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December 31, 195k

State Personnel Bcard

State House

Augusta, Maine

Honorable Members:

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 econcmy 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 background through legislation and the
establishment of administrative rules, an experienced and adequately trained
staff with sufficient funds to operate adequately; cooperation by operating
officlals 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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marked degree upon its workers. The securing and retaining of these werkers
is directly dependent on provision for; clear definition of function, employ;
ment of the most competent available persconnel and the development of worker
morale and individual efficiency. Toward the achievement of these ends-the

efforts of the Personnel Department: is directed..

The Merlt Prin01ple‘

Basic leglslatlve and aiminlstratlve rules and regulatluns to affectuate the
merit principle should include prov151un fmr the iollow1ng:

A Classification Plan
A Pay Plan
A Recru1t3ng, Examlnlng and Ce tlflcatlon Prugram
- An Appointment. Program. :
Probationary
Permanent
Provisional
Temporary
Fmergency
Project

A program for Promotion, Transfer, Re~umployment, Demot¢on,'Leavé ofv
Absence, Reolﬁnatlnn, Dloch%rge and DlSClpllndry Mbasures.
;The rlgnt to Appeal Examlnatlons, Cla551f1catlon and Pay, Discharge
and cther personnel actlonu. | o :
A work performance evaluaticn.
. The prohibition of discrimination.-
The limitation of politiecal activity.
The Maintenance of records
Appointment
. Ieave Control

Payroll Curt»ficatlun
Research -

Personnel Management

Seventeen years have been completed since the Personnel Law was passed by-.the .
Maine Legislature and signed intc statute by the then Governor Louis 0. Barrows..
Gradual progress toward adequate perscnnel management has been made until now

the State may point with pride to a reaéohably well rounded and well accepted
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program of salary edministration ahd recruitment of well qualified employees for

, the state's civil service.

" Administrative Rules

During the biennivm covered by this feport; a céﬁplétely revised set of adminis-
trative rules were installedlﬁifh\theVASSistaﬁce'Ef‘Public”A&miﬁistration Service,
The-actual effect of these:rulés has beehHEérefully reviéwed as they effected
'~‘departmentalvoperations andlgmpluyees with an eye to amendément wherever diffi-
culties were encountered.l Oﬁly very minor changés weré féd0mmended;=fTherefore,
we believe that this phase of ocur operation has been a highly successful one and

has met the test of use over a twe year period.

- Handbook- ‘

Employees have had available at all timés a readily dndefStandable*publication
with information as to the benefité énd‘obligatiohs‘ofVState'émployees. This
publication entitled "Your Career' has proven its worth many times, particularly
in the orientation of new employees. It is impossible to estimate the amount of
supervisory time saved., We are however, convinced that knowledge and understend-
ing by employees of their pcsition in the state government pays great dividends
in employee morele and emplcyee -- employer relaticnships. Equity and fairness,
always basic principles of good perscnnel management, as they relate to pay, .
premotions, and other personnel transactions have been greatly strengthened and
preserved by this understandeble booklet. State employment is now properly
regarded as career service, therety, giving the state more for its payroll dollar

in stable well trained employees.

Examinations

The examination program hes received particular emphasis during the biennium. A
steadily increasing number of appllcants has necessitated many more examinaticns
administered in scme 135 centers throughout the state. Special effort has been
concentrated cn perfection of examination techniques. Oral examinaticns, especially
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in positions where pﬁblic contact is évident,‘ﬁaVé‘Beén]utilized to a much

greater extent than in the past. Through statistical analysis of examination
results and a higher degree of attention to position audit, examinations are

. Now beigg‘developed,ywh;ch more nearly test for thg pa;tigﬁiar pésition'in;
volved. hIn‘ste phirty classes“ﬁhere recruitment is'difficuit, qéﬁtié@gus'open
examinationslhavelbegn utilized to the end that pfévisionél éppointments;have been

reduced to a minimum and at the same time many difficulties in recruiting have

. -been eased.

At my request, Mr. William H. Hughes, Examination Supervisor; Willard R. Harris,
Classification Supervisor, and Willis H. 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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CLASSIFICATTON AND PAY DIVISION

Classificaticn:

A systematic classificatién of 811 pesiticns covered by the Perscnnel Law is a
base on which other elementé of the personnel structure can rest. It provides a
uniform terminology, simplifiés and facilitates the recruitment, selection, trans-

fer and prometion of employees, improves departmental organization and management

and facilitates financial and budgetary control.

There being at the ¢nd of the biennium somé 6,000 peoitions under the jurisdic-
tion of the Perscnnel Department it is essential thot some logical grouping of
these positions inte classes be scundly and eguitably maintained., Thesc positions
are allocafed tc o class on the basis of sufficicntly similar dutics and_léfél‘of
responsibility sc that each one may be treated on a like besis regarding recruit-
ment, examination, prcm;tion, budget, and pay. . In scme instances within cléésés,
cerfain positions reguire additional and inercasingly difficult duties with
greater responeibility necessitating different levels of the cLass, L. Clérﬁ I

IT, etc. At the close of the bicnnium there were 521 clossces 1n the plan.,

As no‘efficiént or e@uitable classificaticn plan can remain permanent or stat;c
there 1s the neccegsity fer conbinuous crnalyses of the duties and r03ponsibili£ies
of positions. Thesc range from individuval positicns to divisicnal or debartmental
reorganizatién. The past bicnninm represents the second and third full years that
the classification and pay plen as developed by the Public Administration Service
has been in opération.' A ¢hnstant effort has been made to maintain the consist-
ency of the plan on a statewicde basls. This has necessita‘gd the establishment

of new classes, abolishing of classes which no longer exist, and the allocation
and reallocation of positicns to classes alféady egtablisied. During the biennium
there were 226 requests for reallogation of positions, 46 new classes established,
12 classes abolished, and reqiests for Mhé.pusitions inkall cdtagarias to be
allocated to classes,

- Job specifications are written for ecach classification cunteining distinguishing
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features of work, examples of work, necessary knowledges, skills, and abilities,
and qualification requirements. Careful aznalyses of the duties and the respcnsi-
bilities of the positions are necessary not only in meking proper allocations

but alsc to determine the necessary requirements for the class to be incorporated
in the specificatiocn. These specifications are constantly reyiewed and revised
as necessary to keep.the plen correct., During the biennium there were 89 either

new or revised specifications written.

Compensation:

The compensation plan for those positions in the classificd service is directly
related to the classification plan and is based c¢n the premise that equal work

" should be rewarded by equal pay. This eliminates inequitable salaries paid to

employces holding jobs which require similar training, experience, and ability

- thus being an incentive to employee mcrale.

In the maintenance of the compcnsation plan it is essential that comparativeb
vstudies be\made so that the plan may be comparable to those establisﬁéd in orgdn—
izatiohs outside the Jjurisdiction., A compensation plan that is nét in rélative'
cenformance with the level .f other organizations will drain off the efficient
employees of the state service, lower its standards and cripple its recrultment
program. To be realistic the compensation plan must also consider such factors
as supply and demend, cost of living, obility of the state to pay and other

econcomic factors.,

FA well crganized and reclistic salary plan gives a défimite expression of the
fiscal policyvof the stdte with‘regérd‘to'eﬁpiuyment, pruvides a guide fér the
perscnnel agency in‘its récruiﬁment‘pfuccsé, énables state deparfmeﬁts fo ffaﬁs-
latce their bersonnéi needs invturms of dullars, andvﬁrovidcs a sound means for

controlling salary adjustments as needs arisc.

During the biennium this division has made several salary surveys both for indi-

vidual classes and representative classcs of the plan as a whole. These have
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included private businesses in Maine, public Jjurisdictions in New England and
some nationwide. On the basis of this data the Personnel Board reccommended an
approximate 9% increase to the 96th legislature which granted part of that
amcunt.

Difficulty in recruiting and retaining emplcyees in certain classes, particularl
some of the professional groups, 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, saiarywise, to the internal consistancy of the
original plan. At the close of the biennium 31% of all classified employees wer
at the top of their salary range. This leads to numerous requests for upward
revisions of these salary ranges. Under the present plan the fact that employee:
have reached the maximum of their salary range is in itself not enough basis to

warrant changing the range.

In summation it is believed that during the past biennium the classification 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 whole is equitable to employees and operating

departments alike, as well as being economical to the taxpayers of the state,
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EXAMINATIONS AND RECRUITMENT

The Examinations and Recruitment Division was established to:

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

2. develop and promote a positive program to attract the most able
and best gualified potential applicants;

3. schedule examinations, accept, and reject applications;

t,  ccnstruct, administer, score, evaluate, and analyze examination
material;

5. cstablish eligible registers of applicants qualified for State
employnent and pruaction within the State's Service,

2 s o o

During the blennium under consideration a vigorous program of recruitment was
developed to promote a positive means of attracting the most able and best

qualified potential applicants for State employment.

Division staff worked closely with department heads to determine needs, with
considerable attention being given to institutions. Teams composed of de-

partment heads and members of the division visited all the Maine Cclleges and
University resulting in classrocm career discussions on an informal basis for

the following positions:

Acccuntant T Food Inspector II
Architectural Aide ITI Forester I

Bank Examiner I Geulngy Adde

Biology Aide Herticulture Inspector
Casew.rker Librarian I

Chemist I Preduce Inspector I
Child Welfare Worker Pruduce Inspector IX
Dairy Iuspector Psychology Assistant
Engineering Aide IIT Seed Potato Inspector
Field Exgeminer I Statistician I

Food Inspector I
Response was gocd and more Maine college graduates were placed on registers
than during any other biennium, even though cobligaticns to the armed forces

existed.

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

procedures and apportunities for employment,
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State residence requirements were waived for many positions requiring profes-

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

To accomplish the accelerated program, the Divisicn utilized all proven recruit-
ment media available, as well as continuous recruitment techniques due to a

substantial and cohtinuing need for employees.,

Recruitment bulletins applicable were forwarded to:

American Legion - Newspapers
Business Colleges ’ ‘Pust Offices
City Clerks , Principals, High Schools and
College Registravs Acadenmies
- Department Heads Radic and TV Stations
Health and Welfare Depaxtmcnt - Rotary
Institution Heads Supellntenaent of Schools
Kiwanis : } , Town Clerks
Lions ' R B

Maine Eﬁployment Security Cormission

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

and 1nterested in State empltymont.

A small amount of funds were madc avallaole fer pal& newunaper advertiscmernts,
Classxfled displays were placed in daily newspapers meuulately follow1ng the
close of announcements which had netted negative results. Results from paid
newspaper adVéftiéingiﬁére'gratifyihg;‘and in all cases gualified applicants
were recruited;'éhOWing agaiﬁ that the best recruitment media utilized is the
newspapef, and has ofter resulted in the cnly means of recruiting qualified

applicants on a state-wide basis.

Television, successfully utiliied by other states«and'by federal authorities,

a potential reérﬁitment'media to Maine and should be utilized.

Fairs throughout‘the Sta£¢ will be visited during the summer and fall of 195k,
Booth space in éxﬁibition halls have been requested.: MEmbérs‘oflthe'examina-
tions and recruitment staff will afford the patrSnsAof féi?s'an:apportunity to -
gain a better inéight.intd their State Civil Service and of employment oppor-
tunities in Stafe depértments and institutions. 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 to be an

excellent recruitment instrument.

»Professional organizations, approved technical schools, colleges and univer-
sities with professionally approved curricula have been contacted for recruit-
ingvpurposes in the fields of occupational therapy, nursing, library science,
medical technology, psychclogy, home econcmics, 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 Stafé employmént requesﬁ inter-
views., This service, though limited, has been perfofmed; The services should
be extended to itinerént parts of the Staﬁe as a positive recruitment policy.
Should funds and personﬁel be made available, this ser&ice could become an
integrated recruitment function to the Sfate of Maine incorporating COﬁnselin;

téehniques whereby the State may utilize more fully available talents.:

Recruitment results bear.out the féct that we are no longer in competition
with just New England States, we are competing for trained personnel with
states and organizaticns out of Neﬁ Engiand; Competition among the forfy-eith
states, the federal governméﬁf; and private industry for qualified applicants
is keen. Recruitment results have shown that few qualified applicants are
obtained from ocut-cf-state. This In éffect is a serious problem in that Maine
dées not offér academic undergraduate and graduate facilities to educate
applicants for many existing professicnal, semi-professional and technical
positions in the State's service, Those who leave the.State‘of Maine fbr '
specializea undergraduate and graduate training, not available in Maine, seem
reluctant to return., Waiving residentbrequirements attracted few qualified
applicants from out-cf-state cclleges, universities, technical and medical

associations. -13-



During the biennium it was found that conventional recruitment periods did not
meet the needs of departments and institutions. In.view of this more than cne
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 became increasingly difficult.
Considerable interest was shown at the various colleges and universities dur-

ing career discussions, and good registers were established. However, further

. discussicn revealed reluctance to accept cmployment when students actually

figured a persongl budget to include a vehicle.

EXAMINATTIONS

Accelerated recruitment necessitated. a more comprehensive: examination program

requiring greater emphasis cn examination construction, statistical research

and analysis. The establishment of: permanent examinaticn centers. was accom-
plished, and extended from Caribou south to Sanford, and Rumford east to Calais;
and was instrumental in cbtaining more qualified employees on a state-wide basis.

Examinations were further concucted in nineteen states and territories.

The following chart reflects in a small part the final work accomplished on a

fiscal year basis. Test construction, research, analysis:and recruitment pro-

cedures necessary to establish eligible registers of qualified employees under

- civil service processes are nct shown.

Fiscal Year; Number of i Turber of Tamber of | ANumbef of
i Examinations h Applicants . Examinaticn | Monitors and Oral]
| June | July: Conducted | " Centers Board Members
*¥IOL7 | 19K3T L3 i 1395 @ L | 10
| | :
1948 | 199! 78 {2599 -y 15 . | 3
1949 | 1950 88 3354 2k il 36
1950 | 1951 3 | 1032 1k .20
1951 | 1952 69 . 2187 . ¢ 19 33
1952 | 1953, 321 - 5691 | “T700 130
]
i !
&é953 | 195k by - 6732 i 135 qi 212
eptember 1l



During the biennium, seventeen(l?) ncn-competitive promotlonal examinations were

conducted due to recla551f1cat13n resultlng frum a gradual change in autles.

Many of the applicants during biennium applied for positions requiring limited
knowledces,Askllls and abllltles rather than for p031tlons requiring spe01f1c
admlnistratlve, technical and profe551onal experience and tralnlng. Although
State Service has nced of employees w1th specific and upec1allzed educatlon and
tralnlng, economic changes have not made available large numbers cof qpallfled

employees._

Oral examinations were used more extensively as a supplemcnt to the written
- examination to determine general fitness of perscnality attributes, especially
for positions where duties were administrative, supervisory or entailed public
.~contact. . Department heads indicated that they were pleasec with the use of

the oral board as a screening and selective device.

The following chart reflects the use of the cral board examination,

Fiscal Year g~ Number of Oral Examinations Conducted

June | July |

e 1947 } 1948 "u

1948 1949 N

1949 1950 4 o 6
1950 1951 3
1951 1952 | > |
w952 | 1953 | S 18
1953 sk | 37

i*September ‘
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Examination services were again offered to all high schools in the State.

Fcllowing is a chart showing participation.

; Number of ‘ NUmbér df Stﬁdents Examined {
Year Schools - :
{ ' Participating ' Steno. Typist Clerk
1949 67 b o 452 91
1953 66 37T hot 85 ]
1954 ok ! 503 699 119

Stenographic transcription tests are constructed to measure ability to take

and transcribe dictation. In 1952 a series of objective type examinations were
constructed to replace the high schocl transcription test and used in the spring
of 1953 and 1954, Correlation between transcription tests and the objective
tests were significantly high indicating 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 allowed to use their
old performance test scores for a period of three years., ;Thislhas resulted in

the issuvance 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 195k
made available clerk typists and stenographers; however, examination results
indicated that industry laid off many of their least desirable in that few

qualified by examination for State employment.



Statistical Research and Analysis

The foundation of good examination work in public personnel testing is a contin
ing program of statistical analysis. The approach of the personnel examiner tc
test construction is in terms of knowledges, skills, and information pertinent
to satisfactory performahce 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 t:
examination is reliable, or has internal consistency,‘ A reliability coefficient
may be cobtained 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 min:
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 conjuaction 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 adminisﬁrators, teachers, and pupils in cooperating w
this state-wide program. The 60-item test, lasting one school period seemed a
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,
-17-



Alsv, all entry level clerical examinétioﬁsfforhthe~pastffive“yeafs, 8 - 10, were
similarly studied and Pearson r's cbtaified.' These of course varied with the

length of the particilar test, but'all showing good reliability indices.

»AJﬁo-item:test.was;ggaig:cgngtrggtgdsﬁpr;the,SQ%QgHIQQM.ﬁigh_sgh§ql pfogram in
Twhich?ZBSystg@eptswparticipgtgdfa.iny mapggigl:of_gemgﬁspratgd valid@ty was
utilized. Statistical analysis‘gffphe_datajestabl%sheq a?BegrgonfEr§Quct Mcment
reliability coefficient of /.95. Correlation of the integrai parts of the exami-
nations wéré‘c5rféép6hdiﬁgly high. Intercorrelaticn of the Fields covered in the
. éxé;iﬁé£EOhZWefe éignifiéantly‘high;'tofthe‘exteﬁt'of establishing 'a’desired low
;céf}élétiéﬁlﬁé%ﬁééh the verbal and auantitéfivévitémé.b
Statistical studiesAwere Qondqgte@ tu_@gt@rming wbat.re;atipnshipwqr gorrelation
ﬁexistsubgtween‘writtenfexaminatignlgcores and~Job performanée,fapingszmade out by
. department heads.on employees at the end of ﬁheiriﬁrobatigpary period. Three
classes of. State employees were utilized; a fiscal group gA)1inclqdedﬁaccountants,
examiners and simi;ar‘posit;gns; a prof§ssiQnal, semifprqfessionaliand technical
group (B) included social service, public health andltechnical positions; and the
;clé¥iéaitgroup'(c);' Results of the study indicatéd the following relationships:
Group‘A;l¥.§h;‘gfoup B,'%;90;'grbup.b,'%.5ﬁ}':Ih that a relationship of 1.0 is a
’bérféC£técrreléfion and {édér vetter' is considered tO“be‘sighificéﬁﬁ;tour findings
Tﬁéfé‘moét'grat&fyingﬁand indiééféd defarfment’heé&s:éﬁd appointing’aﬁthorities are
Bbtéiﬁiﬁé eﬁﬁloyées from eligible rééiSterb‘who meet the heeds of the State's
Cserviee. |

+

.. It is generally ggree@_thaprcoprglapiop‘gf:ajtegﬁ Wgygﬁgguinggpgndenpgcriterion
A.is‘h;ghly_gesirable buﬁ a%so egtremg;y difficglff _ngearqh‘thug,ﬁar indicates
Athatﬂeffort along these lineﬁ‘is‘des;ygb;gjanq necessary. AIt rgmginsAa problem

in research to developwsqme_meangwofrfgllgwsag and veriiiggtiqgg of our selection
processes., 'Such’effortsywould appear to have some Pro@iselgf revealing ways and
means of improying our se;ectionnpeﬁhods.v Cons;de;gtign_;s_being;giyen at this
time to the development cf ways and~meags by‘yhich‘jcb_performaﬁceigan be reported

_18-



and evaluated in terms of relationships to other criteria such as education,
persocnality attributes, oral board ratings in more workable and usable forms thaﬁ

exists at present.

Statistical analysis éf the typing and stenographic performance examinations were
conducted to fﬁrthef determine the effectiveness of the examining program. Typin
tests showed a remafkéble‘degree of accuracy both at the entrance level and for
those experienced wofkers, with speed standards maintained well up to thé needs o
the average office. The average typilng speed was approximately 50 words a minut
More than 50% of the beginning grade typists completed the examination Wittho‘
errors, indicating goocd employee material at the entrance levei._-Development,in
capacity to‘assqme greater‘respunsibility'remains é éupervispry and inseryicel

training problem.

The stenographic_tests produced similar results with both enﬁréﬁce ievel and ex-

peﬁénced‘ﬁorkers maintaining speed and accuracy standards necessary for the‘avera
office., Entrance level employeesﬁshowed siightly_higher speed than the experienc
worker. Both the stenographic perforﬁance test and the written test Shoﬁed'a hig
percentage of;faiiurés'due‘tb'careiess use of English;_inciuaing-grammar and spel

ing.

Given a relatively proficient stencgrapher at the entrance level)vthe,yalue of th
employee increases as he becomes faﬁiliaf with the méterial and‘rbutine of the
office. Selection, consequently, resolVés'itéelf:into establishing.eligible
registersiof potentially géod eﬁployges énd eliminating those whose scores ‘do not

indicate ability to grow under competent supervision and training.

Physical and Medical Shtandards

Physical and medical standards are highiy désirable as a means’ of acceﬁting;
rejecting, and conditibnally accepting emp}oyees for classified positions. The
lack of such standards resﬁlfé in en inéreasing number of leaves of absence,
mortality and sick fisks; The distincti@n‘between medical and physical*beiﬁg 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 1943 and
1950, that the State of Malne should 1nst1tute a comprehen31ve phy51cal and
medical examlnatlon program. The comprehen51ve phy81cal and medlcal examlnatron ,
and tests should be conducted prlor to app01ntment upon certlflcatlon and
acceptance. If tlme’does not permlt, t@e exeminatlon should_be}oonducted prior

to permanent appointment.

The physical examinations could Ye conducted by a professional staff of State
employees so design#ited.. IF this is not feasible; by an established board.
Thirdly, by the candidate's own physician.

R

Positions in the Maine State's classified service could be separated into medical
groups for physical examination purposes such as:

I. Positions requiring rigid specialized physical standards of a
spec1allzed nature, €.8. Llfe Guard
IT. P0o1t10n° 1nvolv1ng an apprec1able amount of phy31cal exertion or =
_exposure to physical strain, e.g., nurse, highway workers, engineers,
foresters, sea and shore custodians, trades, carpenters, electricians,

~ public health- nvrees, ‘right of way agents,; welfare workers and liquor
store clerks.

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

IV. Positions which can be competently and adequately Filled by partially
disabled or 1ndustr1ally handlcapped 1nd1v1duals.

Some Departments have requested that phy31cal examlnatlon requlrements be placed

on exam1natlon announcements.

Employment Records and Educational Transcripts

Previous blennlum reports 1ndlcated a need for 1nvest1gat1ng empioyment and ed-.
ucational clalmo submltted by appllcants 1nterested in State employment.n Durlng
the biennium a ilmlted 1nvest1gat1ve prowram was 1n1t1ated. The results 1ndlcated
that 1nvestigat1ve processes should be an 1ntewral ‘part of eny 01v1l serv1ce
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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 cperational problems. -

Oral Examination Boards and Ccnsultants

We wish to publicly acknowledge our gratitude 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 shows faith in the

civil service precept of appuintments and promctions according to merit and

fitness.

Barl L. Bartlett
Division Engineer
State Highway Commission

Fred M. Berry
State Auditor

William H. Bradford -
Right of Way Enginecr
State Highway Commission

Richard E. Brann -
Business Manager
Meine Employment Security Comm.

Chester G. Bridge
Bridge Construction Corporation

Celia L. Carpenter
Regional Representative
State Merit System Service

Honorable Paul L. Crabtree
Representative '
Island Falls, Maine

Davilla Croteau
Director of Personnel and Safety
Bates Manufacturing Ccmpany

Vaughan Daggett
Assistant Chief Engineer
State Highway Commission

James Davidscn
Assistant Supervisor
Hazzard Shoe Company

01 -

Benton Demers, Deputy Director
Division cof Employment Security
Concord, New Hampshire

Earl T. Doucette
Maine Development Commission

John Q. Douglass
Director of Sccial Welfare
State of Maine .

C. Newell Dyke
Municipal Auditcor
Audit Department

Mrs. Josephine Feeney
Bangor, Maine '

Lindo Ferrini
Assistant Director
Sweetser Children's Home - Saco

Leigh Gardiner
Farm Supervisor
Department of Institutional Servic:

Creightcn Ef4Gatchell, Manager
Radio Station WGAN
Portland, Moine.

Norman U. Greenlaw,
Cummissicner
Department of Institutional Service

Honcrable J hn F. Hanson
Senator
Machias, Maine



Nral 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 Hilger, Director
Child and Family Services
Portland, Maine-

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

Merton R. Jchnson, Deputy -
State Reformatory for Men

William T. Johnson
Hallowell, Maine

Chastine D. Kelley
Superintendent
State Reformatory for Women

Mrs. Hazel C. Lord
Portland, Maine

James L. MacLleod
Public Works Director
Bangor, Maine

Col. Francis J. McCake
Chief
Maine State Police Department

Frank- W.- McDonald
Superintendent
Highmoor Farm, Monmcuth

Bdward L. McMonagle
Executive Administrator
Education Department

Raymond C. Mudge
Commissioner of Finance
State of Maine S

Mrs. Mildred Myhrman
Lewiston, Maine

o
- -

Erlon L. Newdick, Chief
Division of Plant Industry
State of Maine

Albert S. Noyes, Deputy Commissioner

State Banking Department
State of Maine

'-Lawrence A, Peakes

Superintendent of Schools
Rumford, Maine B

Percival C. Pierpont
Deputy Warden
Maine State Prison

Maurice G, Presscy
Assistant Controller
State of Maine

Wallacc A. Price, Purchasing Agent
Central Maine P wer Ccmpany
Augusta, Maine

Professcr J-hn Romanyshyn
University of Maine
Oronc, Meine

Herbert Rose, Superintendeﬁt
Burnham & Morrill Ccmpany
P.rtland, Maine

Ralph Sawyer

Traffic Engineer

State Highway Cummission

Merk R. Shibles, Dean
School of Education
University of Maine

Ductor Margaret Simpson
Director of Mental Health
State of Maine

John T. Singer, Director
Sales Tax Division
State of Maine

David B. Soule
Assistant Attcrney General
Bureau of Taxation

Philip A. Stinchfield, Chief
Advisement and Guidance Division
Tognus, Maine



Oral Examiration Boards and Censultants (cont'd)

Hermon D. Stover
Business Administrator
Maine State Liquer Commission

Marion B. Stubbs
Head Librarian
Stote Library

Walter F. Ulner
Dusinegs Manoger
Bangor State Hospital

Robert M. Vickery
Division Enginecr
State Highway Commission - Weterville

Albert M. Welch, Captain
Mzine State Prison

Bryan O. Whitney
Division Enginecer
Department of Public Works ~ Portland

Edward A, Whitney
Menchester, Maine

Charles Whitten
Bridge Enginecr
State Highway Cormission

Professcr Harry D. Watscn, Head G. Scth Williams, Engineer
Department of Mechanical Ingineering Fells Company
University of Maine Portland, Maine

CONCTUSTIONS

Results have proven that paid newspaper, ralic and TV advertisements shculd be a
continuing cost to recruitment and must be utilized by the State ¢f Maine as by

rrivate enterprisc.

The state-wide examining program has offered limited employment opportunities to
2ll stote citizens, and to those out of state. Requests from department heads

demand a continuance and expansion of the state-wide exumining program. Written
examinations conducted on such a basis involve expenditures of monies for postal,

monitor and janitor expenses,

Oral Bcard examinations have proven valuvavle in breeching a gap in the selecticn
program. Department heads are requesting that mere oral cxaminations be conduct-
ed in orcder tou examinc progpective cmployees, to see whot they lock like, what
they are and how they react tu given situatiocns. In crier to establish acceptable
eligible registers travel is nccessary, and expenses by members of the coral toard

must be considercd.

An investigative program, whereby applicants are further processced, is neccssary,

The increasing scope of the written exemination program, as well as the fact that
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examination material already constructed is limited in usé, necessitates contin-
ual construeticn of new examination material and a continuing program of statis-~
tical analysis. Both the constructicn of new material and statistical analysis
requires the skill of trained examination technicians. Regquests by department
heads for examination services have been significantly restricted by a limited
number of technical and clerica; staff, In many cases inability to render
requested services has resulted in provisional appointments to the:State’é

Service.

More than cne tenth of the classified service presently requires continuous
examinaticn and recruitment. In crder to provide the services requested and
legislated, an increase in technical and clerical staff and operational funds is

necessary for efficient and economical State' operation.
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ADMINISTRATIVE DIVISION

This division includes the prcgrams 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
authcrities, 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 ;ﬂg
certifications were made. During the fcllowing period from July 1, 1953, through

June 30, l95h, a total of 347 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 4481
authorizations were made. During the following period from July 1, 1953, through

June 30, 1954, a total of 3584 authorizaticns were made.

Records:
It is the responsibility of this section to keep individual roster cards on all
employees 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 in each of the above mentioned sections, Work flow has been speeded up

and various work simplification processes have been established.
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CONCLUSION
Two basic and fundémental purposes guide the cperation of the Personnel Depart-
ment: (1) Competative recrultlng of quallfled state employees and (2) the
establishment of pay schedules which reflect equity and fairness. To what exten

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 malntaining 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 efficlency 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 Jjudgement.

From studies conducted periodically throughout the biennium, the Bepartment 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 Jjob 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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