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GENERAL GOVERNMENT

BUREAU OF ALCOHOLIC BEVERAGES
KEITH H. INGRAHAM, STATE DIRECTOR
FRANK H. ROBIE, Administrative Assistant

Central Office: 10-12 Water Street, Hallowell 04347 Telephone: 289-3721
Established: 1933 Statutory Authority: M.R.S.A., Title 5, Chapters, 13, 13-A, Title 28
Average Number of Full-Time Employees: 296 Authorized Employee Level: 316

Total Expenditure, Fiscal Year 1975: $3,812,497

Organizational Units:

General Administration Malt Beverage and Wine Excise Tax Division
Store Supervision Licensing Division

Store Operations Warehousing

Merchandising Maintenance

State Liquor Commission

PURPOSE: The Bureau of Alcoholic Beverages was established to provide the most satisfactory
public service for the complete distribution and sale of liquors, wines and malt beverages. The
Bureau is authorized to serve, through its Director, as the chief administrative officer of the
State Liquor Commission, having general charge of the office and records, employing personnel
and making expenditures as necessary; and to conduct, under the supervision of the
Commission, all phases of the merchandising of liquor through State stores.

The Commission is authorized to generally supervise the manufacturing, importing,
storing, transporting and sale of all liquors; to make such rules and regulations as deemed
necessary to exercise such supervision, and to administer, clarify, carry out, enforce and prevent
violations of all laws pertaining to liquor; to control and supervise the purchase, importation,
transportation and sale of alcohol, and to make necessary rules and regulations; to issue and
renew all licenses required by laws pertaining to liquor; and to hold hearings and act as a review
board on liquor-related matters. ‘

ORGANIZATION: The State’s regulation of liquor originated in 1862 with the establishment of
a Commissioner to Regulate Sale of Intoxicating Liquors to have control of liquors kept and sold
for medicinal and manufacturing purposes. In 1905, a Liquor Enforcement Commission was
established to enforce the law against the manufacture and sale of intoxicating liquors. Both of
these agencies were abolished in 1911. A State Liquor Licensing Board was created in 1933,
consisting of three members appointed by the Governor with the advice and consent of the
Council, for terms of three years, the chairman designated by the Governor. The Board was
renamed the State Liquor Commission in legislation effective in 1934, which outlined
responsibilities in the State control of liquor still basic to the Commission in conjunction with the
present Bureau of Alcoholic Beverages.

In 1953, a Business Administrator for the Commission was authorized, and in 1963, the
Commission’s chairman was named Chief Administrative Officer, to have general charge of the
office and records. In State Government reorganization legislation of 1972, the position of
Business Administrator was abolished and the Bureau of Alcoholic Beverages was created as a
unit of the Department of Finance and Administration, under a State Director who, although
not a member of the Commission, assumed the role of chief administrative officer. Also in this
reorganization, the Commission’s liquor enforcement functions, assigned to its Enforcement
Division were transferred to the newly-created Department of Public Safety.

PROGRAM: The Bureau of Alcoholic Beverages program of converting existing stores to a self-
service type of operation was continued, and three more stores were converted during the fiscal
year. The Bureau now has twenty-three self-service outlets, and the program will be continued
within available funds and at suitable premises.

As a cost saving venture, the Bureau closed one of the Portland stores. Customers can
obtain service at other not-too distant stores in Portland or Westbrook. In the previous fiscal
year, the Bureau closed one of the two Waterville stores and plans to close several more in the
next fiscal year for the same reason without impairing public service to any great extent.
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The 107th Legislature enacted a measure which will permit the Bureau to establish agency
stores after October 1, 1975. This will make it possible to have liquor sold by agents who now
operate other retail stores in small towns that do not have a State liquor store, and in some
instances, State stores now in small towns may be closed and an agency store established in that
town. Rules and regulations to supplement the new law are presently being prepared.

FINANCES, FISCAL YEAR 1975:

General Special Revenue Funds Other
Bureau of Alcoholic Beverages Fund Non-Federal Federal Funds Total
Total Funds Available $3,821,786 $3,821,786
Total Expenditure 3,812,497 3,812,497
NET 9,289 9,289
Unexpended Balance Forward
Unexpended Balance Lapsed 9,289 9,289

MAINE INSURANCE ADVISORY BOARD
WILLARD W.LEHR, JR., CHAIRMAN
H. W.MCKOWEN, Executive Secretary

Central Office: 31 Western Avenue, Augusta 04333 Telephone: 289-2341
Established: 1965 Statutory Authority: M.R.S.A., Title 5, Chapters 13, 13-A, 152
Average Number of Full-Time Employees: 3 Authorized Employee Level: 3

Total Expenditure, Fiscal Year 1975: $232,858

PURPOSE: The Maine Insurance Advisory Board was established to provide insurance advice
to the State Government and administer all State insurance and self-insurance plans and
programs. The Board is authorized to review annually the entire subject of insurance as it
applies to all State property and activities; to develop and maintain accurate records of all
buildings and contents, State-owned vehicles, aircraft, ocean marine requirements and other
pertinent information to properly apply insurance coverages; to recommend to the Governor
such insurance protection as deemed necessary or desirable for the protection of all State
property; to recommend a limit of self-insurance on State-owned buildings, contents, furniture
and fixtures, consistent with adequate capitalization and administration of the Self-Insurance
Fund; and to provide insurance coverages for unusual or unique situations and conditions, as
deemed necessary.

ORGANIZATION: The Maine Insurance Advisory Board was created in 1965 and became
operational July 1, 1966, as a result of the recommendations of a fifteen-member committee
established by the Governor and Council to make a comprehensive study of the State’s methods
and procedures in acquiring and administering insurance plans and programs necessary to
professionally and economically process the State’s insurance requirements. The Board was
placed within the Department of Finance and Administration in 1971.

The Board consists of five members appointed by the Governor for terms of five years,
including two members familiar with risk management selected from the public and three
members selected from representatives of the insurance industry. The Board annually elects a
chairman from its membership and employs an executive secretary for administrative purposes.

A continuing reserve fund. created to indemnify the State for self-insured retention losses
and related loss adjustment expenses, as recommended by the Board and approved by the
Governor, is administered by the Commissioner of Finance and Administration.

PROGRAM: The following is a brief description of premiums, losses and pertinent information
relative to the major lines of insurance administered by the Maine Insurance Advisory Board.
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STATE FIRE INSURANCE
Term: July 1, 1974, to July 1, 1975
Company: National Union Fire Ins. Co.
Agency:  Bradish-Young, Inc., Portland

The current policy insures real and personal property in the amount of $369,209,710 with a
$500,000 Deductible. Paid premiums for the term were $101,665. During the past fiscal year,
there were no insured losses exceeding the deductible amount. Losses paid from the Reserve
Fund for Self-Insured Losses were $22,837.

Ten-Year Experience
Total Premiums $1,877,052
Total Losses* 582,975
Loss Ratio 31.0%
*Does not include losses paid from Reserve Fund.

The values of buildings and contents are updated annually and the Board maintains an
on-going inspection program for fire prevention and life safety.

The 102nd Legislature established a fund for self-insured losses and administrative
guidelines to administer a program which would enable the State to take advantage of higher
deductibles, thereby reducing the cost of fire insurance, while still maintaining a sound fiscal
policy. These funds are invested by the State Treasurer as prescribed by statute.

RESERVE FUND FOR SELF-INSURED LOSSES
Balance on hand by statute, 7/1/74 $1,957,841.41

Premium Savings Deposited 267,571.00
Investment Income 196,832.36
Total $2,422,244.77
Withdrawn During Fiscal Year 22,836.95
Balance 6/30/75 $2,399,407.82

STATE AUTOMOBILE FLEET LIABILITY*
Term: September 8, 1974, to September 8, 1975
Company: Continental Insurance Company
Agency: Morse, Payson & Noyes, Portland
Limits: 10073007351

Premiums (subject to audit) $149,432
Total Number of Units 4,021
Total Number of Reported Accidents 481
Losses Paid and Incurred to date $115,000
Loss Ratio 76.9%
Premium Cost Per Unit $37.16
Dollar Loss Per Unit $28.59

*Figures applicable as of 8/29/75

Ten-Year Experience

Total Premiums $1,262,559
Losses Paid and Incurred 859,403
Loss Ratio 68.0%

The Board maintains records by department of the causes of accidents and drivers involved,
and encourages defensive driving programs in an attempt to reduce both the frequency and
severity of accidents.

STATE COMPREHENSIVE COMMERCIAL BLANKET BOND
Term: July 9, 1972, to July 9, 1975
Company: Maine Bonding & Casualty Company
Agency: John C. Paige Company, Portland
Limit: $1,000,000
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Number of Employees 14,960
Total Three-Year Premium (1972-1975)* $50,663

Number of Losses (1972-1975) 1
Losses Paid or Incurred (1972-1975) $700
Loss Ratio (1972-1975) 01.3%

*Bond is written on a retrospective rating plan, thereby enabling the State to Realize premium savings developed in accordance
with a schedule of permissible losses subject to a return premium percentage factor scale.

Bond coverages include fidelity, faithful performance, dishonesty, destruction and
disappearance of money and securities, robbery and burglary and forgery, subject to a $500
Deductible.

STATE AIRCRAFT FLEET
Term: August 6, 1974, to August 6, 1975
Company: International Aviation Underwriters
Agency: Turner, Barker & Company, Inc., Portland

Limits: Various
Premium $15,976
Total Number of Units 25
Total Number of Losses 1
Losses Paid or Incurred $9,945
Loss Ratio 62.2%

Insurance coverages provided are Bodily Injury, Property Damage and Passenger Liability
on all aircraft, and Hull insurance on all owned fixed wing aircraft.

Ten-Year Experience

Premiums $175,460
Losses Paid $20,065
Loss Ratio 11.4%

Each of the foregoing lines of insurance are placed by competitive bid. Bid specifications are
prepared by the Board and advertised, opened and awarded in accordance with statutory
requirements.

In addition to the foregoing ‘“major” insurance programs, Ocean Marine Insurance is
acquired for Department of Transportation, Bureau of Waterways; Department of Marine
Resources; University of Maine; and Department of Educational and Cultural Services,
vocational-technical schools. Workmen’s Compensation insurance is also purchased when
required to comply with the provisions of federally-funded programs.

It is anticipated that in fiscal year 1975 the Board will file with the U.S. Department of
Housing and Urban Development a flood insurance program in accordance with Flood Disaster
Protection Act of 1973.

It is further anticipated that most State buildings will be insured for their replacement
cost rather than insured on a sound value basis. Although this will substantially increase
insurable values, the Board believes this can be accomplished with no additional cost to the
State.

FINANCES, FISCAL YEAR 1975:

- 1 Special Revenue Funds Other
Maine Insurance Advisory Board Fund Non-Federal Federal Funds Total
Total Funds Available $236,214 $236,214
Total Expenditure 232,858 232,858
NET 3,356 3,3%
Unexpended Balance Forward
Unexpended Balance Lapsed 3,356 3,356
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STATE PERSONNEL BOARD

KENNETH D. ROBINSON, CHAIRMAN

DEPARTMENT OF PERSONNEL

NICHOLAS L. CARAGANIS, DIRECTOR OF PERSONNEL
RICHARD W. TRIPP, Assistant Director of Personnel

Central Office: State Office Building, Augusta 04333 Telephone: 289-2821
Established: 1937 Statutory Authority: M.R.S.A., Title 5, Chapters 51-61
Average Number of Full-Time Employees: 30 Authorized Employee Level: 30

Total Expenditure, Fiscal Year 1975: $340,986

Organizational Units:

Classification and Compensation Division Public Service Careers
Career Management Division Educational Leave Advisory Board
Records and Authorization Division State Advisory Council on Personnel

PURPOSE: The State Personnel Board and Department of Personnel were established to
promote effective service and economy in the offices and employment of the State and to provide
a modern and comprehensive system of personnel administration in which positions, essentially
alike in duties and responsibilities, are treated alike in pay and other personnel processes, and
that fair and equal opportunity is afforded to all qualified citizens of the State to secure State
employment on the basis of merit and fitness.

Through the authority vested in the State Personnel Board and the Director of Personnel,
the Department of Personnel is an independent service agency of State Government empowered
to prescribe or amend rules and regulations, having the force of law upon the approval of the
Governor, relative to eligible registers; classification of positions in the classified service;
compensation plans; examinations for admission to the classified service; provisional,
emergency, exceptional and temporary appointments; probationary period; transfer;
reinstatement; demotion; suspension, layoff and dismissal; leave of absence, resignation, hours
of service, vacations and sick leave; personnel records; in-service training; service ratings,
certification of payrolls; enforcement, through the Director, and investigations concerning the
enforcement of the State’s Personnel Law.

The Educational Leave Advisory Board was established to advise and consult with the
Department of Personnel to review and authorize all educational leave requests from classified
and unclassified State employees for durations of more than one week; to establish procedures
for applying, processing and granting of such educational leave and adopt other rules and
regulations as necessary; and to maintain an up-to-date register of employees and their terms of
leave.

ORGANIZATION: In 1937, the State’s merit system law, statutorily designated as the
Personnel Law, was enacted. Patterned after the federal civil service law, it established the
foundation for merit system administration in Maine. The Act provided for a three-member
State Personnel Board and a Director of Personnel and defined their respective powers, duties
and responsibilities. Administration of this law was vested in the Director of Personnel as head
of the Bureau of Personnel within the Department of Finance, and who was appointed by the
Board to serve a term at its pleasure. In 1941, the personnel function was removed from the
Department of Finance and accorded the status of a separate department, although its authority
remained vested in the Director of Personnel. A State Advisory Council on Personnel was
established in 1947, consisting of representatives of the Legislature, Executive Department,
employees and the public, to give counsel and advice to the Board in relation to the
administration of the merit system in State Government. In 1953, the State Personnel Board was
expanded from three members to five members, including three members representing the
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public, appointed by the Governor with the advice and consent of the Council, for terms of four
years; one State employee, elected for a two-year term by the Maine State Employees
Association; and one State department head, elected for a two-year term by the other four
members of the Board. One member was designated as chairman by the Governor. The basic
Personnel Law remains intact today, modified only to reflect contemporary developments in the
field of public personnel administration.

Functionally, the Department is divided into three major divisions through which it
administers its statutory responsibilities; namely, the Classification and Compensation Division;
the Career Management Division; and the Records and Authorization Division. In addition, two
staff-level positions responsible for Equal Employment Opportunity and Labor Relations
complement the administrative functions.

Public Service Careers, a federally funded project designed to assist low income and
disadvantaged persons in securing public service employment, became operational as a separate
entity within the Department in June, 1972, and continues to provide service in keeping with its
original charter.

The Educational Leave Advisory Board, established in 1973, consists of three members,
including the Director of Personnel as chairman, the Commissioner of Educational and Cultural
Services, and one State employee appointed by the Governor with the advice and consent of the
Council, for a term of three years.

PROGRAM: During fiscal year 1975, the Department of Personnel completed its 28th year of
operation. Since their inception, the State Personnel Board and the Department have worked
towards realization of merit system goals; fair and equal opportunity for public service;
efficiency and economy in government; equal pay for equal work; and tenure and advancement
based upon merit.

The ultimate purpose of the Merit System is to select, examine, appoint, train and develop a
competent and efficient working force to carry out the business of the State of Maine. Job
classification, salary administration, recruitment, examination, certification and career
management are the basic means by which to attain this goal.

During the past fiscal year, a number of events and issues have had or have the potential for
having a most significant impact upon Merit System administration in Maine. While it would be
difficult to identify one as being of greater consequence than the other, each of the following,
singularly or in combination, is cited for special attention:

Convention of Legislature. The regular session of the 107th Legislature convened on January
1, 1975, and adjourned on July 2, 1975, after considering action upon more than 1,900 legislative
documents. During the session, Maine’s lawmakers considered an unprecendented number of
documents directly or indirectly affecting the State’s Civil Service Law and personnel
administration. Among the more significant were those enacted to:

. Reorganize the State Personnel Board

. Provide funds for review of the State’s Civil Service System and the Classification and
Compensation Plan

. Establish a Code of Fair Practices and Affirmative Action

. Promote neutrality in State hiring and promotional practices

. Restrict armed forces preference in State employment to veterans who wete not career
officers or career enlisted personnel and to remove a barrier to Affirmative Action
programs

. Clarify certain provisions of the Mame Right to Know Law

. Correct certain inequities relating to compensation and benefits under the State
Classified Service

.. Establish a Cooperative Education Support Program
. Redefine the political activity rights of classified employees of the State
- . Change the participation of employees in the classified setvice in political campaigns.

Salnry Administration. The April signing into law by the President of the United States of
the “Fair Labor Standards Amendments of 1974" (FLSA) marked the beginning of a “‘new era”
in wage administration in Maine’s Classified Service. This action by the President extended
FLSA provisions to state governmental jurisdictions. Immediately, the Department, working
cooperatively with the Bureau of the Budget, implemented procedures to comply with the
provisions of this Act. A consultant was hired by the Department, and well before the close of the
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fiscal year, all positions and position classifications were reviewed for a determination of
coverage or exemption under the Act’s provisions. While seemingly merely a matter of pay
administration, the Act does have management considerations beyond the mere eligibility for
time and one-half pay for overtime. As managers consider the budgetary implications of this
requirement alone, greater attention will necessarily be given to work schedules and employee
utilization with the result of better management. The Act’s “‘equal pay provisions” has and will
continue to point out inequities in pay rates received by employees performing essentially the
same kinds of duties and having the same kinds of responsibilities. This is expected not only to
reinforce the merit system principle of ‘‘equal pay for equal work” but should also give greater
emphasis and support to Equal Employment Opportunity and Affirmative Action ideals as they
relate to equality and opportunity in employment for women and minorities.

Employee Relations. The close of this fiscal year marks the first anniversary of the
enactment of the State Employees Labor Relations Act. While formal negotiations are still some
months away, considerable accomplishments have been achieved. The Office of State Employee
Relations has been created within the Executive Department, and a cooperative working
arrangement has been achieved and is maintained through the assignment of a Personnel
Technician who serves as a liaison person between the two agencies. The State’s unit proposals
have been made and the extensive research necessary to successful negotiations is underway.
Departmental staff are working members on each of the Resource Sub-Committees.

Coincidental with ths activity, the year has also shown an increasing number of formal
grievances and appeals being submitted to the State Employees Appeals Board.

Automation of Records. Despite the lack of specific funding for this activity, considerable
progress has been made in the area of computerization of the Department’s manual records.
These results would not have been possible without the cooperation of the Bureau of the Budget,
Central Computer Services and the Department of Health and Welfare, to name but a few. At
the close of this year, a full conversion of the so-called position file to an automated method has
been achieved. With this achievement, greater position control, budget efficiency, etc., is
anticipated.

Conversion of the employee history file currently is dependent upon supportive funding.
Basic key-punching of the payroll records of the approximately 13,000 current employees has
been accomplished. Funding is now necessary to update these records and develop the programs
and systems necessary to making this a working system. Various sources of funding are being
explored, including federal funding and/or per capita charges to State departments utilizing this
system.

Personnel Rule Changes. In keeping with its objective of providing responsive personnel
services, the State Personnel Board has, throughout the past year, approved changes in the
Personnel Rules designed to:

.. Provide a more flexible policy with respect to filing of applications for ‘‘open”

examinations

. Shorten the time interval for retaking examinations

. Increase the number of certifiable eligibles from three to six

. Permit the transfer of vacation credits from one department to another upon the transfer
of employment

. Recognize unclassified service employment as creditable towards computation of
longevity vacation credits

. Provide a limited “bumping right” in the instances of layoff actions and thereby provide
for greater continuity of employment

In addition, an up-to-date printing of the Personnel Law and Rule Book was accomplished,
with changes effective through April, 1975.

Equal Employment Opportunity and Affirmative Action. With the issuance of Executive
Order No. 24 during the previous Administration, the Department appointed an Equal
Employment Opportunity Specialist, who began on July 29, 1975. At this time, the Department
began the process of monitoring the development and implementation of Affirmative Action
Plans in each of the departments in the Executive Branch of State Government. Under the
present Executive Order No. 1 issued by the Governor and dealing with Affirmative Action, the
Department’s Equal Employment Opportunity Specialist was appointed the State Affirmative
Action Officer. With this added impetus, the Department succeeded in this year to assist in the
completion of all of the Affirmative Action Plans in these departments. This portion of the
process was completed on March 31, 1975. Guidelines for developing Plans were written and
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revised during this time and an analysis of the State work force was prepared. The Statewide
Program was also written during fiscal year 1974. An outline of the Compliance Review process
was prepared and, on June 1, 1975, the Equal Employment Opportunity Compliance Reviews
were begun. Departments are being reviewed under this procedure in order to determine the
degree of implementation of their respective plans. The anticipated completion of this project is
December 31, 1975.

A goal in the coming year is to have continued positive action in the area of Fair
Employment Practice and Equal Pay for Equal Work for all present and prospective State
employees.

Administrative Studies. Responsive personnel administration requires flexibility and change
if it is to keep pace with the rapidity of growth in and complexity of government that is so evident
in Maine. In keeping with this need, the Committee on State Government, responding to several
legislative orders, accomplished a study of various aspects of the State Personnel System. The
final report of this committee was delivered to the Legislative Council of the 106th Legislature on
December 30, 1974. Throughout the period of the study, staff of the Department participated in
working sessions with the Committee and other meetings with staff aides. Much of the legislation
submitted to and enacted by the 107th Legislature is an outgrowth of this study. In the main, the
Department supported the majority of the Committee recommendations and is optimistic that
these changes will ultimately result in a more effective personnel system.

At the invitation of the Governor and through the Council of State Governments, a further
review of the State’s personnel progress and practices was undertaken in late April, 1975. The
recommendations of the review team composed of three state personnel practitioners from the
States of Virginia, Wisconsin and Minnesota are now under study by the Department as well as
the members of the Governor’s Management Improvement Advisory Committee on Personnel.
Many of the suggestions are provocative and worthy of serious consideration. Of particular
interest are the recommendations for de-centralization of function, and to this end, procedures
are currently underway to accomplish this objective to the maximum degree possible and
practical.

Finances/Staffing. A major initiative cited in the Department’s 1974 Administrative Report
was “ . .. to secure the resources to accomplish job and task analysis; continue job and pay
audits; examination construction, revision, research and validation; training and staff
development; classified compensation study; automation of records procedures; Affirmative
Action and Labor Relations. To this end, the Department submitted for Legislative
consideration its most ambitious supplemental budget request in its history, amounting to
$735,000 and $885,000 respectively for the fiscal years of 1975 and 1976. Costly though it was,
the request represented a totally new organization and approach to the business of personnel
administration. In addition, it contemplated automation of records and the accomplishment of a
comprehensive classification and pay survey. Regrettably, the general economic picture
precluded funding. Despite this fact and the reality that its Current Services Budget was also
reduced, it is felt that significant progress had and will continue to be made in achieving these
cited goals.

In the area of staffing needs, the Department’s accomplishments have been attributable in
large measure to the availability of Comprehensive Employment and Training Act (CETA) funds
which have made twelve additional temporary workers available during the major portion of the
fiscal year.

Goals and Objectives. The long-range goal of the State Personnel Board and Department of
Personnel continues to be to administer an efficient, complete and modern system of personnel
administration for State service based upon merit.

Immediate specific goals for the coming year are to:

1) continue to evaluate the system to the end that it contributes to effective management
systems in the State service agencies;

2) continue to provide any needed assistance to agencies for problem solving
(grievance) procedures to improve employee relations and general personnel
administration;

3) continue employee supervisory training programs;

4) continue the maintenance and improvement of the classification program;

5) continue the review and improvement of the salary plan;

6) continue the efforts of the public service careers program;
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7) continue to pursue a fully effective use of electronic data processing in position and
employee records systems;

8) continue to work at improving communications with the public, State service
agencies and State employees;

9) continue the progress that has been made in the area of Affirmative Action;

10) continue the exploration and implementation of a maximally decentralized
personnel system;

11) continue the efforts being made in examination research and analysis which,
utilizing a functional job analysis approach, will result in more valid examinations;
and

12} initiate an internal evaluation of current management practices designed to achieve
a more effective administration of the Personnel Law and Rules.

Classification and Compensation Division

During the reporting year, the Classification and Compensation Division received 1,954
personnel action requests. Of this number, 920 were requests for the establishment of new
positions (all types), and 50 new classifications were created. In addition, more than 14,000
promotion, employment, separation and transfer actions were processed.

A procedural change in processing reclassification requests was brought about as a result of
revised wording of the Preamble to the Appropriations Act passed by the Special Session, 106th
Legislature. Previously, all reclassification requests were reviewed by the Division, and final
determination was made by the Director of Personnel based on the recommendations of the
Division. Under the revised procedure, all recommendations of the Department were presented
to the State Personnel Board for approval, and those which were approved were submitted to the
Legislature in an Omnibus Bill for final determination. This new procedure added two new
steps to the reclassification process, resulting in a significant increase in the divisional workload.
During the year, 544 requests for reclassification and/or range change were processed and
included in an Omnibus Bill presented to the 107th Legislature.

With the application of the Fair Labor Standards Act to the public service and increased
emphasis on Affirmative Action and equal employment opportunity, the Division has increased
its activity in the area of equal pay, qualifications validity and discriminatory classification
practices. During the year, the Division investigated several instances of possible violation of the
Equal Pay provisions of the Fair Labor Standards Act which prohibits sexual discrimination in
employment. Subsequent field audits were performed to determine the validity of these
allegations. The results of the audits clearly showed that males predominately occupied certain
positions of higher classification/pay than did females performing substantially the same duties.
As a result of these findings, 118 females received upward reclassification(s) and/or range
change(s). In addition, division technicians discovered and spent considerable time and effort
researching and correcting misclassifications throughout State service.

The Division continued to improve and enhance the computerization of the Personnel
system. Two files were planned: 1) The position file, which is now 100% operational and 99%
accurate, accounts for all classified and some unclassified positions. It includes positions by
class, fund source, whether filled or vacant, and salary information. Future plans envisage
inclusion of all unclassified positions and an automated update system. 2) The employee file
includes employee history, personal data and collective bargaining information as well as current
incumbents, agency, class, pay, vacation, sick leave and longevity information. The file also
includes data essential to Fair Labor Standards and Equal Opportunity. All of the foregoing are
included in module 1. Future modules will include training and experience data, exam
validation and scoring and application flow and disposition. The employee file has progressed to
the initial test phase. Draft instructions have been prepared and a six-part turn around form has
been designed and is ready to be produced in quantity. The update program is currently being
designed and will be ready for implementation by mid-September. Funds for full
implementation of the file (for personal services, computer and programmer services and
essential equipment) have not yet been made available.

Career Management Division

Open Competitive and Promotional Examinations were conducted for 221 different
classifications during this fiscal year. Of this number, 125 classifications were continuously open
to general application and 96 were open to general application for limited periods of time (two to
three weeks). Notifications released for Agency Promotional Examinations numbered 137.
Fourteen of these promotional examinations were conducted on a continuous basis.

101



GENERAL GOVERNMENT

The total number of applications received and processed was 11,775. Of this number, 10,585
were directed to competitive classifications, 973 to non-competitive classifications and 217 were
associated with project or emergency appointments and reclassification actions.

Of the total number of applications accepted for processing (2,102 applications were not
accepted), 6,911 were directed to classifications requiring a written test, 181 were directed to
classifications requiring oral board interviews, 1,391 were directed to classifications where the
examination process involved numerical evaluations of training and experience and/or
departmental service ratings, and 1,190 were directed to non-competitive and/or non-status
classifications involving unstructured examinations. Applications accepted for classifications
requiring a typing, stenographic or key-punch performance test totaled 2,082. Certifications
made during the year numbered 1,509.

As guests of the New England Public Personnel Council, members of the Department’s
administrative and line staff were afforded the opportunity to meet with representatives of other
New England states in an effort to resolve mutual problems. Active participation in several
meetings throughout the fiscal year provided the Department with assistance in all areas of
personnel management. In particular, significant accomplishments have been made in the area
of test validation, with a shared validation project planned for the very near future. Information
and directions obtained from these meetings provided examination staff with fresh ideas and
techniques for creating written examinations with inherent content validity. Many of these
approaches have already been successfully employed in this section’s continuous review and
updating of examinations. During fiscal year 1975, thirty-two written examinations were revised
to assure job-related content and appropriate levels of difficulty. Agency incumbents and
supervisors supported and assisted in the process to a substantial degree.

Several significant internal changes which have served to improve the overall program of
examination administration were also accomplished during the past fiscal year. First and
foremost, efforts were directed toward improving examination security. Secure storage space was
obtained for all written examinations and control procedures established to account for those
examinations in use. Secondly, a program was initiated which will, upon its completion, provide
outlines by subject matter content for each written examination. The availability of this
information should be beneficial to both test monitors and examinees. Applicants can utilize the
content outline as an advance study guide and test monitors will be provided with a more
organized approach to test administration and will be able to furnish more specific information
to examinees regarding their performance. Efforts are also underway to provide more uniform
guidelines for test administrators at outlying testing centers (branch offices of the Maine
Employment Security Commission). Accomplishment of these changes is due, in large part, to
the support provided by CETA employees.

An informational brochure was assembled which describes the application procedure in
common terminology. These pamphlets are made available to applicants to assist with their
efforts in obtaining State employment.

Preliminary arrangements have been made to participate in two major projects initiated by
the United States Civil Service Commission. One project will involve a functional job analysis of
accounting/auditing classifications utilized in State service. The other study relates to the
entrance-level social worker classification. Both studies are expected to provide updated
examination material as well as documentation regarding the appropriateness of those
dimensions selected for measurement.

As a result of studies and proposals to the State Personnel Board, through changes in the
Personnel Rules and operating policy, the Division has been able to reflect an increased
responsiveness to the needs of State agencies, employees and the general public.

Previously, the life of a particular Register (appointment list) was three years. Experience has
shown that keeping a candidate on the Register for this period of time resulted in undue lost
time in the certification process. It was determined that many candidates, upon certification to
an agency, were no longer available for employment for various reasons, such as relocation,
currently employed, etc. This resulted in excessive time in the selection process to fill vacant
positions as a result of providing additional candidates until the agency had the required
number from which to choose. Under the new rule a candidate remains on the Register for only
eighteen months, thus increasing the probability of their continued interest in State service due
to the shorter time span from entry on the Register to actual interview.

In the past, candidates have been referred to an agency in groups of three individuals on one
certification. For various reasons, such as those just cited, an agency might have to return to the
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Department for additional certifications. Now, six candidates are referred to an agency on the
same certification. This provides the agency with a broader selection, within the appropriate
priorities established by the Personnel Law and Rules, and in most instances, obviates the
necessity for the agency to request additional certifications. The savings effected and the
improved service to both agency and candidate are obvious.

A more definitive procedure of establishing priority of candidate referral to agencies has
been implemented as follows:

1. Layoff Registers

2. Agency Promotional Registers

3. Statewide Promotional Registers
4. Re-employment Registers

5. Open Competitive Registers

These priorities are consistent with the philosophy of promotion from within to encourage
career Public Service employees to achieve goals which will contribute to the effectiveness and
responsiveness of Maine State Government to the public.

Particular emphasis has been directed toward those employees in layoff status to assure that
they are returned to appropriate positions as they occur. A special order of referral of candidates
in this status has been constructed and placed in operation. This procedure guarantees State
employees every possible opportunity to return to their particular classification or to comparable
positions.

Other Changes Implemented. Also included in changes of the Personnel Law and Rules were
provisions governing vacation leave. Under the new provisions, an employee in probationary
status may use accrued vacation. Also, when an employee transfers to work under the
jurisdiction of an appointing authority different from his current agency, without interruption of
State service, accrued vacation credits may be carried to the new agency rather than liquidated.

An employee may utilize accrued vacation credits immediately prior to separation in lieu of a
lump sum payment. No additional accrual of vacation, sick leave or holiday credits shall be
earned during terminal leave.

Demotion. An appointing authority, with the consent of the affected employee, shall demote
a permanent or probationary employee in lieu of layoff. In such an instance, the employee shall
have his/her name placed on the layoff register and upon written request may be placed on the
re-employment register for the class from which he/she was demoted.

Promotional Examinations. This rule was changed to allow employees to be certified from
the promotional register although they have not completed a probationary period in the lower
classification.

Admission to Examinations. The Director of Personnel may accept late applications at his
discretion, if such acceptance does not impede the progress of establishment of an eligible
register.

Open-Continuous Examinations. The stipulation that the written portion of examinations
could not be retaken for a minimum period of six months from the date of the original
examination has been lowered to three months.

Re-Examination. Candidates who fail to achieve a passing score on an examination may be
rescheduled, if the classification is open to application and examination, after the time span
indicated:

1. Written—three months from the date of the original exam.

2. Performance: typing, stenography, data processing—one month from date of original

exam.

3. Physical aptitude and oral boards—the next succeeding series of the examination.

Statewide Promotional Register. Changed to read “all persons employed by the state . . . ”
Previously read “all permanent persons employed by the state . . . . This rule deals with the
establishment of the statewide promotional register.

Records and Authorization Division

During fiscal year 1975, the Records and -Authorization Division sent all of the records of
active State employees to be put on computer. This has given some useful information, and
hopefully, in the future, records will be completely computerized.

Working with the Maine State Archives Records Center, the Division is maintaining a more
efficient filing system. All records that have been inactive for ten years or more are being
segregated for storage at the Records Center. This will give more space within the office and files
will be more accurate and up-to-date.
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In cooperation with the Bureau of Accounts and Control, the Division has requested
agencies to submit personnel forms with one name to a form. This procedure will establish a
system of maintaining files by employee name. This change is expected ultimately to reduce the
number of filing systems.

Public Service Careers

The Public Service Careers program is a federally funded job training and placement
program for disadvantaged persons. In addition, it provides the entire training effort of the
Department of Personnel.

In fiscal year 1975, Public Service Careers met and exceeded its objective by placing 31
people in its employment program for disadvantaged individuals, an increase of 24%
over the previous year. Of those placed, 29 are still employed and performing satisfactorily. This
rate of retention is far greater than that associated with the normal competitive hiring system
and demonstrates the viability of a selective placement method of hiring in certain cases. This
method of placement does not significantly interfere with merit principles and practices since it
affects relatively few positions and only those at the entry level.

In addition to the placement and training of disadvantaged people, Public Service Careers
provided refresher and advanced courses in clerical skills to approximately 400 State employees
at a nominal cost to the employing agencies. These courses average S0 classtoom hours each.

During the year, Public Service Careers developed a training course in basic supervision
techniques for first-line supervisors. This course is specifically intended for Maine State Service
and addresses relevent problems. Forty people participated in its first offering in the spring, and
more offerings are scheduled for fiscal year 1976.

The program for fiscal year 1976 includes the placement of 40 disadvantaged people in State
service, training 400 State employees in clerical skills and training 200 first-line supervisors in
basic supervision.

In addition to their normal placement and training duties, the Public Service Careers staff
provided assistance to the Department of Personnel as needed in such other areas as
examination review, collective bargaining and fair labor standards.

Educational Leave Advisory Board

An Act to establish a Uniform Program for Educational Leave for State Employees was
passed by the Legislature and subsequently approved June 13, 1973, by the Governor.
Procedures were then established by the Board delineating the appropriate rules and regulations
governing application for Educational Leave and the appropriate processing thereof.

All Educational Leaves in excess of one week which involve expenditure of State funds must
be reviewed by the Board and approved if the candidate satisfies the criteria established in the
Educational Leave Guidelines. Leaves in excess of twelve months not involving expenditure of
State funds must also be approved by the Board. Leave for less than twelve months, with no
expenditure of State funds, may be processed in accordance with Rule 11.14 of the Personnel
Law and Rules governing Leaves of Absence.

During this fiscal year, forty-six applications for Educational Leave were approved by the
Board. Of this number, fifteen were approved, involving no expenditure of State funds; twenty-
two were approved with partial financial assistance, (either salary or tuition); and nine were
approved authorizing payment of both salary and tuition. Periods of leave range from weeks to
the maximum two full academic years. Type of study involved courses appropriate to both
vocational and professional career advancement in State service. This is in consonance with the
philosophy of the Educational Leave Act to encourage State employees to improve their skills,
thereby providing more efficient and effective services to the public.

The Board encountered some difficulty in administration as a result of the loss of two
members. The employee representative left State service on November 29, 1974; also, there was
the brief period between the departure of the Commissioner of Education and Cultural Services
and the appointment of a successor. However, a quorum was maintained, with the exception of
this brief period, thereby processing Educational Leave Applications prudently and
expeditiously.

The Board looks forward to continued effort in fiscal year 1976 in administering the
Educational Leave Act to assure optimum utilization of this legislation to benefit all concerned.
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FINANCES, FISCAL YEAR 1975:

DETAIL
STATE PERSONNEL BOARD General Spectal Revenue Funds Other
DEPARTMENT OF PERSONNEL Fund Non-Federal Federal Funds Total
RECEIPTS
Total Legislative Appropriation/Allocation $334,425 $5,000 $339,425
Departmental Operations 327,197 327,197
Transfers 7,228 7,228
Federal Grants
County & Municipal
Private Contributions
Sales
Services & Fees
Other
Unexpended Balance Brought Forward 4,405 4,405
Adjustment of Balance Brought Forward
TOTAL FUNDS AVAILABLE 338,830 5,000 343,830
Monies received and deposited to I l ”
the credit of the State
EXPENDITURES
Total Personal Services 292,393 292,393
Wages & Salaries 265,888 265,888
Retirement 26,505 26,505
Total All Other 39,962 4,769 44,731
Contractual Services 31,287 4,769 36,056
Rents
Computer Services 12,089 12,089
Commodities 8,675 8,675
Grants, Subsidies, Pensions
Transfers to Other Funds
Other
Total Capital Expenditures 3,862 3,862
Buildings & Improvements
Equipment 3,862 3,862
Purchases of Land
TOTAL EXPENDITURE 336,217 4.769 340,986
SUMMARY
Total Funds Available 338,830 5,000 343,830
Total Expenditure 336,217 4,769 340,986
NET 2,613 231 2,844
Unexpended Balance Forward 192 192
Unexpended Balance Lapsed 2,421 23 2,652
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STATE EMPLOYEES APPEALS BOARD

RICHARD G. SAWYER, CHATIRMAN

Central Office: 10 Elm Street, Augusta 04333 Telephone: 622-3188
Established: 1967 Statutory Authority: M.R.S.A., Title 5, Chapter 63
Average Number of Full-time Employees: Authorized Employee Level: N.A.

Total Expenditure, Fiscal Year 1975: $9,197

PURPOSE: The State Employees Appeals Board was established to resolve grievances of
employees of Maine State Government with their departments and agencies. Its primary
responsibilities are to mediate the final settlement of all grievances and disputes between
individual State employees, both classified and unclassified, and their respective State agencies,
except in matters of classification and compensation; and to subpoena and require the
attendance of witnesses and the production thereby of books, papers, public records and other
documentary evidence pertinent to such investigation; and to promulgate operating policies and
rules and regulations as necessary, establish organizational and operational procedures and
exercise general supervision.

ORGANIZATION: The State Employees Appeals Board was established in 1967 as an impartial
board of arbitration consisting of three members appointed by the Governor with the advice and
consent of the Council, for terms of three years. Members must be persons not employed by the
State of Maine who have established a background positively indicating a capacity to mediate
grievances between management and labor, one of whom must be an attorney admitted to law
practice in the State of Maine. Responsibility for investigation of unfair employment practices in
Maine State Government was formerly a function of the State Personnel Board. The Appeals
Board appoints a chairman from its members and employs such assistants as it may deem
necessary.

PROGRAM: During fiscal year 1975, the State Employees Appeals Board increased its case
load by 167% over the previous year. After collective bargaining is implemented, it is anticipated
that its case load will increase by 400%.

In the past six years of the Board’s existence, many grievances have been settled to the
satisfaction of all concerned without the need for a formal hearing, resulting in an improvement
of employee morale and in the relationship between the State employee and his administrative
superior.

FINANCES, FISCAL YEAR 1975:

STATE EMPLOYEES Genenal Special Revenue Funds Other
APPEALS BOARD Fand Non-Federal Federal Funds Total
Total Funds Available $9,200 $9,200
Total Expenditure 9,197 9,197
NET 3 3
Unexpended Balance Forward
Unexpended Balance Lapsed 3 3
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BOARD OF TRUSTEES,
MAINE STATE RETIREMENT SYSTEM

JOHN E. MENARIO, CHAIRMAN
WILLIAM G. BLODGETT, Executive Director

Central Office: State Office Building, Augusta 04333 Telephone: 289-3461
Established: 1941 Statutrory Authority: M.R.S.A_, Title 5, Chapters 101, 103
Average Number of Full-Time Employees: 34 Authorized Employee Level: 37

Total Expenditure, Fiscal Year 1975: $544,205
Organizational Units:

Accounting Division Retirement Claims Division
Group Life Insurance Division Actuarial Division
Social Security Division Medical Board

PURPOSE: The Board of Trustees, Maine State Retirement System, was established to provide
retirement benefits for retiring members of the System and their beneficiaries, disability
allowances for disabled members, and survivors of deceased members prior to the member’s
retirement; and to operate the State’s Group Life Insurance plan. The Board of Trustees is
responsible for the general administration and proper operation of the System according to law,
and of the State’s Group Life Insurance plan, Survivor Benefit Plan, retirement allowance
adjustments and the federal Social Security system as it applies to Maine's political
subdivisions.

ORGANIZATION: A jointly-contributory State Employees’ Retirement System of the State of
Maine, administered by a three-member Board of Trustees, was first enacted in 1941. The Board
was expanded to include five members in 1945 and to six members in 1947 when the Teachers
Retirement Board, originally established in 1923, was abolished and its functions were assumed
by the State Employees’ Retirement System. In 1949, the System was renamed Maine State
Retirement System, and in 1953, its Board of Trustees was assigned administrative responsibility
for the State’s Group Life Insurance plan, in conjunction with an Advisory Council on Group
Insurance. In 1967, membership of the Board was increased to seven members, and in 1972, the
Advisory Council on Group Insurance was abolished.

The present seven-member Board of Trustees, each member serving for a term of three
years, includes three members appointed by the Governor with the advice and consent of the
Council; one member elected by the Maine State Employees Association; one elected by the
Maine Teachers Association; one appointed by the Maine Municipal Association, who is a
member of the System through a participating local district; and one selected by the foregoing
members of the Board, who receives a retirement allowance through the System. The Board
elects a chairman from its membership and appoints an Executive Director to perform
administrative duties. A consulting actuary is employed under provision of the law, whose duties
are to make all computations of benefits and to determine what appropriation requests shall be
made of the Legislature to maintain the System in a solvent position. A Medical Board,
consisting of three physicians not eligible to participate in the System, is also provided for under
the law. This Board has a primary function of determining the validity of disability and service
incurred disability claims. Consultants are retained by the Board of Trustees for investment
custody and management, and for the investigation of disability retirement benefits.

PROGRAM: During the fiscal year ending June 30, 1975, there were 1,069 retirement
allowances processed under the Maine State Retirement System, as follows: State employees,
305; teachers, 513; local districts, 251. On the June 30, 1975, retirement allowance payroll,
12,070 individuals were paid retirement benefits (State employees, 4,471; teachers, 5,761; local
districts, 1,838). Total amount of benefits paid on this payroll were $3,776,451.54.
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MAINE STATE RETIREMENT SYSTEM
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Survivor benefit claims processed during the year totaled 37 (State employees, 22; teachers,
7; local districts, 8). As of June 30, 1975, thete were 627 individuals paid on the survivor benefit
payroll (State employees, 363; teachers, 143; local districts, 121).

Total reserves of the System as of June 30, 1975, were $190,474,230.17, an increase of
$86,842.01 during the fiscal year. Contributions to the System by the State of Maine on account
of State employees and teachers totaled $25,123,515.01, of which $12,365,095.00 was for
teachers and $12,758,420.01 was on account of State employees. Of the State contribution for
State employees, $739,163 was appropriated in addition to normal costs for those groups with
special retirement plans, such as the State Police, Inland Fisheries and Game Wardens, Marine
Resources Wardens, Forest Rangers, Prison Guards, and Liquor Inspectors.

Participating local districts made contributions of $6,080,308.26 on behalf of their
employees.

Members of the System contributed $22,241,103.87 during the year, of which $10,180,391.20
was contributed by teachers; $7,973,553.02 was contributed by State employees; and
$4,087,159.65 was contributed by employees of local participating districts.

Retirement benefits paid during the year totaled $44,817,112.17, including retirement
allowance adjustment payments (cost-of-living) of $9,802,983.18. These retirement benefits were
paid to the following groups: State employees, $14,965,339.42; teachers, $25,242,469.65;
participating districts, $4,609,303.10.

Payments to retired persons increased $6,815,823.36 as compared with the previous fiscal
year, due in part to a 5%2% cost-of-living increase granted to retired State employees, teachers
and certain retired employees of participating districts, and in part to an increase in the number
of retired persons.

Benefits paid during the year to survivors of deceased members totaled $1,165,766.45.

In October of 1974, the Board of Trustees engaged Northeast Bank N.A. of Lewiston and
Auburn to provide custodial services for the System’s investments. Contracts are in effect for
investment management services with three firms: Putnam Advisory Company, Inc. of Boston;
Alliance Capital Management Corporation; and Massachusetts Financial Services, Inc.
Investment performance measurement services and fiduciary advice is rendered to the Board by
the Corporate Financial Services Division of Paine Webber Jackson & Curtis, Inc.

The time weighted rate of return on investments during the fiscal year ending June 30, 1975,
was 11.9%, which compared with a return of -11.8% during the previous year. Following is a
report from the firm of Paine Webber Jackson & Curtis, Inc. which provides data on
performance measurement during the past three years.

MAINE STATE RETIREMENT SYSTEM
INVESTMENT PERFORMANCE
Time Weighted Rates of Return on a Fiscal Year Basis,

Year Ending June 30
Annual Compound
1975 1974 1973 6/30/72-6/30/75
Alliance Capital
Equity 10.12% -11.92% 0.29% —0.92%
Fixed 11.47% ~5.71% 4.51% 3.18%
Total 10.65% -9.78% 1.70% 0.50%
Putnam Advisory Co.
Equity 19.61% -13.85% -8.09% -1.79%
Fixed 9.96% -1.00% 5.21% 4.62%
Total 16.47% -10.00% -3.89% 0.25%
S&P/Alliance/Putnam
Equity 10.41% -19.40% -3.45% —4.93%
Fixed 5.00% -7.97% 4.18% 0.22%
Total 8.42% -15.57% -1.02% -3.24%
Total Maine State 11.88% -11.80% -1.10% —0.81%
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