as to dependa

bility, relevancy, and applicability of examination material. 

A study which is being carried on at the present time is an indication of the 

value of statistical research in terms of economy of materials, labor, and admir 

istration. In the spring of 1953, in conjunction with the clerical, typing, and 

stenographic tests annually given in Maine high schools, a clerical written test 

of 60 items was constructed. Normally, a test of about 120 or more items is 

considered necessary in order to more thoroughly sample pertinent skills and 

knowledges, There were practical difficulties involved in the administration of 

the longer examination, however, in that the necessary two or more hours requirE 

to take it would interfere seriously with the high school period system of 50 

minutes and would handicap administrators, teachers, and pupils in cooperating w 

this state-wide program. The 60-item test, lasting one school period seemed arr 

feasible instrument if it could be certain that the test would not suffer too 

greatly by diminishing its length. The 60-item test, given in the spring of 195 

involved some 600 papers. This test yielded a reliability coefficient of /.62. 
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Also, all entry level clerical examinatfons--<fm:- the .. pa.&t .:five· years, 8 - 10., were 

similarly sfudi"ed and Pearson r '~ obtained. ' These bf COllI'Se varied with the 

length 'of the particular test, out·a1i ·showing good reiiability :indices • 

. : :.-

A .. :-60-i tern ~t<=st. was ~g~~ll con?,tru~ted ror the, ~:t?i?g· 1~5,4 _pigh _s~~~~l pl:'ogram in 

-:which:_7;83 stl1de:pts partic;i.pat<$.d._ Only mat~~ial of demonstrated validity was 
~ . ' • . ·.,: :,', ·:. ·.. . '· ... ·• ·"· ·. .:·~ - ',:.·· ~ _: ·, •. (. . .~ ... · .. t-

utilized. Statistical analysis of the. data establishe~ a Pearson Product Moment 
" , ., ·. ' • , .. , . . I . .: . • :.. • ·, ~ : - , .t· , : • ,. .. , .. ·. . ' . .·· ~ 

reliability coefficient of /.95. Correlation of the integre..l parts of the exami-

nations were correspondingly high. Intercorrelaticn·of ·the fields covered in the 

~xaimriation were significaritly.high; to'the'extent' of establishing a-'d.esired low 

correlation ·between the ~erbal and quanti td.i ve i terns. 

Statist_ical studies were conducted t0. det.~rmine w:hat relatipnship_ or correlation 

.. exis-ts. between written_: examination 9cores and job performance ra,.~ii:igs: made out by 

.. 9-~p¥,t?J-ent heads. on employees at. the_ end of their probati,}?ary ~erio~. Three 

clas.ses, of. St,ate:_ errwloyees .. were utilized; a fis.cc;1~ grcup (A). included_. accountants., 

examiners and similar positions; a prcfes.siunal, semi-professional and technical 
.. -.- • r • ., • • • • •• ' • ' ; , •• 

group (B) included social service., public health and technical positions; and the 

·clerical. "group ( C) ~ Results' of thk. s"tudy. incfrcated the :fo"ll6wing relationships: 

' . . 
In that a relationship· ·or 1.0 is a 

perfect ccrrel~tion and ;f 'or better'· is considered to ''be sigh1:fic'ant~ ·. our findings 

. wer'e niust gratifying and indicated department' head .. s ~e,hd appoi:htini authorities are 

obtaining employees from eligible register1s who meet \he ·needs of th~ State Is 

service. 

It: is generally agreeq. that co.rr~la_t;io:q. Qf' a test w;i. t~ an ind_ependen1:,
1 
criterion 

i,s ~_ighly _des~raol~ but a~s_o extrem~ly difficult. Rese.arqh .thu~. far indicates 

that effort alo~g thes~ lines is desirablE:. anq. necessary. ~t r:_emains. a problem 
!,"' '. , .I, . .,•,,. • , , , 

in research .to develop .. some means o;f follow-:--.ip and verification.s of our selection 
' • I : : : • • • : - : , # , . • . ' • r ' \, ' ·., , ' .' • • ~ 

processes. Such efforts would g,ppear to have some promise of revealing ways and 
• ' • ' ' ~ ' . • ., ; • I • 

means .of improvin_g our s~lection .me~hods. Constde:r~~_ion is being_ gi\:en at this 

time to the development of ways and meaI1s by which. jcb performance _can be reported 
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and evaluated in terms of relationships to other criteria such as education, 

personality attributes, oral board ratings in more workable and usable forms than 

exists at present. 

Statistical ariaiysis of the typing and stenographic performance examinations were 

conducted to further determine the effectiveness of.the examining program. Typin 

tests.showed a remarkable degree of accuracy both at the entrance level and for 

those experienced workers, with speed standards maintained well up to· the·needs c 

the average office. The average t;y:ping speed was apprr;)ximately 50 words a minut 

More than 50% of the beginning grade typists completed the examination with '.no._ 

errors, indicating good employee rnaterial at the entrance level. Development in 

capacity to assume greater responsibility remains a supervisory and inservice 

training problem. 

The stenographic tests produced similar results with both entrance level and ex

perienced· workers maintaining speed and acc1.1racy standards necessary for the avera, 

office. Entrance level employees showed slightly higher speed than the experienc 

worker. Beth the stenographic performance test and the written test showed'a hig 

percentage of ·failures due to careless use ·or English,including grannnar and spel 

ing. 

Given a relatively proficient stenographer at the entrance level, the val1:1e of th 

employee increases as he bec_omes familiar with the material and routine of the 

office. Selection, consequently, resolves itself into establishing elig.ible 

registers of potentially good employees and eliminating those whose scores ·do not 

indicate ability to grow under cumpetent supervision and training. 

Physical and Med:tcal Stand.8.rds 

Physical and medical standards are highly desirable as a means· of accepting; 

rejecting, and conditionally accepting em:p,loyees fer classified positions. · The· 

lack of such standards results in ~n increas.ing number of leaves of absence, 

mortality and sick risks. The distinctiun between rr+ediqal· and physicalbeing tha· 
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the former relates to organic· and health traits, the latter to agility and ability 

to use physical ·equipment, withstand unusual strains and demonstrate unusual 

strength. It has been highly recommended in our Biennium Reports of 1948 ahd 

1950, that the State of Maine should institute a comprehensive physical an~ 

medical examination program. The comprehensive phy_sical and medical examination 

and tests should be conducted prior to appointment, upon certification and 

acceptance. If time does not permit, the examination should be conducted prior 

to permanent appointment. 

The physical examinations could be conducted bya professional-staff- of State 

employees so designatedo• If this -is not feasible; by an established- board. -

Thirdly, by the carididate's own physician. 

Positions in the Maine State's classified service could be separated into medical 

groups for physical examiriation purposes such· as: 

I. Posi tfons requiring rigid spe'.cializ'ed physical standards of a 
specialized nature, e.g. Li~e Guara~ 

II. Positions involving an appreciable amount of physical exertion or 
exposur·e to physical strain, e.g,,, nurse, highway·workers, engineers, 
foresters, sea and shore custodian3, trades, carpenters, electricians, 
public healtn ni:.Tr'des' right: df way agents; welfar·e workers and 'liquor 
store clerks. 

III. Positions predominantly office in nature and involving no exposure to 
physical strain in the ccurse of normal operation, eog., account 
clerks, managerial positions, offj_ce engineers. 

IV. Positions which can be competently-and adequately filled by partially 
disabled or industrially handicapped individuals. 

Some Departments have requested that physical examination requirements be placed 

on examination announcements. 

Empl?yment Records and Educational Transcripts 

Previous biennium reports indicated a need for investigating employment anded

ucational claims submitted by applicants interested in State employment. During 

the biennium a limited investigative ~rogram was initiated. The results indicated 

that investigative processes should be an integral part of any civil service 
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examination program. 

Investigation of employment and educational claims is an examination function, 

the responsibility of which should not be passed along to department heads 

burdened-with.administrative and operational problems. 

Oral Examination Boards and Consultants 

We wish to pub~icly acknowledge our gratitl1de to the below named persons who 

have contributed generously of their time and professional- skills in our examin 

ations program. Support,of men and women of this caliber shoy7s faith in the 

civil service precept of appointments and promotions_according to merit and 

fitness. 

Earl L. Bartlett 
Division Engineer 
State Highway Commission 

Fred M. Berry 
State Auditor 

William H. Bradford · 
Right of Way Engineer 
State Highway Commission 

Richard E. Brann 
Business Manager 
ME;.ine Employment Security Comm. 

Chester G. Bridge 
Bridge Construction Corporati0n 

Celia L. Carpenter 
Regional Representative 
State Merit System Gervice 

Honorable Paul L. Crabtree 
Representative 
Island Falls, Maine 

Davilla Croteau 
Director of Personnel and Safety 
Bates Manufacturing Company 

Vaughan Daggett 
Assistant Chief Engineer 
State Highway Commission 

James Davidsen 
Assistant Supervisor 
Hazzard Shoe Cumpany 
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Benton D8mers, Deputy Director 
Division of.Employment Security 
Concord, New Hampshire 

Earl T. Doucet~e 
Maine Development CorrIDlission 

John Q. Douglass 
Director of Social Welfare 
State of Maine 

c.· Newell Dyke 
Municipal Auditcr 
Audit Department 

Mrs. Josephine Feeney 
Bangor, Maine 

Lindo Ferrini 
Assistant Director 
Sweetser Children's Home - Saco 

Leigh Gardiner 
Farm Supervisor 
Department of Institutional Servict 

Creighton E •. Gatchell, Manager 
Radio Station WGAN 
Portland, Mo.ine 

Norman u. Greenlaw, 
C<Jll'llilis sicmer 
Department of Institutional ServicE 

Honorable J ,h..YI F. Hans on 
Senator 
Machias, Maine 



Oral Examination Boards and Consultants (cont'd) 

Winslow T. Harris 
Chief Engineer 
Muine General Hospital, Portland 

Matthew E. Highlands, Ph.D. 
Agricultural Experiment Station 
University of Maine 

Rothe Hilg~r, Director 
Child and Family Services 
Portland, Maine 

Frank S. Huy, Manager 
Radio Station WLAM 
Lewiston, Maine 

Merton R. Johnson, Deputy 
State Reformatory for Men 

Willj_am T. Johnson 
Hallowell, Maine 

Chastine D. Keliey 
Superintendent 
State Reformatory for Women 

Mrs. Hazel Co Lord 
Portland, Maine 

James L. MacLeod 
Public Works Director 
Bangor, Maine 

Col. Francis J. McCabe 
Chief 
Maine State Police Department 

Frank· W. McDonald 
Superintendent 
Highmoor Farm, Monmouth 

Edward L. McMonagle 
Executive Achninistrat0r 
Education-Department 

Raymond C • Mudge 
Commissioner of Finance 
State of Maine · ' 

Mrs. Mildred·Myhrman 
Lewiston, Maine 

Erlon L. Newdi~k, Chief 
Division of Plant Industry 
State uf Maine 

Albert S. Ncyes, Deputy Commissioner 
State Banking Department 
State of Maine 

Lawrence A. Peakes 
Superint_end~nt of Schools 
Rumford, Maine 

Perci-iral C. Pierpont 
Deputy Warden 
Maine State Prison 

Maurice G. Pressey 
Assistant Cnntroller 
State of Maine 

Wallace A. Price, Purchasing Agent 
Central Maine P. -wcr Company 
Augusta, Maine 

Professcr J~hn Romanyshyn 
University ,:if Maine 
Orone, Maj_nc 

Herbert R:.se, Superintendent 
Burnham & Morrill Ccmpany 
P _rt land, Maine 

Ralph Sawyer 
'Traffic Engineer 
State Highway c ... mrrnission 

Mark R. Shibles, Dean 
School Gf Ecluc2,tiun 
Unive:csity 0f Maine 

DJctr:)r Margaret Simpsun 
Director of Mental Health 
State of Ma:Lne · 

John T. Singer, Director 
82-les Tax Division 
State of Main0 

David B. Sc.11.le 
Assistant Attorney General 
Bureau CJf Tc:.,;x:o.,tion 

Philip A. Stinchfield, Chief 
A(tvisement ane.1 Guidance Division 
Tocus, :M..aine 



Ornl ExamiEatinn n~~nrds and Ccnsultants ( ccmt 'd) 

Hc:rmon D. St,wer 
Business Administrator 
:Maine State Liq_uor Commission 

Marion B. Stubbs 
H;2ad Librarian 
Sto,te Library 

Walter F. Ulmer 
BusineGS Manuaccr 
Banger State H8spital 

Robert M. Vickery 
Division Engineer 
State Hiehway Cummission - Waterville 

Pr ~Sesser Harry D. Watson,, Head 
Department r)f Mechanical Engineering 
University of Mrdne 

CONCLUSIONS 

Albert M. Welch, Captain 
Maine State Prison 

Brynn o. Whitney 
Division E.1gine er 
Dl:partmcnt of Public Works - Pc...,rtlanci 

Edward A. Whitney 
Manchc;ster, Maine 

Charles Whitten 
BrL18e l!i)1c;inccr 
Stat0 Hic;hway Ccmmission 

G. S(_;th Willfoms, Engineer 
Fells Company 
P0rtlan~;, I-~ine 

Results have proven that paid newspaper, racio and TV n.dvertiscmcnts shculd be a 

continuing cc:st to recruitment and must be utilize6 by the State cf Maine as by 

private enterprise. 

The state-wide examining pr~~·grDJ11 has cffcrcd limited employment opportunities to 

o.11 state citizens, and tc thuse •_jut ,)f state. Req_ucsts from department heads 

demand a continuance and cxpansi:Jn :::::f the state-wide exL:mining prc,gram. Written 

exnminations conducted on such a basis irrv,,Jlv2 expendi turcs of monies f0r postal, 

monitur and janitor expenses. 

Oral Beard examim:i,tLms have prsvcn valPaole in br22ching a gap in the selection 

program. Department heads sre req1.wsting that m,:Te oral c}:ominations be cunduct-

ec.1 in urder to examine prospccti ve employees, t,.:., see whci,t they look like., what 

they are and how they react to given si tuaticns., In ,;rdcr t:: establish acceptable 

eligible registers travel is necessary, and expenses by members of the oral b0ard 

must be c8nsidered. 

An investieative prugrnm., wh2reby applicants are ft:rt:Lcr precessed, is nec1.;ssary, 

The increasing scope of the written exc.mination pr0gr,:..1m, as well as the fact that 
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ex~mination material already constructed is limited in use, necessitates contin

ual construction of new examination material ancl a continuing program of statis

tical analysis. Both the constructic,n of new material and statistical analysis 

requires the skill of trained .examination technicians. Requests by department 

heads for examination services have been significantly restricted by a limited 

number of technical and clerical staff. In many cases inability to render 

requested services has resulted. in provisional appointments to the State•' s 

Service. 

More than one tenth of the classified service presently requires continuous 

examination and recruitment. In order to pruvide the services requested and 

legislated., an increase in tecl,..nical and clerical staff and operational funds is 

necessary for efficient and ecunc,mical State· operation. 



ADMINISTRATIVE DIV:SION 

This division includes the programs of the Certification, Authorization and 

Records sections. A brief summarization of the activities during the past 

biennium, are being presented. 

Certification: 

It is the responsibility of this section to process requests from appointing 

authorities, to fill vacant positions and to ascertain that all vacancies are 

filled from eligible registers, whenever possible, and in strict accordance with 

current Personnel Rules and Regulations. 

During the period from July 1, 1952, through June 30, 1953, a total of 3l~2 

certifications were made. During the fcllcwing period from July 1, 1953, througt 

June 30, 1954, a total of 31+7 certifications were made. 

Authorization: 

It is the responsibility of this section to authorize such personnel transactions 

as original appointments; promotions; demotions, transfers; reemployments; 

extended employments; changes of maintenance; changes of working hours; changes 

in position and employee status; resignations; leaves of absence; payment of 

overtime, etc. 

During the period from July 1, 1952, through June 30, 1953, a total of l~481 

authorizations were made. During the following period from July 1, 1953, through 

June 30, 195l~, a total of 3584 authorizations were made. 

Records: 

It is the responsibility of this section to keep individual roster cards on all 

employee~ working in the various State departments and to post any and all person• 

nel action changes to said roster cards. 

During the past biennium major improvements were made in the various processes 

performed i.n each of the above mentioned sections. Work flow has been speeded up 

and various work simplificatiun processes have been established. 
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CONCLUSION 

Two basic and fundamental purposes guide the 0~eration of the Personnel Depart~ 

-ment: (1) Competative recruiting of qualified state employees and (2) the 

establishment of pay schedules which reflect equity and fairness. To what exteri 

we have achieved these objectives is reflected in the foregoing pages. 

The Personnel Department exists as a service agency for the purpose of securing 

the best employees available, for maintaining personnel management procedures 

that result in efficient government, harmonious relationships and high moral, 

and for constantly revaluating present activities with the objective of main

taining the best possible program of benefit to the public, the employee and 

the department. 

The Personnel Department cannot be effective by itself. It must exist as an 

integral part of efficient personnel management in the departments and agencies 

it serves. It must be responsible for a high degree of efficiency in the fields 

of position evaluation, recruitment for examinations and certification of eligi

ble applicants, consultation on personnel practices and techniques and handling 

of appeals from personnel actions. The operating department must be concerned 

with proper selection and orientation of new employees, development of employee 

knowledge and skills, anticipation, prevention, and prompt settlement of employe 

grievances and above all provide supervision which will treat employee problems 

with fairness and sound judgement. 

From studies conducted periodically throughout the biennium, the Department has 

recommended salary adjustments which more nearly reflect the current wages paid 

in industry and other public jurisdictions with which the state has to compete 

for employees. 

The job of attracting and obtaining qualified applicants for state positions is 

a continuous challenge and directly effects every other phase of government. 

Good, efficient government will always depend upon the employees who constitute 
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it. Therefore, s~rong e~hads ·m{1st-be placed· np_on reaching as many recruiting 

sources as possible in order' to secure- the· bes-t ~r9rkers t:1yailable • 

. ·'. • .. 

·, .. ,· 

·' i.: 
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