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PROBLEM AND INVOLVEMENT

The increasing complexity of city government has
created demands for information which cannot be met
readily by existing data processing systems. The City
of Boston's personnel processing system is a case in
point. The bulk of personnel actions within the City
are performed with an almost countless variety of forms
flowing through a maze of paper networks.

The Office of Management and Budget (OMB) of the
City of Boston has recognized the need for a computer to
help with the processing of this information. OMB has
recognized that people can no longer process personnel
information and use it for evaluation purposes within an
acceptable period of time. An example is the Personnel
and Payroll Divisions of City Hall. The City's payroll
constitutes over 70% of its operating budget; yet the
Personnel Division requires days to answer relatively
simple management questions. Questions such as the
number of employees terminated or hired each month are
not easily answered. The reason for this is under-
standable since the personnel data for the 13,000 city
employees is kept in paper files which have to be

searched by hand.



The Personnel Division has been chosen to be
computerized first. The attack will be one of consoli-
dating as many individual forms as possible onto a
single form. The contents of this form could then be
placed in a computer's database to be accessed and man-
ipulated at high speed. The computer could develop
reports on the data in minutes, where days normally
would have been required.

The Office of Management and Budget has extended an
offer to software houses in the hope of receiving a bid
for a packaged software system. The decision has been
made to purchase a "canned" package since the City has
neither the time nor the resources to properly develop
its own set of computer programs.

Before a proper system can be designed and
implemented, the current personnel system must be under-
stood. Until now, however, no written documentation
explaining the flow of the personnel system had
existed. Each person within the system had to be told
what the proper procedure is for each particular process.
Fortunately, the personnel assistants in the Personnel
Division have been doing the job for so long, that they

can cope with any unusual situation.



An invitation was extended, upon request from MIT,
to several students to work with the City. The fruits
of each of the student's efforts would be a thesis for
the completion of their Master in Management degree.
This particular thesis will explore the pre-computer
personnel system, explain the job functions of the
individuals within the Personnel Division, and explain
the network of forms processing. It will also make
recommendations as to the ideal computer system which

technically could be implemented, and its operation.
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BOSTON CITY HALL AND SUFFOLK COUNTY

Boston City Hall is headed up by the Mayor and a
nine member Council. The Mayor's position is full time
while each of the Council's positions are only part time.
The Mayor has almost complete control over the personnel
of the City, however, (s)he has little control over the
County's personnel. Most of the County is dictated by
statutes and controlled by the courts, making its struc-
ture rather inflexible.

There are approximately fifty departments and offices
to perform all the tasks required of City Hall. Approx-
imately 23,000 people work in these offices and depart-
ments, representing the City of Boston's personnel. City
Hall, however, does not process the personnel require-
ments of all its employees. The Personnel Division with-
in City Hall only handles about 13,300 City employees.
The other 9,700 people are in the School Department, and
the like, which has its own independent personnel sector.
There is little if any communication between the two
personnel sectors.

Within the personnel structure of the City there
are two subdivisions of structure. They are civil ser-
vice and non-civil service. Of the 13,300 or so employ-

ees handled by the Personnel Division within the City,
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about 12,000 are civil service employees and about 1,300
are non-civil service employees. Civil service can be
imagined as a labor union, but it is run by the State of
Massachusetts. Civil service has standard proceedures and
practices which the employer, in this case the City, must
follow. All the practices and proceedures are dictated

by statute and therefore cannot be compromised. Civil
service requires its own forms to be used and returned

to keep checks on the following of proper proceedures.

The non-civil service employees are those individuals
who are appointed by the Mayor. They are employed by the
City at the sole discretion of the Mayor and so can be
terminated at any time, for any reason, by the Mayor.
About 1,300 employees are in the City's non-civil service
catagory.

The County has about 1,600 employees who are paid
by the City. In this document, the County will be bro-
ken down into two subsections, penal and non-penal. The
non-penal part of the County would include the courts
and the like. The penal sector operates much like the
civil service of the City, while the non-penal operates
like the non-civil service of the City; where the appoint-
ing responsibilities rest with the court judges.

Several of the City's departments are rather large

14



and therefore, contain several internal divisions. The
Administrative Services Department is one such example.
Within this department is the Budgeting Division, the
Purchasing Division, the Personnel Division, and so
forth. The Personnel Division is of importance here

since it processes the personnel forms.
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PERSONNEL DIVISION

The Personnel Division, within the Administrative
Service Department, is the entity charged with the
personnel responsibility of City Hall. It has the task
of communicating with civil service and with the
persconnel groups of each operating department in order
to process the numerous actions required on past,
current, and future employees.

Every department has their own personnel group.
The size of the group depends on the size of the depart-
ment. The groups have the duties of filling out the
appropriate forms for the origination of the actions to
be performed and to keep track of the employees within
their department. No action ever originates outside of
the personnel group level within the department. The
group 1is the sole sources generating forms to process
an action on an individual.

Each of the departments' personnel groups are under
the control of the department they operate in. The
salaries of the individuals of a personnel group in a
department are budgeted by the department, not the
Personnel Division. The Personnel Division, in fact,
has little direct authoritative control over any of the

personnel groups, except their own.

16



In a department such as Health and Hospitals where
many divisions exist due to its large size, 3,000
employees, the personnel group is large and has a
structure of its own. Along with their own structure,
they have many of their own internal forms for the
processing of internal actions. These departments may
present problems to the computerization effort because
of the necessary tailoring they will require.

The internal structure of the Personnel Division
is shown in the following exhibit. The principal clerks
receive the forms from the operating department's
personnel groups. The principal clerks must affix the
time stamp and ensure the proper personnel assistant is
handed the forms for processing.

The personnel assistants not only process the wide
variety of forms, but also they maintain a master index
of all employees, maintain a complete service record of
each employee by the employee's assigned department,
furnish verification of employment and other personnel
information to credit house, banks, Internal Revenue
Service and the like, confer with division heads or
assigned employees relating to personnel matterswithin
that department, assist in compiling statistical data

for reports and in preparing personnel material for
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budget estimates, compile monthly status reports on
personnel matters, and periodically types personnel
bulletins. Each of the personnel assistants handle
about 50 to 100 actions per day, where an action is
considered to be a process on a person.

The head clerk maintains the official personnel
quota list for the City of Boston and the County of
Suffolk, compiles and distributes the monthly tally
sheets for all City and County Departments, maintains
files of Labor Relation Agreements for use by the
Personnel Division, maintains coordinated and current
copies of all personnel Classification and Compensation
Plans for City and County employees, maintains the list
of positions by grade of all City positions and a
similar list for all County positions, provides assis-
tance to the personnel assistants, maintains records of
employees in temporary operations, provides clerical and
secretarial assistance to the Assistant Supervisor of
Personnel, maintains a list of management employees of
the City, under supervision of the Administrative
Secretary, assists in maintaining the division's
personnel fiscal and time records, and performs duties

in the absence of the Administrative Secretary.
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The principal clerks receive:and distribute all
forms to be processed or forms already processed by the
Personnel Division, affix the time stamp to all forms
and letters entering the Personnel Division, duplicates
the top copy signatures of the Director of Administra-
tive Services and the Supervisor of Personnel onto the
other copies of the processed forms, and check the
personnel assistant's initials.

The personnel analysts collect and analyze
substantiating data relative to position classifications,
review and revise position specifications in accordance
with changes in duties and responsibilities of the
position, perform job audits to accurately write position
specifications, check requests for establishment of
positions to determine the need and check such requests
for conformance to personnel policies and procedures,
prepare periodic reports of existing personnel conditions
in the various departments, maintain an up-to-date file
of job specifications, prepare replies to wage and fringe ben-
aefit surveys submitted by federal, state, municipal and
private agencies, make recommendations for appropriate
departmental staffing requirements, assist in conversion
of city clasgifications to the Municipal Classification

Plan, recommend appropriate classifications for City

20



positions, and may evaluate job content points of
positions to allow commensurate salary grades.

The Supervisor of Personnel is the head of the
Personnel Division and as the head, (s)he must sign all
the forms before they can be considered as final. The
other positions, which have not been mentioned, will not
really be referred to in this document and so will not

be detailed.
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PRE-COMPUTER PERSONNEL SYSTEM

22



INTRODUCTION

The most difficult aspect of the pre-computer
personnel system is the understanding of how information
is transferred. The knowledge of a certain event may be
conveyed with a phone call, a letter, one or more of
many forms, or even a shout across a room. There is no
written manual explaining what the prescribed action or
form of action is for any event. Therefore, before any
analysis can be made into the contéxt of use of a
computer in the personnel system, the personnel system
must be clearly and completely described. It is hoped
that with an understanding of current practices and
procedures, a computer system could be fashioned and
implemented with a minimum amount of discomfort.

The personnel system is divided into two major
sections, city employees and county employees. Within
the city employees structure there are still two further
divisions, civil service and non-civil service. The
county structure, however, contains mostly non-civil
service personnel. The two structures are described in
a greater amount of conceptual detail in the BACKGROUND
section of this document. Therefore, this section will
only present the specific details within each structure.

The reader then should be somewhat familiar with the

23



overall structure of the system and the role of the
characters within it.

The method of presentation of the existing system
will be conducted along the path of what happens when a
particular action is to be taken. For instance, what
happens when a person is fired, terminated, promoted,
and transferred are just four possible actions. A flow
chart will be presented for each action, as well as a
written description and the accompanying forms and/or
letters which are used. Almost all the forms and
letters will be present the first time they are mentioned.
Also, they have all be optically reduced by a factor of
1.5, except for the payroll sheet which has been reduced
by a factor of 2.1.

It should be noted that in the city cases of civil
service and non-civil service procedures for the same
event, two flow charts will be presented, one for each.
All subroutines are only lightly mentioned in the text
of each procedure, however, they are completely
discussed with the subroutines' flow chart and
associated forms at the end of the city section.

Although only flow charts for the city are
presented, the county can be directly adapted to them.

The Penal sector within the county operates exactly like

24



the City's civil service procedures except for two
changes. First, all the city forms are replaced with a
letter, but the civil service forms are still used.
Second, the Director of Administrative Services does not
sign any of the paperwork.

The rest of the county operates exactly like the
City's non-civil service procedure, except for the
following changes. The Director of Administrative
Services signs none of the paperwork. The Mayor has to
sign all pay increases, but (s)he does not sign any
promotion or hirings, even though it may involve more
money. This part of the county does its own vacancy
notifications and recruitments, therefore CASE 11 and

CASE 12 do not exist in the non-penal county.
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NON-CIVIL SERVICE HIRING (MAYOR'S APPOINTMENT)
CASE 1A: Pat Smith is to be hired for a non-civil service
position in a city operating department.

)

THE DEPARTMENT HEAD INFORMS THE OPERATING
DEPARTMENT'S PERSONNEL GROUP OF THE
INTENDED HIRING,

THE OPERATING DEPARTMENT'S PERSONNEL GROUP
COMPOSES A Letter STATING THE APPOINTMENT,
A
THE OPERATING DEPARTMENT'S PERSONNEL GROUP
SENDS THE Letter TO THE MAYOR'S OFFICE FOR
THE MAYOR'S SIGNATURE.,

SIGNATURE
OBTAINED?

THE MAYOR'S OFFICE RETURNS THE SIGNED
Letter TO THE OPERATING DEPARTMENT'S
PERSONNEL GROUP.

A
PERFORM

EMPLOYMENT FORMS

l

26




THE CITY CLERK ADMINISTERS THE OATH OF
OFFICE AND CERTIFIES THE SAME IN A Letter.

\

THE CITY CLERK SENDS THE Letter TO THE
CITY PERSONNEL DIVISION,

e

PERFORM
TIME STAMP

D

PERFORM
UPDATE PERSONNEL BOOK

C

Y

PERFORM
GENERATE CARDS

A

PERFORM
DISPERSEMENT

27




CASE 1A

All non-civil service hirings are performed with a
letter from the mayor's office, or a letter from the
department and signed by the Mayor. Therefore, this
type of hiring usually is referred to as a mayor's
appointment.

The procedure starts with the department head
informing his/her operating department's personnel group
of the intent to fill the position with a particular
individual. The individual has already been chosen
by some means and so is not of concern here. The infor-
mation is typically conveyed by work of mouth. The
operating department's personnel group was probably in-
volved with the selection of the person, and so is
familiar with who the person is, The group composes a
letter stating the appointment of the person, in this
case Pat Smith, and sends it along to the mayor's office.
The mayor will then sign the letter of appointment or
have the department notified of the disapproval. Usually
this is done by a phone call and the return of the letter.

If the appointment requires an oath of office, the
City Clerk has the responsibility of not only administer-
ing it, but also the writing of a letter stating its

completion. The following generalized positions require

28



an oath of office:

COMMISSIONERS

ASSISTANT COMMISSIONERS

DEPARTMENT HEADS

The letter of oath, if applicable, and the letter

of appointment are sent to the operating department's
personnel group. The group then sees to it that
Pat Smith completes the employment forms and the medical
examination. Next, all the forms and the mayor's letter
of appointment are sent to the city personnel division
where they are time stamped. The Personnel Book is ad-
justed, Employee and Personnel Cards are generated and
the forms and letters are dispersed to their proper
places. Pat Smith and the department head are notified

of the completion of the hiring procedure and the job

starts.
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CiTY OF BOSTON
OFFICE OF THE MAYOR

CiTY HALL BOSTON

KEVIN H WHITE
MANCR

February 31, 1977

Mr. Walter Merrill
City Auditor

Boston City Hall
One City tall Plaza
Boston, MA 02201

Dear HMr. Merrill,

Beginning February 31, 1977 and continuing until further notice, I
desire to provide compensation for Pat Smith, One City Hall Plaza,
Boston, Massachusetts, as a Pecreation Instructor, Parks & Recreation,
payroll number 123 at the rate of $200.00 weekly.

Sincerely,

Kevin H. White
Mayor

KW/ sb
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CIVIL SERVICE HIRING
CASE 1B: Pat Smith is to be hired for a civil service
position in a city operating department.

THE HEAD OF THE CITY OPERATING DEPARTMENT
INFORMS THE OPERATING DEPARTMENT'S
PERSONNEL GROUP OF THE INTENDED HIRING.

A
THE OPERATING DEPARTMENT'S PERSONNEL GROUP
FILLS OUT AN Appointment-Reinstatement AND
A Requisition FORM.

CIVIL SERVICE
LIST EXIST?

YES

THE OPERATING DEPARTMENT'S PERSONNEL GROUP
FILLS OUT A Provisional Appointment FORM,

%A

PERFORM
DEPARTMENT HEAD SIGNATURE

PERFORM (ij
j:) EMPLOYMENT FORMS

31
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PERFORM
TIME STAMP

)

PERFORM
VERIFY PERSONNEL BOOK

PROVISIONAL
EMPLOYMENT?

NO

PERFORM
PROVISIONAL SIGNATURE

F

PERFORM
FINAL SIGNATURES

Y

PERFORM
DISPERSEMENT

Y

PERFORM
UPDATE PERSONNEL BOOK

Y

PERFORM
GENERATE CARDS
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CASE 1B

The department head informs his/her operating
department's personnel group of the person chosen to fill
the civil service position. The group then fills out an
Appointment-Reinstatement form and a Requisition form.
Plus, if the person, Pat Smith in this case, is to be a
provisional employee in that position, a Provisional
Appointment form must be filled out.

For almost every civil service position, there is a
test. When an individual takes the test, (s)he is graded
and put on a list where position on the list depends on
the grade. There are rules, to be discussed later, as to
how a person is hired off the list. However, if no list
exists, as in the case of a new position where there is
no test, a person can only be placed in that position
provisionally. The employee cannot become a permanent
person in that position until the test is taken and the
hiring rules for the civil service list are followed.

When all the forms are completed, the department
head is asked to sign them. Pat Smith is then given the
proper employment forms, by the operating department's
personnel group, which (s)he is to complete. Also the
group arranges the necessary physical examination.

When all the forms are returned to the group in the
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proper order, they are sent to the personnel department
where they are time stamped. The operating department's
personnel group does, however, retain one of the two
yellow department copies from the Appointment-Reinstate-
ment form. This is used to keep track of pending
processes. The personnel book is verified and if the
employment is provisional, the Deputy Director of Person-
nel is asked to initial the forms. The forms are then
sent to the Supervisor of Personnel and the Director of
Administrative Services for their signatures. The forms
are then dispersed to their proper places.

When the personnel assistant receives her/his copy
of the Appointment-Reinstatement form, (s)he updates the
personnel book and generates the employee and personnel

cards.
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CITY OF BOSTON Avorror's Copy
APPOINTMENT —REINSTATEMENT

(To be vscd tor appointments with same position title, giade snd salary.)

DUEPAWIMENT. ... e e s DIvISION.............. b e DATE e .
To: Dinpcron or ADMINISTRATIVE SERVICES:

Subject to your approval (under the provisions of Clapter 3, Scetion 12, of the Revised Ondinances of
1947, a3 amended) the following appointment or reinstatement is hereby made.

Position Title Grade Salary
APPOINTMENT [1 RirnsTATEMENT (0 PERMANENT (0 TEMPORARY [J Provisional O Emercexcy 0O

If other than permanent insert peviod

ADDRESS

Is position newly created?.. ... ... ... If not, state name and title of previous incumbent including date

And reason OF IS BOIIMINMIIOIL . oo i it et iee et eb et e e e ea e e

Why is it nceessary to fill position?

Approved: Reviewed: .

To be effectiVe. oo e Approvel Recommended

...................... B o R R
Ueo. 14

All Eorms Must be Trannmitied 1o the Supetvisur of Personnol, Roons 030, City 1lall
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MASSACHUSETTS CIVIL SERVICE REQUISITION BLANK

(FILE SINGLE COYFY)

City or TOWN e
Department

Division

To the DIRECTOR OF CIVIL SERVICE
294 Washington St., Boston, Masachusetts 02108

I berchy r-«rlit‘ﬁ that T have the power of appointment and that there are no employecs entitled

b to reinstatement in this position (see General Laws, Chapter 31, Section 46G) and thorefore mo' .
requisition as follows:
Titde Of POSTLON (vt sr st sse s s saressaaera s Number of Vacancies .....
Salary Rete: $.ivinieiinnn POY i Temporary increase or bonus: $eeivieenens,

If roory or board furnished, to what extent: ... ... Meals

. Permanent .o TCIMPOTBTY rvrvviiencrnnnensan Milltary Substitute ...

A Full-tiine coooovccceorecssveenn. Part-time .. v Intermittent ..........

b Services to begin ... If temporary, to end ...

'8 If part-time or intermitlent state to what extent

5 If hours of employment are unusual state in detail

l« s position newly created? . If not, state name and title of previous incumbent ...

Resson for and date of termination .
Puties of position (state in detail) . ettt b e r e s b et sas et ann

(313 ST (If & particular sex Iw required a Division of Civil Service — Massachnsetts

11 license is required by State Department of Public Safety or by law, state kind and class ...ociecnineee

For Labor Service FPosition: 1, If heavy work indicate here []
2. If position is in Class 1I or IIl-see reverse side.

Signed ..coicieninnn

THIE et e

FILL. IN APPROPRIATE PARAGRAPHS REVERSE SIDE.
Requisition form not necceasary for transfer (use form 9) or for reinstatement (use form 10).

PTTTITC SN ST Y
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Te the DIRECTOR OF CIVIL SERVICE
294 Washingion St., Boston, Masachusetts 02108

Department heads may recommend any method proposed in the Civil Service Laws to fill o
position, the mare common of which are listed below. The method vou propose shruld be checked.
Request 1+ maude to fill vacancy on this requisition as follows: —
OFFICIAL SERVICE
APPOINTMENT
A. By holding an open competitive eXimiNAtion ..o a e esate s
(If you =elect this methad, you muast state under remarks (paragraph H) or by q'paxate

letter your reason for not filling the position by promotion within the department.) A de-
tailed statement of duties mmust he attached, Please use Forin 3u,

B. Ry certification from an existing list eatablished as a result of open competitive examinalion (7]

PROMUTION

. By ceriificaticn from an existing list cstablished by a competitive promotional examination (]

D. Py holding a e-mpetitive promntional examination open to the grade below in the Offisial
Service, or 1o successive grades below until a suflicient number to hold & comprtitive exam-
fnation 18 obtained v s e e (]

K. By holding w deputmentad promotional examination to fill a position which must be in the
lowent wrade in the official serviee, ns determined by the Direetor. Please refer to G. L. ¢, 31,
8. 158 for the optiens pm\uh «d for: set forth under REMARKS which option vou have

selected . 0
F. promotion, subject to a quuhfymg examination of the fo“ommz named person who is the

(;‘lRSI‘ SECOND, THIRD) . oldest employee in length of service and has been

employed for at least three ycar next lowest grade ... O

.. Title of present posilien .....
Present nmt\r' rate: $ . pvr Temporary increase or bonus S
If room or board furnmhed to what extent s MeBlS .

Note: If it is desired to fill vacaney on the requisition by a TEMPORARY TRANSFER
pending a permavent promotien, transfer forms should accompany this request. (This
doea not apply in the case of Labor Service promotions.}

LABOR SERVICE

G. This requisition shouid 1nclude under Title of Position any present rating or ratings that are
retained. The ducies set forth susi cover ali rutings. Ii any rating or ratings are to be dis-
continued. plesse el forth thin fuct under remarks purmzraph H).

I herehy certify that I have pl)‘d (-d % PROMOTIONAL RULLETIN for five working duys prior
to filing thia requisition, (G.L.C. 31, S, 8) Date of posting ....oevivivnivinnnnnneesnnrne

Exact place 0f postilif e i PRSI

CHECK WHICH ONF OF THE FOLLOWING APPLIES.

1. As a result of said posting T request the promotion of the following named person who {a
one of the three ollest employees in the lower grade, in poiut of seniority in the labor aervlce.
having the required qu.uhnmums and willing Lo accept such position. Name
Title of prexent pogition . .

fiot

Name ..

2. Asa result of said posting the s
the position, and | request cernﬁmtlon {rom the eligible

REMARKS
H. QOther request or remarks

Signed
Title

ANSWER QUESTIONS ON REVERSE SIDE

IR T VTR 2
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CiITY QOF BOSTON

ONE CiTY HALL SQUARE
BOSTON, MASS 02201

ADMINISTRATIVE 726-4698
SERVICES DEPARTMENT
PERSONNEL DIVISION ROBENT A FHEELEY
SUPERVISOR

Mr. Wallacce Kountze

Personnel Administrator

pivision of Personnel Administration
One Aczhburton Place

Boston, !Massachusetts

Pear Mr. Kountuze:

This is to notify vou that 1 have made a provisional
appointuent of the person nawed below. I have forwarded a
copy of this lctter to the City Auditor and to the Treasurer.

Title of position

hate ol requigition

Vel-Nonvet  Date of cmploviient

Social Security #

The above is a replacement of the following named
person anpointed under requisition dated

Name Date of tecrmination

Very truly yours,
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NON-CIVIL SERVICE PROMOTION
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CASE 2A: Pat Smith of the operating department is to be
promoted within that department. (S)he is a non-

civil service employee.

IN THIS CASE, PAT SMITH MUST BE APPOINTED
TO THE NEW POSITION, A TERMINATION FROM THE
OLD POSITION IS PERFORMED AUTOMATICALLY
WHEN THE APPOINTMENT PROCEDURE 1S
COMPLETED, SHouLD AN ERROR occur DURING THE
NEW APPOINTMENT, PAT SMITH'S OLD POSITION
IS NOT AUTOMATICALLY TERMINATED.

39



CASE 2A

Non-civil service employees are never promoted in
the sense that the word promotion implies. The word
suggests that the employee remains an employee and merely
assumes the duties of a higher position. In affect, non-
civil service promotions are accomplished by a new
mayor's appointment to the position and a termination of
employment from the old position. Generally speaking, the
termination is performed automatically when the new

appointment is made.
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CIVIL SERVICE PROMOTION (PROVISIONAL)

CASE 2B1: Pat Smith of the operating department is to be
provisionally promoted within that department.
(S)he is a civil service employee.

THE HEAD OF THE OPERATING DEPARTMENT
INFORMS THE OPERATING DEPARTMENT'S
PERSONNEL GROUP OF THE INTENDED PROMOTION,
THE OPERATING DEPARTMENT'S PERSONNEL GROU
FILLS OUT A Change In Status, A
Requisition, AND A Provisional Promotion
FORM.
PERFORM
DEPARTMENT HEAD SIGNATURE
PERFORM
TIME STAMP
PERFORM C
VERIFY PERSONNEL BOOK
PERFORM
PROVISIONAL SIGNATURE

41



l

PERFORM
FINAL SIGNATURES

A

PERFORM
DISPERSEMENT

A

PERFORM
UPDATE PERSONNEL BOOK

Y

PERFORM
PERSONNEL CARD

‘

PERFORM
EMPLOYEE FILE

42




CASE 2Bl

If an employee, Pat Smith in this case, is to be
promoted into a civil service position for which there
is not a list, the promotion must be provisional. This
is in keeping with the fact that there are specific
civil service rules which must be followed in order to
place someone in a permanent civil service position.

The head of the operating department starts the
process moving by telling the operating department's
personnel group of the intended promotion. The group
then fills out a Change In Status form, a Requisition
form, and a Provisional Promotion form. The department
head is then asked to sign the forms. When signed, the
operating department's personnel group forwards the
forms, except for one of the two yellow Change in Status
form copies, to the personnel department where they are
time stamped. After the time stamp, the Personnel Book
is verified. The forms are submitted for the provision-
al signature, which is actually just initials, for the
final signatures, and then dispersed to those appropriate
places.

When the personnel assistant received her/his green
copy of the Change in Status form, (s)he updates the

Personnel Book, the Personnel Card, and the Employee Card.
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When the operating department's personnel group receives
their second yellow copy of the Change in Status form,

the department head and employee are notified of the

completed promotion.
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Ntoprop’s Cory

CITY OF BOSTON
CHANGE IN STATUS

DEFARTMENT i DvistoN L . DaTtE. .

To: IMRECTOR 0F ADMINISTRATIVE SERVICES:
Subject to yvour approval (under the provisions of Chapter 3, Seetion 12, of the Revised Ordinances of
) Pl i } f
1947, as amended) 1 hereby recommend the following change in status.

4 NaME . e, ISP RPN IR SRR

? ADDRESS ..

;

4 PerceNt Position TrTee.. 0 [T e

g PRrovOSED POSITION TITLE... . i e e e

\ PresENT COMPENSATION -—— GRADE ... . . . ... COLUMN..... ... o .. SALARY &

‘j Prorosed COMPENSATION — GRADE. . v CoLuMN. L ..Savany &

v’ Is posttion newly created?.. ..} not, state name and title of previous incumbent including date
and rveason of his termination .

E

4§ Why is it nceessary to fill position?

E
F
4
A
W
X
"
%
‘ [
e m(‘hmgaojl)qm ......................
Approved: Reviewed:
To be effective . ... ... Approval Recommended
Darector of Adiministrative Sarvicss Supaviner of Pereownad
All Yorms Must fie Transntitred to the Supervivos of Pensonnel, Roonr 610, City 1l
GEN. 18
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Forma 15A. 10M-12-73-003713

f MASSACHUSETYS CIVIL SERVICE

Provisional Promotion Form
(G. L. Ch. 31, Sec. 15F, as amcnded by Ch. 652 of the Acts of 1968)

Department ...

Pt

DIVISION ..o v i
E DB oo
Soctsl Security
Number
’i Name of Employce e e
Effective
Yosition to which provisional promotion is requesled: — Date ..
,ﬁ Salary
: THO oos e = oo et e e e e e e e

Title of permanent pusition from which promoted:

¥ One of the following paragraphs must be completed including signature. If an appointing authority is not
g cerfain that a position is or is not in the next higher grade, in order to prevent any delay ia processing the
A request, ho should complete paragraph 2.
i 1. Provisional Promotion is requested of the above employee. The position to which promotion is re-
";I gucsted is da the neat higho gade.

Signature of Appointing Autherity

2. Provisional Promotion is requested of the above cmployee. The position to which promotion is re-
quested ds not in the next higher grade.

{a) Statement of sound and sufficient reason why provisional promotion will ba for public good:

+ (b) T hereby certify there is no employoo in next lower gradn qualificd and willing to accept.

Signature of APPOINtInG AWROTEY oo it b s e

Corresponding Number:

T TR R I 1O L N R T T A RS 1Y e
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CIVIL SERVICE PROMOTION (PERMANENT)

CASE 2B2: Pat Smith of the operating department is to be
permanently promoted within that department.
(S)he is a civil service employee.

S

THE HEAD OF THE OPERATING DEPARTMENT
INFORMS THE OPERATING DEPARTMENT'S
PERSONNEL GROUP OF THE INTENDED PROMOTION.
\
THE OPERATING DEPARTMENT'S PERSONNEL GROUP
REQUESTS CIVIL SERVICE FOR THE APPROPRIATE
Civil Service Certification List,

\
THE OPERATING DEPARTMENT'S PERSONNEL GROUP
LOCATES PAT SMITH'S NAME ON THE LIST,

IS PAT SMITH
AMONG THE TOP THREE?

THE OPERATING DEPARTMENT'S PERSONNEL GROUP
FILLS OUT AN Authorization Of Employment,
A Change In Status, AND A Requisition FORM.,

47



|

BACK TO CIVIL SERVICE.

THE OPERATING DEPARTMENT'S PERSONNEL GROUP
SENDS THE (Civil Service Certification List
AND THE Authorization Of Employment FORM

Y

PERFORM
TIME STAMP

C

¥

PERFORM
VERIFY PERSONNEL BOOK

C

Y

PERFORM
FINAL STGNATURES

Y

PERFORM
DISPERSEMENT

] N

Y

PERFORM
UPDATE PERSONNEL BOOK

\

!

PERFORM (:;
PERSONNEL CARD
PERFORM
i:) EMPLOYEE FILE <:k

\
STOP
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CASE 2B2

In the case of a permanent civil service promotion,
the employee must be among the top three accepting can-
didates on the appropriate civil service list. Therefore,
after the department head informs the operating depart-
ment's personnel group of the intended promotion, the
group must ask civil service for the Civil Service Cer-
tificate List. Once the group has the list, the employee,
in this case Pat Smith, can be located and her/his list
location evaluated. If Pat Smith is not "reachable",
another person has to be chosen.

If Pat Smith is eligible for selection, the opera-
ting department's personnel group fills out an authori-
zation of employment form, a Change In Status form, and
a Requisition form. The group sends the civil service
list back to civil service with the authorization of
employment after the department head has signed all the
forms. The other forms, except for one of the two yellow
Change in Status copies, are sent to the Personnel
Division where they are time stamped. After the time
stamp, the Personnel Book is verified, the final signatures

obtained, and then dispersed to their proper places.
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When the personnel assistant receives her/his green
copy of the Change in Status form, (s)he updates the
Personnel Book, Personnel Card, and Employee Card. The
operating department's personnel group notifies Pat Smith
and the department head when they receive their second

vellow copy.
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such bine ond impriscnment
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AFPOINTING AUTHORITY Signature

PLEASE TYPE OR PRINT

52

NAME

TTLE

g bl g

rapesery

A T

e




I S TR O T e S  C AR e VAR de s -

Coty o TTuvan

1 1 COMMONWEALTH OF MASGACHUSLTTS D ent
LIVISICN G CIVIL SCRVICE Divgaen

RUTHORIZATION OF EMPLOYMLIT D

Ko

;
POLHE APPOINTING G il R
: Anthionty 1s hen by piven oo 61 the posttion a=t forth in your requisition of e . R . Loby onn
L from atache 3 cettification in wocondence withs the dastrustisns which eppear thercon
DESCRIPTION OF POSHION 10 Bil HILLED

Title of Pesition L P . . D o . Numher of Vacancies
E Salary Bate $ . pt .. Temporaty increase or bonus: § .. .. R . Cgur
k 1F eoom or hoard faraiched, to what exrents e Meals Roams
4 Permanent . T . Tcmpnury e Y0 Lo . Mihury Substitute

Full time . . . cee o Pant lirnc T FO Intesmittent

Dire tor of Civil Service

h:

To the Directer of Civil Servive:
Bave seiected foc vy

W ALIDRESS O
MBI R AROVE AN OF EACH AlFOL

WATE OF Nt

AH(H\II‘)(H(\')[WI“
B CLE AT A0 S Al \n.wl\ . [

el © yy owely need 1 '

nnder peales o e el hm pot gl and bave not weeed e
.

“, e snod appomter bty
el to the bt of my vt other person by o serced W pay s bose s er athier thing
Loy it e e G Ponibt Gl iy et b cered s secn U appoentaent wath te et
e b that, ander the Cral Sonvece Fass aped T sppeetas b ane oo d s Latloasy
IRNTHUE nl gt toenty e sobaect i prols o e ob s e et e wontha dor pedice oo
Foongen g wpponennats e ot b eveonh the b e e
Mty cubedaute gppoaitineat wla b G i o o g TR0 A of B s v o

e

4

k

b e e i

A

4 wrwmer e nee e  m——— - e ot 4 b h A el —— s 4 - Py .

4 g

i

e N D . ! . e
: |

R I - : i L
4

3 JPUR - —

*Sce reverse of this form

If fess than the number of vacancies rrquasted are Rlled by appointment on this
forni aud a-Hmoml fmm; required, <hr.l here. Send additional forms

1 qpmnwe is m mxhnry scrvncc smemm( to du\
cficet should be made

Signed . . .
Apprintmeats 1o bbor e vl show Cival Service (Offcer autharacd by 1sw bo mabe sppointments)
“:pl.u(mn 'un'lw |n\n‘| ot \h ¢ of birth.

Al coples st be propely filled oat, retmned to (h- Dl ision of Civll Serviee o appunctU by it before th - Auditor will suthorze oy et of
mobary, Plee Ble ooty corly cnepeh o elimdnate thee ncesaty o sathl Hine oy

D R VTN STt THTTR B R B M P D TR e £ W AT ST 4 R T T

B st ot Lot SOl e kL

53




R T o

e e AR S Ly R L L R T o R IS TP ST S

»
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EMENT LEQUIRFD BY TAW 1 THE PERSON APPOINTED OR PROMOTIH) ¥S OFHER THAN THE
FERSON WIHWE NAME APPEARS HIGHEST ON tHE LIST WHO IS Wi LN 10 ACCEPT.
. 5DONOT LiS, THE SAME OF ANY PRHSON OTHEH AR THE ONE SELELID FOR AVYOINTMENL.
A Or By i S E LD WEANON 1O ATTOINTING O FROMO TG S0 PERSON o
FOR ARSI T WHO 1S
NOT RIS 0N ik BT O apee dnantbeient, v wedbitionul shero
E
#
%
A
i
(Signed)
(Offfcer authorizel by law te make appointments)
(Title)
Gttt TV R T P I T T R T R
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NON-CIVIL SERVICE TRANSFER

CASE 3A: Pat Smith of the first operating department is
to be transferred to the second operating
department. (S)he is a non-civil service
employee.

IN THIS CASE, PAT SMITH MUST BE APPOINTED
TO THE NEW POSITION BY THE SECOND OPERATING
DEPARTMENT'S PERSONNEL GROUP. THE
APPOINTMENT MUST BE OBTAINED FROM THE
MAYOR. A TERMINATION IS PERFORMED
AUTOMATICALLY WHEN THE APPOINTMENT
PROCEDURE 1S COMPLETED. SHouLD AN ERROR
OCCUR DURING THE NEW APPOINTMENT, PAT
SMITH'S OLD POSITION IS NOT AUTOMATICALLY
TERMINATED,
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CASE 3A

Just like in the case of a promotion, non-civil
service employees are not directly transferred. They
must be appointed by the Mayor to their new position

and terminated from their old department.
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CIVIL SERVICE TRANSFER

CASE 3B: Pat Smith of the first operating department is
to be transferred to the second operating
department. (S)he is a civil service employee.

THE HEAD OF THE SECOND OPERATING DEPARTMENT
INFORMS THE OPERATING DEPARTMENT'S
PERSONNEL GROUP OF THE INTENDED TRANSFER.

\
THE SECOND OPERATING DEPARTMENT'S PERSONNEL
GROUP FILLS OUT A Transfer Of Employee,

AND A Civil Service Transfer FORM,

\

PERFORM
DEPARTMENT HEAD SIGNATURE
\
ALL THE FORMS ARE SENT TO THE FIRST
OPERATING DEPARTMENT'S PERSONNEL GROUP,
Y
ALL THE FORMS ARE TAKEN TO THE DEPARTMENT
HEAD FOR A SIGNATURE ON EACH FORM,

SIGNATURES
OBTAINED?
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|

ALL THE FORMS ARE TAKEN TO PAT SMITH FOR A
SIGNATURE ON EACH FORM.

SIGNATURES
OBTAINED?

ALL THE FORMS ARE SENT TO THE SECOND
OPERATING DEPARTMENT'S PERSONNEL GROUP,

[

PERFORM
TIME STAMP

v

PERFORM
VERIFY PERSONNEL BOOK

PERFORM
FINAL SIGNATURES

A

PERFORM
DISPERSEMENT

58



l

NOTE: THE Personnel Card AND OTHER MATERIAL
HAS THE CHANCE OF BEING IN TWO PERSONNEL
ASSISTANTS' HANDS. THIS WILL HAPPEN WHEN
THE TRANSFER INVOLVES TWO DEPARTMENTS NOT
HANDLED BY THE SAME PERSONNEL ASSISTANT.
THEREFORE, WHEN THIS OCCURS, THE TWO
PERSONNEL ASSISTANTS TALK TO EACH OTHER AND
PASS OVER THE PROPER DOCUMENTS. THIS IS NOT
DIFFICULT DUE TO THE VERY CLOSE PROXIMITY
OF ONE ANOTHER.

PERFORM
UPDATE PERSONNEL BOOK

A

PERFORM
PERSONNEL CARD

Y

PERFORM
EMPLOYEE FILE
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CASE_3B
In the case of a civil service transfer, it is
assumed that the employee, in this case Pat Smith, will

be occupying the same type job as before, but in a
different department. If a transfer is desired, but to

a different position as well, a civil service promotion
must also be performed with the rules of the civil service
list adhered to.

The process starts with the head of the department,
which Pat Smith is transferring into, informing his/her
operating department's personnel group of the intended
transfer. The group fills out a Transfer of Employee
form and a Civil Service Transfer form. The department
head is asked to sign the forms and then they are sent
to the operating department's personnel group of the
department which Pat Smith currently works in. That
group first asks their department head to sign them.
Whether or not the department head's signature is ob-
tained makes no matter in the transfer process. It is
done more out of courtesy than any other reason. Next,
the group asks Pat Smith for her/his signature on the
forms. After the signature is obtained, the forms,
except for one of the yellow copies of the Transfer of

Employee form, are returned to the original operating
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department's personnel group who passes them on to the
personnel division where they are time stamped. The
Personnel Book is then verified, final signatures ob-
tained, and the forms are dispersed to their proper
places.

When the personnel assistant receives her/his green
copy of the Transfer of Employee form, (s)he updates the
Personnel Book, Personnel Card, and Employee Card. The
Personnel Card and other material has the chance of being
in another personnel assistant's care because each
assistant handles certain departments. If this is the
case, the cards and such are just passed from one
assistant to the other. When the operating department's
personnel group of the department Pat Smith is being
transferred to, receives their second yellow copy of the
Transfer of Employee form, they notify Pat Smith and the

department head of the completed transfer.
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‘-M:,.’ CITY OF BOSTON

S TRAMNSFER OF EMPLOYEE

femra
N

s CTo be ptted vt By depurtment o which cmployeo is being teannferved)
DEPAREMENT . . - AR
DpareMerr Aburess. . PP OIS PRUP PR e e e

_i To:
Dinecron oF ADMINISTRATIVE SERVICES!
Subject to vour approval (under the provisions of Chapter 3, Section 12, of the Revised Ordinances of

e
g 1947 as amended) 1 hereby recommend the following transfer.
3 NAME OF EMPLOYEE........... . . e e e
E
ADDRESR. ..o BTSRRI e e
FROM TO

]
4 DEPARTMENT... ... i, DEPARTMENT.. o, e

Position Trwk. ... IS s v PoOSTTION TUPLA. . e e
4 )
y COMPENSATION --- Ciiabit, o Satanry . CoMprNgATION — Girane L L SALAGY. . ...
g Phore tsast be given bolow 4 compl-ta statenent of the tenon or conditims warrunt .oy the proposed transfer.

Officer in Charge of Department
Approved: Reviewed:
q  To be eflective....... s Approval Recommended
‘ * Direclor of Adminulrative Scrvices .Supcruumn[l'rnnnnel ..............
,1 All Forms Must Bo Transmitted to the Superevisor of Personnel, Room 60, City Hall
Qnw. i8
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City (and Town) Service:s To he Gtled oot ia quadenpbeate ond all forng sent to Division of Civid Seevice, H local officiale
require o copy, one extia copy ~houtd be forwerded 1o alis oftiee,
Staie Service: Fill ont one copy onls and attach to Givil Sepviee copy of forme scnt 10 Comusission on Admini-tration and
Finanve, Do vot ase this term bor cange in classifioation ta a positean in ahic e zrade o for n position basag sabatun-
tinkly dissinsitir requirements for op traent in the Laba: Servico, whethor of nanent or temporary patuie, inasprach
as the preseribed promovonad procedure must be followed in such instances.

-_ N SSACIHUSETTS . SERVICE
Administeation and Fro 8 MASSACHUSETTS CIVIL SERVICY

N QT 1Y e TQ AN

KegnNa, REQUEST FOR TRANSFER
Vo the DIRTCTOR OF CIVIL SERVICE City or Toun

State House, Bosten, Mascochisetts Date

Regucstis made for approvad of the permanent or temporary transter of

Naume . . IO . . YAffective
PRESENT PLEMANENT POSITION FOSITION TO WIHTCH TRANSFER IS PROP(
Departiment e e Department
Division I . Division
Vitle: . . . Titte: L L e
Salary: & per . Sulary: § . per .
‘Pemporary increase or bonuy § per Vemporaty inceease or hunns § per
I ranm or bownd fornished meals Tooms It romn ot board furnished meals .. rooms
Full Tine Part Time Lot rmittent Recuirent Services: Permancnt “tewmporary M reaporary,

Dutes (Aetued dutiex most be wtared in detail. Cont.on oher state period for wlach transfee is gequested

side ot fornn if pevessary.) Full- Fime Pare Fime Intermittent e mireat
Ml aub
Dutiee (Aetual duties nont be stated in detail. Cont. on other
side of form if necessany.)

APPROVED

DIVISION OF It position newls
CIVIL SERVICE s position newly
name af previous incomhent

ated? . . T not, state the

8y - Date ot termination of service

and reasen for spme

Reason why this transfer is for the public goad

Signature of officer nuthurized by Low to make
appointments (in departmeat tequenting tranater)
Title .

I hereby consent to the transter of
Stgnature of officer authorized by Tavw to ke
appointments (in departeent in whndh craplovee has permanenr statae

Tule

I consent to this trausfer. 1 understand that my seniority s not afected by a4 temiperary transfee but is affected by a

permanent transter from a position in one departnient or division ta 4 position in avother depastment or divicion,

Signature of Employe:

IOPIIFRC TSI
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NON-CIVIL SERVICE LEAVE OF ABSENCE

CASE 4A: Pat Smith of the operating department is going
to take a leave of absence. (S)he is a non-civil

service employee.

PAT SMITH INFORMS THE OPERATING
DEPARTMENT 'S PERSONNEL GROUP OF THE
INTENDED LEAVE OF ABSENCE.,

THE OPERATING DEPARTMENT'S PERSONNEL GROUP
COMPOSES A Letter STATING THE LEAVE OF
ABSENCE .

PERFORM
DEPARTMENT HEAD SIGNATURE
Y
THE OPERATING DEPARTMENT'S PERSONNEL GROUP
SENDS A COPY OF THE Letter TO THE AUDITING
DEPARTMENT AND THE PERSONNEL DIVISION, AND
RETAINS THE ORIGIONAL.
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CASE 4A

Except in the case of a maternity leave, a leave of
absence does not have to be granted for non-civil service
employees. The leave of absences are at the discretion
of the department head. Any and almost all non-civil
service leaves are accomplished by a letter to the
Auditing Department and the Personnel Division stating
that a leave of absence is going to take place and so the
person's pay check should be stopped. Extended leave of

absences are infrequent.
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CITY OF BOSTON
3 PARKS AND RECREATION DEPARTMENT
ONE CITY HAIL SQUARE
; BOSTOM, MASS. 02201
. PETEH G MFARE KEVIN 1. WHITE
Commissinnes Mayor
F
a April 1%, 1977
g
]
p To: Auditing Department
City Halli, Room M-4
Pat Smith, 1234 South Court, Allston has
beon granted Leave of Abaence Without Pay starting
4 May 1, 1977,
i !
f Sincerely,
i Jerry Biown
] Commissioner
g
A
3
3 .
k.
IR o i s ke T i M bt L ot T i Rt L o e R A i
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CIVIL SERVICE LEAVE OF ABSENCE

CASE 4B: Pat Smith of the operating department is going
to take a leave of absence. (S)he is a civil
service employee with a permanent title. A
leave of absence can only be given on a
permanent title, not a provisional one.

PAT SMITH INFORMS THE OPERATING
DEPARTMENT'S PERSONNEL GROUP OF THE
INTENDED LEAVE OF ABSENCE.

y
THE OPERATING DEPARTMENT'S PERSONNEL GROUP
FILLS OUT A Leave Of Absence AND AN

Absence And Termination Notice.

¥
PERFORM
) DEPARTMENT HEAD SIGNATURE (

f
“i) PERFORM <::
TIME STAMP
Y

i:> PERFORM
FINAL SIGNATURES

\

PERFORM

DISPERSEMENT

l
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l

THE PERSONNEL ASSISTANT MARKS THE

Personnel Book WITH A VAC TO INDICATE A
TEMPORARY VACANCY,

Y\

PERFORM
PERSONNEL CARD
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CASE 4B

Only a maternity leave has to be granted. Requests
by an employee for a leave of absence for any other
reason could be turned down. If a leave is granted,
it must be renewed every year or the individual is
terminated. Also, a civil service employee can only
take a leave of absence on their permanent title. If
they are a provisional employee, a leave cannot be
granted, except for maternity. If, however, they were
provisionally promoted to their current position a leave
can be granted on the permanent title they hold.

The process starts with the employee, Pat Smith in
this case, asking the operating department's personnel
group for a leave of absence. The group would normally
talk with their department head first, seeking approval
or disapproval. If the department head is in favor of
the leave, the operating department's personnel group
fills out a leave of Absence form and an Absence and
Termination Notice. The department head then signs the
forms. The forms, except for one of the two yellow
copies of the Leave of Absence form which is retained,
are passed to the personnel division where they are

time stamped. The final signatures are then obtained

and the forms are dispersed.
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When the personnel assistant receives the green
copy of the Leave of Absence form (s)he marks the
Personnel Book with a VAC to indicate the temporary
vacancy in the department. Pat Smith's vacancy can only
be filled on a temporary basis. The personnel assistant
marks the Personnel Card with the leave information,
but does not touch the Employee Card. When the operating
department's personnel group receives their approved
vellow copy of the Leave of Absence form they inform the

department head and Pat Smith of the process completion.
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DerarTMENT Cory
CITY OF BOSTON

LEAVE OF ABSENCE

DuEratameNy, e IvisIoN e s DATE. ...
To:
Dnekcron or ADMINISTRATIVE SEAVICES,
i Subject to your spproval (under the provisions of chapter 3 section 12 of the revised ordinanc s of
; 1447, na minended) T herehy recommend the following leave of absence 1o be effective .
{Date)

' Iixpiring

E
9 ‘
INAME OF JoMPLOYEE. .. ocio ooe o oottt et e et et et e st e e eh et et s i es et et e et ea s oa e tnas e s bt e ae e b es et ben e
A DDRESS o oo e e et bttt e e
k Postrien TiTee
3 CoMFENSATION --- GRADE.
“J
4 1 Luave oF ApsEnck Wrtnour Pay
{3 TLrave or Amsence Wira Pay
X There muet be given belaw a eomplete statement of tho reason or conditions warranting the proposed leave of sbsence.
» -
K
E
k:
£
5]
3
ke
k.
-
Officer in Chargs of Departmendt.
Approved: Reviewed:
To be effective ... ... o Approval Recommended
Supervisor of Personnel
Afl Form. Must Be Transmitted to the Supervisor of Prasonnel, Room 610, City Hall
G 31
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NON-CIVIL SERVICE REINSTATEMENT

CASE 5A: Pat Smith took a leave of absence from the
operating department and would now like to be
reinstated. (S)he was a non-civil service

S

PAT SMITH INFORMS THE OPERATING
DEPARTMENT'S PERSONNEL GROUP OF THE
INTENDED DATE OF RETURN.

employee.

THE OPERATING DEPARTMENT'S PERSONNEL GROUP
COMPOSES A Letter REQUESTING THE INTENDED
REINSTATEMENT,

\
PERFORM

DEPARTMENT HEAD SIGNATURE
y
THE OPERATING DEPARTMENT'S PERSONNEL GROUP
SENDS A COPY OF THE APPROVED Letter TO THE
AUDITING DEPARTMENT AND THE PERSONNEL
DIVISION, AND RETAINS THE ORIGIONAL.
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CASE 5A

If a non-civil service employee, in this case
Pat Smith, was granted a leave of absence, then all that
is required to reinstate her/him is a letter to the
Auditing Department and the Personnel Division stating
the continuation and signed by the department head.
Since the Personnel Book and other items have not been
affected, they do not have to be re-worked. Any person
who is temporarily filling the vacancy should be termin-

ated.
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CITY OF BOSTON
¥ PARKS AND RECREATION DEPARTMENT
: ONE CITY HALL SOUARE
, CONDITAD
Ity 00 DOSTON, MASS 02201
SN

f PEATR G, MFADI KEVIN W winTg

Commistingor Mayor
9
b May 20, 1977
4
4
4 To: Auditing Department
; City llall, Roor: M-4
¥

Pat Smith, 1234 South Court, Allston has
terminated her Leave of Abscnce Without Pay and will

return te work on May 23,1977,

el

sinceyely,

.

Joervrey Boown
Comnlsaioner

WIS IR SITHDIAN . PN GRS 5 T O PO et W
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CIVIL SERVICE REINSTATEMENT
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CASE 5B: Pat Smith took a leave of absence with the
operating department and would now like to be
reinstated. (S)he was a civil service employee.

D

PAT SMITH INFORMS THE OPERATING
DEPARTMENT'S PERSONNEL GROUP OF THE
INTENDED DATE OF RETURN.

PHYSICAL
ECESSARY?

Y
THE OPERATING DEPARTMENT'S PERSONNEL GROUP
GIVES TO PAT SMITH A Medical FORM AND
MAKES AN APPOINTMENT WITH THE CITY
PHYSICIAN AT THE BOSTON CITY HOSPITAL FOR
THE EXAMINATION,

NO

YES

PAT SMITH FILLS OUT THE APPROPRIATE
SECTION ON THE Medical FORM.

\
PAT SMITH GOES TO BOSTON CITY HOSPITAL FOR

THE MEDICAL EXAMINATION APPOINTMENT.,

/6



\l N
THE CITY PHYSICIAN PERFORMS THE MEDICAL
EXAMINATION, KEEPS ONE OF THE THREE
Medical FORM COPIES, AND SENDS THE
REMAINING TWO COPIES TO THE OPERATING
DEPARTMENT 'S PERSONNEL GROUP,

NO Medical FORM

IN ORDER?

PASSED
PHYSICAL?

YES

)

THE OPERATING DEPARTMENT'S PERSONNEL GROUP
FILLS OUT AN Appointment-Reinstatement AND
A Request For Reinstatement Or
ReEmployment FORM,

Y

PERFORM
DEPARTMENT HEAD SIGNATURE

PERFORM
TIME STAMP

y

PERFORM
j:> FINAL SIGNATURES (:;

l
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|

PERFORM
DISPERSEMENT

THE PERSONNEL ASSISTANT REMOVES THE VAC
PUT IN THE Persomnnel Book WHICH INDICATED
THE TEMPORARY VACANCY.

Y

j:> PERFORM
PERSONNEL CARD
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CASE 5B

The civil service reinstatement procedure starts
off with the employee on leave, in this case Pat Smith,
telling the operating department's personnel group of
her/his intended date of return to work. The operating
department's personnel group determines if a medical
examination is necessary. Reasons for requiring an
examination are sketchy, but do include:

1) returning from a maternity leave,

2) returning for a medical disability leave,

3) returning from a long leave of absence.
If the examination is required, the operating depart-
ment's personnel group makes an appointment for Pat Smith
with the City Physician at the Boston City Hospital.
Pat Smith is given a Medical form and sent off to the
examination. After the examination, the City Physician
returns two of the three form copies to the operating
department's personnel group. The operating department's
personnel group fills out an Appointment-Reinstatement
form and a Request For Reinstatement or Re-Employment
form. The forms are then taken to the department head
for a signature on each. The department head signs the
reinstatement forms since Pat Smith is on a civil service

leave of absence. Once the Medical form is in order,

/9



Pat Smith is either medically accepted or rejected. 1In
other words, Pat Smith must pass the medical examination
to be reinstated to her/his previous position. The forms
are then sent off for the final two signatures, and then
dispersed to their proper places. The operating depart-
ment's personnel group, however, retains one of the two
yellow Appointment-Reinstatement form copies.

When the personnel assistant receives her/his green
copy of the Appointment-Reinstatement form, (s)he removes
the VAC which was placed in the Personnel Book when
Pat Smith left. When the operating department's personnel
group receives their second yellow copy, it notifies the
department head and Pat Smith of the completed reinstate-

ment.
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e e filled out in sonctenplisnte and all Forme aent to Division of Givil Sersice. I loet aflicials require s copy, one extra
4 wpy whoukd be forwarded 1o this office.

: MASSACHUSETTS CIVIL SERVICE
} BEQUL 5T FOR REINSTATEMENT OR RE-EMPLOYMENT

Slite Servic City or Town ...

Departiaent o Department
Division ... Division
Date ... DAte oo et e e e

1o the HRECTOR ()I“ CIVIL, SERVICE
State House, Baston, Massachusetls

Resuest is made to reinstate or re-employ Mother's
Manden
IF MALE {Namc........ et e sae s ee
Father’s
Name
:P:)‘%H'ION TO W ("H hEINﬁTATEMENT IS PROPOSED
Salary: $ per ... Temporary increase or bouus § ..
1f room ur uuu.ru furnished to what extent: . Meals .

Permanent .. . Temporary .o \hhmry Substltuu R
Fubl-time ..ol Part-time Intermittent .
Diaties of Posili

Recurrent

If not, state name of previous incumbent
. Last date of PAID um;»mvnu nt

Is position u('“')y creae d ?
Name.

Salary:

3 Temporary increase or bonus &
lf'ﬂmm o1 lmard furnished to what extent: Meals .
Last date of PALD emplovment

Reason far termination of service .

sxessrserssesannirre
teason for Tequest:d reinstatement: ...

If weinslutement is after

sopuaration fram service, .
should state reasons why it |
would bhe in public interest:

Lﬂc ctive date of run«tu?emcnt
IHf reinstatement i temiporary, to end:

APFROVED

TTTEWINON OF
TWIL SERVICE
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NON-CIVIL SERVICE EMERGENCY HIRING

CASE 6A: Pat Smith is to be hired into the operating
department on an emergency basis. (S)he will be
a temporary non-civil service employee.

Sy

THE HEAD OF THE OPERATING DEPARTMENT
INFORMS THE OPERATING DEPARTMENT'S
PERSONNEL GROUP OF THE INTENDED HIRING.

THE OPERATING DEPARTMENT'S PERSONNEL GROUP
COMPOSES A Letter STATING THE EMERGENCY
APPOINTMENT.,

PAT SMITH
A RETIRED CITY
WORKER?

NO

THE OPERATING DEPARTMENT'S PERSONNEL GROUP
FILLS OUT A Retired Employee Emergency
Employment FORM,

THE OPERATING DEPARTMENT'S PERSONNEL GROUP
SENDS THE FORM TO THE MAYOR FOR A
SIGNATURE.,

l Y
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SIGNATURE
OBTAINED?
YES

THE FORM IS RETURNED TO THE OPERATING
DEPARTMENT'S PERSONNEL GROUP,

e

PERFORM
DEPARTMENT HEAD SIGNATURE

y

PERFORM <:;
T:) EMPLOYMENT FORMS
4
PERFORM <:¥
TIME STAMP
[
PERFORM

UPDATE PERSONNEL BOOK

!

PERFORM
GENERATE CARDS

N

(

PERFORM
DISPERSEMENT

STOP
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CIVIL SERVICE EMERGENCY HIRING

CASE 6B: Pat Smith is to be hired into the operating
department on an emergency basis. (S)he will be
a temporary civil service employee.

STARD)

THE HEAD OF THE OPERATING DEPARTMENT
INFORMS THE OPERATING DEPARTMENT'S
PERSONNEL GROUP OF THE INTENDED HIRING.

THE OPERATING DEPARTMENT'S PERSONNEL GROUP
FILLS OUT AN Appointment-Reinstatement AND
AN Emergency Employment FORM.

PAT SMITH
A RETIRED CITY
WORKER?

NO

THE OPERATING DEPARTMENT'S PERSONNEL GROUP
FILLS OUT A Retired Employee Emergency
Employment FORM,

THE OPERATING DEPARTMENT'S PERSONNEL GROUP
SENDS THE FORM TO THE MAYOR FOR A
SIGNATURE., 7

l Y
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SIGNATURE
OBTAINED?

YES

THE FORM IS RETURNED TO THE OPERATING
DEPARTMENT'S PERSONNEL GROUP,

a

PERFORM
DEPARTMENT HEAD SIGNATURE

Y

PERFORM
EMPLOYMENT FORMS

\

PERFORM
TIME STAMP
y
PERFORM
::> UPDATE PERSONNEL BOOK
Y
PERFORM
—:> GENERATE CARDS
!
PERFORM
j:> DISPERSEMENT

85



CASE 6A and 6B

If a temporary vacancy occurs, such as in the case
of a leave of absence, or if a department needs extra
help for a short period of time, an emergency hiring
procedure is performed. A person hired as an emergency
employee, in this case Pat Smith, can only be employed
for thirty working days. At the end of that period, the
emergency procedure must be re-performed if the person
is to remain. Summer jobs for, normally speaking,
students are set up through the emergency hiring guide-
lines. Sometimes the students are emergency hired only
once, and thereby work for six weeks. Or sometimes they
are emergency hired twice during the summer so they can
work the full period. Funds for emergency employment are
generally set aside as a separate budget item. This
budget is sometimes supplemented with state and federal
monies.

The procedure for civil service and non~civil service
hiring is exactly the same, except that the initial forms
are different. Once the head of the operating department
informs the operating department's personnel group of who
to hire on emergency, the group will compose an emergency

appointment letter in the case of non-civil service, and
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an Appointment-Reinstatement form and Emergency Employ-
ment form in the case of civil service. A Retired
Employee Emergency Employment form is also filled out if
the person is a retired city worker. Once the letter

or forms are completed, the department head signs them.
The potential emergency employee, Pat Smith in this case,
is then handed the employment forms which (s)he is to
£i11l out. If Pat Smith is under the age of twenty-five,
the medical examination is not required. After Pat Smith
completes all the employment forms, and the medical ex-
amination if it is applicable, all the forms and letters,
except for one of the two yellow copies of the Appoint-
ment-Reinstatement form, are sent to the personnel divi-
sion where they are time stamped. The Personnel Book

is then updated, Personnel and Employee Cards are
generated, and the forms and letter dispersed.

If Pat Smith is emergency hired the following month,
the same process is performed except for a couple of
small parts. The employment forms do not have to be
regenerated, the Personnel Book does not have to be re-
updated, the Employee Card does not have to be re-gener-
ated, but the Personnel Card does have to be updated.

If Pat Smith is not emergency hired again, (s)he is

automatically terminated without any further paperwork.
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MASSACHUSETTS CiVIL SERVICE
EMERCENCY EMPLOYMENT NOTIFICATION FORM
FOR APPOINTMENTS IN CITIES AND FOWNS
To be filled out in guadiuplicate and all Forms to be sent to Division of Civil Service, 294
Washington St., Boston, Mass. 02108, If Jocal officials require a copy, onc extra copy should
be forwarded to this office.

CITY (OR TOWN) OF . ...

T T T O e I UoTD TOR DEPARTMENT OF
"RCENCY AYPOINTMENTS ONLY. DIVISION OF oo oo

To the Director of Ciuil Service: -
[7] report the emergency employment®

Under the Civil Service Law, I hereb
nder the vl servee Law, erevy [1] request permission to renew the emergency employment®®

of . e e e e e e s e
(Name) (Date of Birth) Soclal Secrity Number
AQTOES oo oo oo ettt b ea et et s nt s ks et [T .
per hour
Yosition . . ... .. C i oo attherateof ... . perday . . .
hours
FIOM oot oo et et e e for . . e day‘
(U sctually cployed for less time, potify Division of Civil Servios)
Tiearon

(Definka reasons muat be slated ju arder to Bave emergency approved)
*Drigdnal emurgenoy smplovinont mey ant atcesd 3 verked af 30 duys within 80 oonsecutivo days fallnwing the date of appoiniment,
) imbrgency amployment way be tcuswed fur oue edditlons! perind in the sama tweive mouth periad, unly sftar the sxpitation of the original 80~dey

porind.
In departrments, fastitutions and heapitals the functions of which are conected with the public safety of public health, smargency
employment may be enewed for a second porlod In the wume twelve moath period.

Lancegency employment only v the position of LABRONER nay be renewed immedlately after the original emergency employ-
ment sur A period ot to exceed th days, in which eveat emergency employment may not be turther renowod in the same
twelve month period :

Intermittent or part-time emplayment should be teported on an hourly basis but in no case shall such employment exceed 240 hours
in the 60-day period immediately following the date of the original app i or Is us the case may be,

N.B. If more than one appointment has been made to the positions, the names of the appointees should be listed in alphabetical
order — donble space — on the reverse side of form together with address, dates of birth and ‘Social Security Number.
1§ all appointees are not to be employcd for the same length of time, the dato of appointment of cach and the ‘number
of days should be listed.
1 hereb: certif{ that the employment re%-.erted above was to meet an emergency which could not have been

forescen and that the public business would be scriously impeded by delay in flling this position in the manner
provided by the Civil Service Laws and Rules.

APPROVED

Div. of Civil Service
By

Upon receipt of this report or request for renewal of employment properly Glled out, if approved by the Director
of Civil Serviee, eopics will be forwarded to the proper officials in order that the employco may reccive the
compensation due hir,

Y

gt it RE L e sl BR L i e oo R i
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Cartificate to be used in connection with request for
Emerponey Service of rotired peraons under the

Yrovisiona of Chapter 749, Acts of 19¢3
(Thia form is to ba filled out and returned to the Division of
5 Civil Service)
City.
Department,
Division
Date_ __

Name of retired person

Titie of position,
Wo hereby certify under the penalties of perjury that:

a, an emergency exists

b, a vacancy exists
Thera is no permanent employes who has tho sama or similar skill as
the person for whom request is made who is available for promotion,
eithar on a proviaiona) promotional iLaais, or a tempornry transfer

basla, or who ls eligible for a promotionnl qualifying examination

SBigned

(Appointing Authority)

Titleo

The Lav elso requires the certification undor the penalties of perjury
of one of the following officialss

Director of Personnel snd Standardi-
zation (State Service)

Mayor or City Manager
(Plan D or Flan E Charter)

Board of Selectmen

Signed

(Name)

Title___ MA;/or
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NON-CIVIL SERVICE TERMINATION

CASE 7A: Pat Smith of the operating department is to be
terminated from employment. (S)he is a non-civil
service employee.

THE HEAD OF THE OPERATING DEPARTMENT
INFORMS THE OPERATING DEPARTMENT'S
PERSONNEL GROUP OF THE INTENDED
TERMINATION,

N

THE OPERATING DEPARTMENT'S PERSONNEL GROUP
COMPOSES A Letter STATING THE TERMINATION,

[
PERFORM

DEPARTMENT HEAD SIGNATURE

PERFORM
TIME STAMP
Y
THE PERSONNEL ASSISTANT REMOVES PAT
SMITH'S NAME FROM THE Personnel Book,
y
THE PERSONNEL ASSISTANT FILES PAT SMITH'S
Personnel Card IN THE INACTIVE EMPLOYEE
FILE, AND DESTROYS THE Employment Card.
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!

THE PERSONNEL ASSISTANT SENDS ALL THE
FORMS AND LETTERS TO THE PRINCIPAL CLERK.

Y

PERFORM
DISPERSEMENT
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CIVIL SERVICE TERMINATION
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CASE 7B: Pat Smith of the operating department is to be
terminated from employment. (S)he is a civil
service employee.

QY

THE HEAD OF THE OPERATING DEPARTMENT
INFORMS THE OPERATING DEPARTMENT'S
PERSONNEL GROUP OF THE INTENDED
TERMINATION.

Y

THE OPERATING DEPARTMENT'S PERSONNEL GROUP
COMPOSES A Letter STATING THE TERMINATION,
AND FILLS OUT AN Absence And Termination
Notices

¥

PERFORM
DEPARTMENT HEAD SIGNATURE

\
- PERFORM
TIME STAWP

Y

THE PERSONNEL ASSISTANT ADJUSTS THE
Personnel Book SUCH THAT THE NEW VACANCY
IS APPARENT.
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l

THE PERSONNEL ASSISTANT FILES PAT SMITH'S
Personnel Card IN THE INACTIVE EMPLOYEE
FILE, AND DESTROYS THE Employee Card.

N

THE PERSONNEL ASSISTANT SENDS ALL THE
FORMS AND LETTERS TO THE PRINCIPAL CLERK.

y

PERFORM
DISPERSEMENT
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CASE 7A and 7B

The procedure for a non~civil service termination
is identical to a civil service termination, except for
the lack of one form. The department head initiates the
procedure by informing the operating department's per-
sonnel group of the intended termination. The group in
turn composes a letter stating the termination and, in
the case of a civil service employee, also fills out an
Absence and Termination Notice. The letter and form are
then signed by the department head and passed on to the
personnel division where it is time stamped. The
Personnel Book is then adjusted to show the permanent
vacancy. The Personnel Card is put in an inactive em-
ployee file, and the Employee Card is thrown away. The

letter and form are then dispersed to their proper places.
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THREE MONTH UPDATE (ONLY FOR PROVISIONAL CIVIL SERVICE)
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CASE 8: Pat Smith of the operating department was hired
as a provisional civil service employee.

.y

THREE MONTH
PERIOD UP?

THE OPERATING DEPARTMENT'S PERSONNEL GROUP
CALLS THE PERSONNEL COMMITTEE AND ASKS FOR

A Continuance Letter,

YES NO
Y Y
PAT SMITH PAT SMITH IS
IS EXTENDED, TERMINATED.
»>{ STOP )
U
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CASE 8

A provisional employee has to be reinstated every
three months. There are provisional employees only
within the civil service structure, not the non-civil
service structure. Therefore, this case only concerns
itself with the civil service procedure.

Once a week or so, each operating department's
personnel group determines which provisional employees
are in need of an extension, namely which of the pro-
visional employees are completing their latest three
month period. The operating department's personnel
group will then call up the personnel committee and ask
for a Continuance Letter for the employees involved. If
the letter does not include a particular person, that
person is terminated using CASE 7B. If the person is
listed on the letter, that person is reinstated using
CASE 5B, however, the medical examination and Personnel
Book markings are not performed in the reinstatement

procedure.
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CITY OF BOYTON

. -,1_;.-;,‘,.“\ OFFICE OF THE MAYOR
CITY HALL FO3TON

oV P WV

o

Date

To:

3 Deor

This will introduce S
;

of who o desirous of

;y obtaining cmployment in your drpartment. os

Please muke 8 special effort to assist the above named person,
Thark you.

Sincerely,

John E. Murphy
Deputy Director
Personnel

Ty A Y A RO L S IR} P 1 G nam it Al st L e i o i
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BUDGET AMENDMENTS
CASE 9: The operating department has decided to amend its
budget by re-allotting employment positions.

THE HEAD OF THE OPERATING DEPARTMENT
INFORMS THE OPERATING DEPARTMENT'S
PERSONNEL GROUP OF THE INTENDED CHANGES.

Y
THE OPERATING DEPARTMENT'S PERSONNEL GROUP
FILLS QUT A Budget Amendment FORM,

y
PERFORM

DEPARTMENT HEAD SIGNATURE

PERFORM

TIME STAMP
THE PRINCIPAL CLERK SENDS ALL THE FORMS TO
THE PERSONNEL ASSISTANT.
THE PERSONNEL ASSISTANT VERIFIES THAT THE
QUOTA IS ACCURATELY STATED AND CALLS THE
BUDGET DEPARTMENT TO VERIFY THAT THE
FINANCES ARE AVAILABLE.
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EVERYTHING
ALRIGHT?

THE PERSONNEL ASSISTANT INITIALS THE FORM
AND SENDS IT TO THE PRINCIPAL PERSONNEL
ANALYST.

A

THE PRINCIPAL PERSONNEL ANALYST RECORDS
THE BUDGET AMENDMENT REQUEST IN THE Budget
Log Book,

\

THE PRINCIPAL PERSONNEL ANALYST DETERMINES
IF AN AUDIT IS REQUIRED.

THE PRINCIPAL PERSONNEL ANALYST ASSIGNS AN
ANALYST TO PERFORM A JOB AUDIT AND ENTERS
THE ANALYST'S NAME IN THE Budget Log Book.

\f

THE ANALYST PERFORMS THE JOB AUDIT AND
SUBMITS A RECOMMENDATION TO THE PRINCIPAL

PERSONNEL ANALYST. 7
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l

THE PRINCIPAL PERSONNEL ANALYST INFORMS
THE SUPERVISOR OF PERSONNEL OF THE
FINDINGS.

-

\

THE PRINCIPAL PERSONNEL ANALYST RECOMMENDS
TO THE SUPERVISOR OF PERSONNEL APPROVAL OR
DENIAL OF THE PROPOSED BUDGET AMENDMENT .

THE SUPERVISOR OF PERSONNEL SIGNS THE FORM
IN APPROVAL OR DENIAL.

APPROVAL?

THE FORM IS SENT TO THE SUPERVISOR OF
BUDGETS.

Y

THE SUPERVISOR OF BUDGETS PASSES THE FORM
TO A BUDGET ANALYST.

THE BUDGET ANALYST EVALUATES THE REQUEST
AND PASSES THE FORM BACK TO THE SUPERVISOR
OF BUDGETS FOR A SIGNATURE WITH A
FAVORABLE OR UNFAVORABLE STATEMENT.
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SIGNATURE
OBTAINED?

ALL THE APPROVED FORMS ARE SENT TO THE
PRINCIPAL PERSONNEL ANALYST.

A

THE PRINCIPAL PERSONNEL ANALYST ENTERS THE
BUDGET AMENDMENT INTO THE Master Budget
Book.

\

PERFORM
DISPERSEMENT

y

THE PERSONNEL ASSISTANT ADJUSTS THE

Personnel Book:
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Whenever a department head wishes to alter the
authorized budget quota for his/her department in the
Personnel Book, A Budget Amendment must be submitted.
The Budget Amendment states which positions are desired
to be deleted and which are desired to be added.

The Department must justify the need for the pro-
posed new position in terms of increased productivity
or efficiency, cost reduction and/or cost effectiveness,
For example, Park and Recreation needs position X be-
cause of technological change or increased work load,
in order to reduce the cost impact of the addition,
they may wish to delete Y position.

Whatever the reason, the procedure listed below
is followed:

The head of the department tells the operating
department's personnel group of what changes (s)he wishes
to initate and their justification. The group fills out
a Budget Amendment form. The department head signs the
form, and passes it on to the personnel division where
it is time stamped. The personnel assistant is given
the form. (S)he checks the existing quotas and job
titles, and verifies their accuracy. If everything is not

all right, the form is returned to the department,
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Else, the personnel assistant initials the form and sends
it to thé principal personnel analyst. The principal
analyst logs the form into the Budget Log Book and decides
if an audit is needed. Sometimes the decision is done in
conjunction with the Supervisor of Personnel. If an
audit is to performed, a personnel analyst performs a

job audit on each of the proposed new positions. The
personnel analyst's name is also recorded in the Budget
Log Book by the principal personnel analyst. After the
audit, the analyst either recommends or does not recommend
any or all of the new positions. The Supervisor of
Personnel then has to approve or deny the proposed

Budget Amendment form. If the Supervisor of Personnel
signs the form in approval, the form is sent to the
Supervisor of Budgets who in turn gives it to a budget
analyst. The budget analyst returns the papers to the
Supervisor of Budgets with a favorable or unfavorable
statement. The Supervisor of Budgets then has the option
of signing or not signing. If (s)he signs the Budget
Amendment form, all the copies are returned to the
principal personnel analyst, who records the disposition
in the Master Budget Book. Then, the form is given to
the principal clerk for dispersement. If the Supervisor

of Budget does not approve the request, the form is
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returned to the operating department,
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Date Recodved:
Analyst Asslpnod:
File fe_ _
Report Duo:_

CIIY OF BOSTON
and

COUNTY

OF SUFIFCIK

ADMINISTRATIVE SERVICES DEPARTMENT

THIS_FOIM MUST BE SUBMITTED WITH ALL REQUESTS TO AMEND PERGO

MET,_QUOTAS

Flease amend tho

parsonnel quots as follows:

(department )
ADDITIONS: DELETIONS:
Title: Title:
Salary: Hrs, /Wk. Salary: __ Hrs, /Yk.

Cost Centor/Division:
Quota Adjustment:_krom:  Tog
In thin o promotion?

e e

What 3a tho addod econt for tho rost of
What 0 the sdded cost for naxt Flocal

Cost Center/Division:
Quota AdJustment:From: To:

Is the title you nre deleting vacant?___

this Fieeal Yeoar?
Year? .

PLEASE STATE TH:x DIMENSTONS OF THE DEPARTMENT, UNTT OF COST CENTHR APPLICABLE

0 THIS REUIGT:
Total Oporating Dudgoets
Work Veluma:

__ Total number of employeoss
Fedoral Grants:

Yacs Collected:

Other:

DESCRIBE THE BENFFITS THIS POSITION(S) WILL HAVE TO THE OPERATION OF YOUR DEPT.:
I TIRMS OF FCOMOMY CR COST, INCREASED PRCDUCTIVITY OR FFFICIENCY, TECHNOLOGICAL

CHANGE, ETC. (in detail):

A COMPLETE AND DETAILED FORM 30 MUST L SUBMITTED WITH ALL RNQUESTS

Peasase] Copy (¢

oo a . oo cabbslilakiin e 1 bl s i Y

»Vﬂl‘)
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§ DESCR L Wt KETATIOMIU TR DPTUEen THE PROJONED N POSITIONS) AND EXISTING
: POSTTIC G WAL WHE URTT AHD/08 DEPRITMENT s (in detndl)
E
[
4
4
%
4
| IF THIS POSTTION(S) WAS NOT ALLOGCATED, WHAT ARE THE DETHIMENTAL EFFECTS TO THE
: DEPARTMENT, UNIT OR COST CENTER?
5
#
p

THE ABOVFE ANSUEFR3 ARE ACCURATE AND COMPIETE:
1
a Awoodnting tuthovdtys o Dbe
Tivles . " e e i

Budgut Review By: Personnel Review By:
Commonta: Commonts:
Funding Available: Pergonnel Approval:
(authorized signature) (authorized signature)

TSATTROVED Y
DISAFIROVED: EFFECTIVE DATE: B

Supcrvicoer of Yoooomudl

Gupervisor of Ludgutls

R —

T A ALY /T DR P S A 0 Y JTTORRIMRL N PO 6 R 1 ] R R I BT R
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- - . e G S e R M e W R M R e W S e e e e G e W em e e M m e AR e e e e S e A Sy e WS G = . e

CASE 10: Pat Smith of the operating department is to be
granted a step rate increase in salary every
year. (S)he is covered by the Compensation Plan.

YES

THE OPERATING DEPARTMENT'S PERSONNEL GROUP
FILLS OUT AN Adjustment In Compensation
FORM,

4
PERFORM

DEPARTMENT HEAD SIGNATURE

PERFORM
TIME STAMP

PERFORM
PERSONNEL CARD
A

PERFORM
FINAL SIGNATURES
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PERFORM
DISPERSEMENT
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CASE 10

The Compensation Plan is a plan for the remuneration
of employees working within it. It is composed of a
salary schedule which shows the salary of each level
employee for each of seven steps. The idea is a simple
one. Each employment position has assigned to it a
level. The higher the level, the more salary at a
specific step. The steps are used for raises, but
constructed so as to keep the employees within their
level. Every year, or whenever an employee receives a
raise, (s)he moves over one step and receives the pre-
scribed salary. There are only seven steps for each
level, therefore, after a raise into the seventh step,
no more within level raises will occur, If an employee
receives a promotion to a new position and accordingly
a level change, (s)he must receive a pay raise of two
steps higher than what (s)he was receiving. This is
very easy to do since each step in each higher level is
the same salary as one step higher than it in the level
immediately lower than it. Therefore, level 3 step 3
equals level 2 step 4 which equals level 4 step 2 which
equals level 5 step 1. So if Pat Smith is at level 10
step 6 and receives a promotion to level 11, she would

have to go to step 7 since step 5 would equal his/her
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current salary. Keep in mind though, that step 7 is the
highest and cannot be exceeded.

Whenever a step rate increase is due an employee,
in this case Pat Smith, the operating department's per-
sonnel group of Pat Smith's department fills out an
Adjustment in Compensation form. The department head
signs the form and it gets sent, except for one yellow
copy, to the Personnel Division where it is time stamped.
Pat Smith's personnel card is properly marked, the form
receives the final signatures, and then it is dispersed
to the proper places. When the operating department's
personnel group receives the second yellow copy, they
inform Pat Smith and the department head. Sometimes
Pat Smith is not directly notified, but rather sees the

additional money on his/her pay check

110



2 Lkl sk LA AL (P SRR AN QN Le e

Avorror’s Copy
CITY OF BOSTON

ADJUSTMENT IN COMPENSATION

(for atep rate and longevity increments only)

PIEPAIIMENT Lo Divaston. L Dare
To:
Dinretor o ADMINISTRATIVE SERVICES:

Hubject to vour approval (under the provisions of Chapter 3, Section 12, of the Revised Ordinances of
1947 as amended) the following adjustment(s) in compensation is/are herchy recommended to become

effective

2 COMPENSATION
Nastr TiTLE 3
&} Present Prorosei
1 hereby certily that the services of the above-named has/have been satisfactory.
P
Approved: Reviewed:
To be effective. i e Approval Recommended
“Dusctor of Adwimstiative Services mmm— Supervisor of Verwonnel
All Forms Must Bie Transmitted to the Supervisor of Personnel, Room 640, City 1lall
Gen, V7
M i ddiang o L Ll bl Do 1T o o, T A RIS 1+ Y YAy Y RS TOUETT® PPN Py g,
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217.00
217,00

05

239,064
REDNES
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261,95
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324,70
353,10
392.60
432,15
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A NON-MANAGEMENT VACANCY IS ABOUT TO OCCUR
CASE 11A: The operating department is about to have a
non-management vacancy occur.

THE OPERATING DEPARTMENT'S PERSONNEL GROUP
CALLS THE PERSONNEL COMMITTEE AND RELATES
THE DETAILS OF THE FUTURE VACANCY,

\
THE PERSONNEL COMMITTEE CALLS THE BUDGET
OFFICE TO SEE IF FUNDS ARE AVAILABLE.

FUNDS
AVAILABLE?

THE RECRUITMENT PROCEDURE IS THEN

PERFORMED.
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A MANAGEMENT VACANCY IS ABOUT TO OCCUR
CASE 11B: The operating department is about to have a

management vacancy occur.

R0

THE OPERATING DEPARTMENT'S PERSONNEL GROUP
CALLS THE PERSONNEL COMMITTEE AND THE
SUPERVISOR OF PERSONNEL AND RELATES THE
DETAILS OF THE FUTURE VACANCY,

THE SUPERVISOR OF PERSONNEL ASSIGNS A
PERSONNEL ANALYST TO PERFORM A JOB AUDIT.
A
THE PERSONNEL ANALYST PERFORMS THE AUDIT
AND MAKES A FAVORABLE OR UNFAVORABLE
RECOMMENDATION TO THE SUPERVISOR OF
PERSONNEL .

]
THE SUPERVISOR OF PERSONNEL CALLS THE

PERSONNEL COMMITTEE AND MAKES A FILL OR A

NO FILL STATEMENT,
FILL? SN0 @

YES
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THE PERSONNEL COMMITTEE CALLS THE BUDGET
OFFICE TO SEE IF FUNDS ARE AVAILABLE.

FUNDS
AVAILABLE?

THE RECRUITMENT PROCEDURE IS THEN

PERFORMED,
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CASE 11A and 11B

When an operating department's personnel group
receives knowledge that a vacancy is about to occur with-
in its department, it must follow this procedure. If
the position is going to be of a non-management variety,
the group just calls the personnel committee and informs
them of the future vacancy. If the position is going to
be of the management variety, the group must also call
the Supervisor of Personnel and tell of the future
vacancy.

The Supervisor of Personnel, if it is a management
position, will assign a personnel analyst to perform a
job audit. The analyst performs the audit, and relates
his/her findings to the Supervisor of Personnel, The
Supervisor of Personnel will then inform the personnel
committee of his/her decision to fill or not to £fill the
position. If the decision is not to fill, the process
stops and the vacancy will not be filled. The personnel
committee is responsible for contacting the budget office
to see if funds are available for either the management
or non-management position. If they are not available,
the process stops and the position is not filled, 1If
there are funds and if the Supervisor of Personnel

decides to fill the management position, if applicable,
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the personnel committee starts a recruitment process.
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NON-CIVIL SERVICE RECRUITMENT,

CIVIL SERVICE RECRUITMENT WITHOUT A LIST

CASE 12A: The operating department is intending on
recruiting someone without the civil service
list whether it be for a civil service or non-

civil service position.

THE OPERATING DEPARTMENT'S PERSONNEL GROUP
FILLS OUT A Vacancy Bulletin AND A
Position Description IN DUPLICATE.
.
THE OPERATING DEPARTMENT'S PERSONNEL GROUP
SENDS ONE SET OF FORMS TO THE OFFICE OF
[HUMAN RIGHTS FOR POSTING AND POSTS THE
SECOND SET WITHIN THE OPERATING DEPARTMENT.
Y
EACH DIVISION WITHIN THE OPERATING
EPARTMENT FILLS OUT A Declaration Of
Posting FORM AND RETURNS IT TO THE
OPERATING DEPARTMENT'S PERSONNEL GROUP
FTER THE FIVE DAY POSTING PERIOD.

DEPARTMENTAL
APPLICATIONS?

NO
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THE OPERATING DEPARTMENT'S EMPLOYEES EACH
FILL OUT AN Application For Promotion FORM,

\

THE OPERATING DEPARTMENT'S PERSONNEL GROUP
INTERVIEWS THE APPLICANTS FROM THE
DEPARTMENT,

A

THE DIVISION HEAD FILLS OUT A List Of
Department Applicants FORM.

THE DEPARTMENT HEAD MAKES THE DECISIONS ON
ACCEPTANCE OR REJECTION IN CONSULTATION
WITH THE OPERATING DEPARTMENT'S EQUAL
OPPORTUNITY OFFICER.

SOMEONE

NO

HIRED?

THE OPERATING DEPARTMENT'S PERSONNEL GROUP
FILLS OUT A Notice Of Selection For
Promotion FORM.

y

THE PERSON 1S THEN PROMOTED USING A CHANGE
IN STATUS PROCEDURE OR THE APPOINTMENT

PROCEDURE.
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Y

AFTER FIVE DAYS OF POSTING THE FORMS, THE
OPERATING DEPARTMENT'S PERSONNEL GROUP
SENDS A THIRD SET TO THE PERSONNEL
COMMITTEE.

THE OFFICE OF HUMAN RIGHTS SENDS ALL THE
Application FORMS FILLED OUT WITHIN ITS
OFFICE DURING THE POSTING PERIOD TO THE
PERSONNEL COMMITTEE. IT ALSO COUNSELS THE
PERSONNEL COMMITTEE AS TO THE AFFIRMATIVE
ACTION STATUS OF THE OPERATING DEPARTMENT.
THE STATUS IS GENERALLY CONVEYED IN A

Letter FORM,

THE PERSONNEL COMMITTEE SEARCHES THE Job
Bank AND GENERATES A LIST OF SEEMINGLY
QUALIFIED INDIVIDUALS.

)

THE PERSONBEL COMMITTEE INTERVIEWS EACH
PERSON ON THE LIST AND SELECTIVELY NARROWS
THE LIST DOWN.

THE PERSONNEL COMMITTEE ARRANGES
INTERVIEWS BETWEEN EACH REMAINING PERSON
ON THE LIST AND THE OPERATING DEPARTMENT'S
PERSONNEL GROUP. AND ALSO THE PERSONNEL
COMMITTEE GIVES EACH PERSON A Letter Of
Introduction FOR THE INTERVIEW.

l
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THE OPERATING DEPARTMENT'S PERSONNEL GROUP
INTERVIEWS EACH OF THE PEOPLE, DELETES
ANYONE FROM THE LIST IT CHOOSES, ARRANGES
THE LIST IN ORDER OF PREFERENCE, AND
RETURNS THE LIST TO THE PERSONNEL
COMMITTEE.,

y

THE PERSONNEL COMMITTEE ASKS THE PEOPLE ON
THE LIST, FROM THE TOP DOWN, IF THEY
ACCEPT THE JOB.

SOMEONE NO

ACCEPT?

THE PERSONNEL COMMITTEE SENDS THE PERSON'S
NAME TO THE OPERATING DEPARTMENT'S
PERSONNEL GROUP.

THE PERSON IS HIRED USING THE HIRING
PROCEDURE, CHANGE IN STATUS PROCEDURE, OR
TRANSFER PROCEDURE.

CIVIL SERVICE
POSITION?
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VETERAN? >ES > STOP

NO

THE OPERATING DEPARTMENT'S PERSONNEL GROUP
FILLS OUT A Non-Veteran Employment FORM,

A

THE OPERATING DEPARTMENT'S PERSONNEL GROUP
SENDS THE Non-Veteran Employment FORM TO

CIVIL SERVICE.,
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CASE 12A

There are two separate instances when this case
would be used. The first is when an operating depart-
ment wishes to hire a non-civil service individual,

The second is when a civil service position is to be
filled, but no Civil Service Certification List exists
for the position.

The process begins with the operating department's
personnel group f£illing out a Vacancy Bulletin and a
Position Description in duplicate. The Position Descrip-
tion (Form 30) is a civil service form and the Vacancy
Bulletin is particular for each department. The group
then posts one copy of the forms within their department
and sends the other copy to the Office of Human Rights
for posting. Should the department be fairly large with
several divisions, a Declaration of Posting must be
returned to the operating department's personnel group
by each division after the five day posting period.

If an employee of the operating department desires
to fill the vacant position, (s)he fills out an Appli-
cation for Promotion form. This form is particular to
each department. Once the forms are filled out by the
department employees who wish to apply for the vacancy,

the personnel group interviews them one by one.
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The division head then fills out a List of Department
Applicants form. The form is passed on to the department
head who makes the final decision as to who, if anyone,
is to be promoted to the position, If someone is chosen
to fill the vacancy, the operating department's person-
nel group fills out a Notice of Selection For Promotion
form. The group then promotes the selected individual
with the Change in Status procedure or the Appointment
procedure.

If the department head does not choose a department
employee to fill the position and the posting has lasted
five days, the following occurs. The operating depart-
ment's personnel group sends a copy of the Vacancy
Bulletin and Position Description forms to the personnel
committee. The Office of Human Rights also sends all
the Application forms it received in response to the
posting in their department to the personnel committee.
The office also counsels the committee as to the affirm-
ative action status of the operating department via a
letter.

The personnel committee searches the Job Bank and
generates a list of people who seem to be qualified for
the job. The personnel committee then interviews the

list of people and the seemingly qualified applicants
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from the Office of Human Rights. The list of applicants
is narrowed down and the remaining people set up for
interviews with the operating department's personnel
group. The people are told of their interview time and
given a Letter of Introduction. The group performs the
interviews and composes an order of preference list.

The personnel committee then proceeds down the list,
starting from the first person, and finds the first
person willing to accept the position. If an individual
is not found, the Job Bank has to be researched.

If a person is found who desires the position, the
personnel committee sends the person's name to the oper-
ating department's personnel group who performs the
hiring procedures. Civil service positions being filled
by non-veterans require a Non-Veteran Employment form to
be filed with Civil Service by the operating department's
personnel group. This is to comply with Section 25,

Chapter 31, General Laws Governing Civil Service.
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AUMINTSTRATIVE SERUTCES DEPARTIEDNT

1 PROMOTYOAL P LETIN

ALL DIVIS0M5

DATE:

P

SUBJECT: Promotion Classified (0fficial) Service.

L7 Pexmanent /7 Temporary SUEJECT TO C1VIJ. SERVICE EXAMINATION AZD
CERTIFICATION FROM ELICTPLE LIST.
Vacancy in the _DIVISTON to be filled.

b

TITLE:

GRADF, AND, SALAXY:
1OCATION:

1.AST DATE YOI APPLYTUG:

OV FNSYTION At QUALIFICATIONS REQUIRED:

i

1. See Dutiees of posgfticn attached herero,

2. A1l apolicants for porftion mist have completed thedr aix (6Y month
probat tonary perind.

3. Onsy appiscants wae ore alipible under the provigions of Chanrer 21,
Mass. Gen. Lews, as amended, (the Civil Service Law) will be considered

for pramotion.,

4. Examination and Tromotjon eligibility is limited to the 0fffcisl Service

Supervisor of Personnel

3 POST ON BULLETIN BOARD:

4

‘ SUPERVISORS WILL FORWARD ALL WRITTEN APPLICATIONS TO THE ADMINISTRATIVE SERVICES,

PERSONNEL DIVIS1ON OFFICE WITHOUT DELAY.

A

A

L

E
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SALARY
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'

2, APPROPRIATION CR AGENCY CODE. FOSITION NO. RCC/‘.JI‘E\I’!C)& l\rl()‘ i
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RAL STATEMENT OF DUTIES AND RESPONSIBILITIES

GIFECTION)
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Note: This form nust be submitted o Do mned-Cavil Service tor every new pasition titfe i your junisdiction, Jnd for Any
substantive charge noan cn b d potaition,
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é No. 2
3
A
q I, — JHEREBY CERTIFY THAT 1 HAVE
é (Supervisor)

» RECETVED AID FOSTED A BULLETIN FOR THE POSITION
oF B
IN THE ADMINIGTRATIVE SERVICES DEPARTMENT, DIVISION,

TO BE POSTED ON

(Dates)

THIS MUST BE RETURNED DIRECILY TO THE PERSONNEL OFFICE, ATTENTION OF THE
SUPERVISOR OT PERSONNEL, ROOM 610, AS SOON AS POSSIBLE.
ALL RECEIPTS MUST BE RECEIVED IN THE PERSONNEL 6FFICE BEFORE ANY PROMOTIONS

WILL BE MADE,

TO:

e
SRR VI T ‘,W . DPPR
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CITY OF BOSTON
ADMINISTRATIVE SERVICES DEPARTMENT

DATE
T0: SUPV. OF PERSONNEL e
FROM: R
THRU: APPLICANT'S DIVISION HEAD (1f position is in another Division)

SUBJECT: APPLICATION FOR PROMOTIONM,

SIR:

I believe I am qualified, capable of performing, and am willing to
accept the duties of

(Title of Position applying for)

in the

and desire to be considered for promotion,

Youre very truly,

EMPLOYEE'S SIGNATURE

. PRESENT TITLE OF APPLICANT

[N DIVISION

NOTED:

INITIALS OF PRESENT DIVISION HEAD

1. Employee will retain Duplicate Copy.
2. Division Head will initial application ONLY IF POSITION IS IN ANOTHER DIVISION and
will forward application to Personnel.
Initials do not imply approval of request.
Stk Ak e A kA A A AR A Ak ke ok A A AR ARk AR R AR AR RA k& ko Aok Aok Aok AR Ak kb ok btk Ak k kh ko oh ok Ak kel k

FOR PERSONNEL OFFICE USE ONLY

TITLE OF PRESENT POSITION: : GRADE

SENIORITY DATE__ DIVISION:

Y T R34 17 TR IR 7= e P e S R TRy ¥ ™™ RN R i
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ADMINISTRATIVE SERVICES

DEPARTMENT
DATE
DIVISION
SUBJECT: Recommendation for Promotion
T0: Director of Administrative Services
FROM: —
(Division Head)
Yelow 18 a list of eligibles for promotion to the position 4
of . in the .
Title of Position Diviston '
o Senfority Ba| 2] @
date in dept.h S| & |9
;75;"5—3';2“"2‘3?1 £ "% SELECTLD
S.100,0.30 e is o
Name of Ewployec Present Title Mass. G.l.. [a@| =i &2
; ) t Y

Reason: 1 have selected

Stenature of Niwvi-tan "1~

——
e e o e e B asicri . o

T TR Lidadha o dlge o
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C1TY OF 108101

!

AUMINISTRATIVE SERVICES DFPARTHEUT

b DATE:

SURBJECT: Notice of Selection for Promotion.

1. In accord with provisions of Article XI, Collective Bargainiung Agreement,
8 poster was published and posted throughout this department for five working

days coymencing announcing thc following positicn

to be filled.

TITLE:

GRADE: (ST, SALARY: wkly

DIVISION:

NUMBER OF VAMACILS AND TYPE (Perm.or Temp.)
!

2. In accord with Section 5(c), Article XJ,CBA, notice is hercby made
of the following selection, or selections, as the case may be, of persons applying
for the aforcmentioned position,

WAME SENIORITY DT

3. This notice is to be attached to the original postef and posted on all
bulletin boards throughout the department for five working days and shall constitute

the notice required by said Section 5(c), Article XI, Collective Bargaining Agrcement.

Division Head
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CITY OF BOSTON
MAYOR'S OUEICE OF HUMAN RIGIHTS
1 City Dalt Square
Boston, Massachusetts 022014

KEVINHE WHITE BUFORD KAIGLER
MAYOR Administralor
R
b
)
5 TO: Personnel committee
] FPOM: Affirmative Rction Office

SUBJECT: Departmental affirmative action status

Position under congideration:

The Human Rights Of fice has conducted an analvids of

enployment inadequacies in the _ be-

partment .,

The regults of our study show that the following con-

siderations should be made before this position is filled:

e
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CiTY OF BOSTON
OFFICE OF THE MAYOR

CITY HALL BOGTON

KEVIN ¥ WiHtTE

obtaining employment in your department as

Thark you.

Sincerely,

Date
To:
Dear
This will introduce
ot it . who is desirous of

Please make a special effort to assist the above named person.

John E. Murphy
Deputy Director
Personnel
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\ ' - City OF tOWleerossroveronncnavssssesssasnns
DatOeesocnerassressncnsensraroscsstacorase

PO tioNesee isevreviisossvossesnorsnssnine

R

Corres, NOesseuiveveesreesressvasasosoinaos

I herety cectify that I caanot find A vercran ualified for
the prsitior. set forth nbove who is availabla end willinz to ~ccept
provicional appointmuent,

I hereby furthor state thot I have complizd with all the
previsions of G. L, 31, S:ction 25, as .uxnaed by Acts ot 1948,
Chapter £07, before certilying as abovs set fortn,

4

7Sy

appointing Officer

Section 25, Ch:pter 31, General Lavs

Vhonever a nrorielopal appointinert 10 cwthorized by tho
PIPasio s mrs 2o o FINLESNn, DO Peraah ALICPE Lhdn A volern
saakl booapraantod snbess by cpnednoin offacer ol od o
vatopea eaal 1070 Por e nopftton wlo WiTD seespt it o oot ey
to toc Nirector, Befors o oebtoy e th ho du vat e e Sl
vebarin tho i e 3P0 U oy ant v DT aceop b e pecbet g by rppoint=
g o leer sl obanig foem they Tieaste o ik o 1y v Laine who
hiave filed, vithin the procoding Joory, cpplie Wwafor bhe glnd of
vork colle g £or oy sien provieionad Intren e, 2ad chaty rotlify
by mail esch o7 enid vererain and thu npcointany of Je v Ll adso notify
by mail tha Stote Coniical ner of Tater rat Dorvices uwl tho Dieector of the
Divigion Employmeot Seourity , 40 tae o ouiticn ls ia the worvice of the
Cenmonwaalth, or che Com ls2loner of Vererna! sorvices of the city or town,
or officer holdine a like position, and the Dirests of the Mavision of
Employment Security, if the position is in U . .lovice of 2 clty or town,
for the purposs of ascertaining the nowee of eal fid veterins who ere avail-
able and willing to accent, and the cortificice of the apocinting officer shall
8o etate, Tha Direci~r shall nst eporove tha rrovisiosnal appointment of
any person which dees not conform to the provisions of tiils suctions
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CIVIL SERVICE RECRUITMENT OFF THE LIST

CASE 12B: The operating department is intending on
recruiting someone off the civil service list.

THE OPERATING DEPARTMENT'S PERSONNEL GROUP
SENDS FOR THE APPROPRIATE LIST FROM CIVIL
SERVICE.,

ENTRY LEVEL
POSITION?

NO

THE OPERATING DEPARTMENT'S PERSONNEL GROUP
MAY SEND FOR A 778 List FROM CIVIL SERVICE.
CIVIL SERVICE SENDS THE LIST(S) TO THE
OPERATING DEPARTMENT'S PERSONNEL GROUP AND
ALSO NOTIFIES QUALIFIED APPLICANTS TO
REPORT FOR AN INTERVIEW.

THE OPERATING DEPARTMENT'S PERSONNEL GROUP
ARRANGES AN INTERVIEW FOR EACH PERSON WHO
RESPONDS TO THE CIVIL SERVICE NOTIFICATION.
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THE OPERATING DEPARTMENT'S PERSONNEL GROUP
CONDUCTS THE INTERVIEWS WITH EACH OF THE
APPLICANTS.,

N

AFTER THE INTERVIEW EACH APPLICANT SIGNS AS
WILLING OR NOT WILLING TO ACCEPT THE JOB IF
OFFERED ON THE Civil Service Certification
List OR THE 778 List, IF APPLICABLE.

\*

ACCORDING TO THE RULE OF THREE, THE
DEPARTMENT HEAD CHOOSES ONE OF THE
APPLICANTS ALTERNATING BETWEEN THE TWO
LISTS, IF APPLICABLE.

A CIVIL SERVICE HIRING PROCEDURE OR A
CHANGE IN STATUS PROCEDURE OR A TRANSFER
PROCEDURE IS PERFORMED ON THE CHOOSEN

APPLICANT.
VETERAN? >YES >{ STOP

NO

THE OPERATING DEPARTMENT'S PERSONNEL GROUP
FILLS OUT A Non-Veteran Employment FORM,

Y

THE OPERATING DEPARTMENT'S PERSONNEL GROUP
SENDS THE Non-Veteran Employment FORM TO

CIVIL SERVICE.,
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CASE 12B

The operating department's personnel group sends for
the proper Civil Service Certification List. The list
has the names of all the individuals who took that
particular civil service test and passed it. The names
are ranked from first to last in the order of the grades
received, the highest grade being the highest name. The
list can be active for a continuous period of time,
however, a particular name can only be on the list for
at most two years. After two years, the name is deleted.
Also, if a person on the list is hired, their name is
deleted.

If the vacant position is of an entry level variety,
the operating department's personnel group may send for
a 778 List from civil service. Several lists exist with
each one being particular to a certain job category.

When civil service sends the list(s) to the group, civil
service also notifies the people on the list to report
for an interview. The operating department's personnel
group then arranges a specific interview time for each
person who responds to the notice, and conducts the in-
terviews.

After the interview of each person, the person signs

the Civil Service Certification List or the 778 List and

139



indicates if (s)he is willing or not willing to accept
the job if it is offered. The department head then
chooses one of the applicants according to the rule of
three. The rule of three states that if a single person
is to be chosen off the list, then the person must be
among the top three willing to accept. Special per-
mission, however, can be obtained from the Director of
Personnel Administration (Civil Service) in order to
adhere to affirmative action policies. The person is
then hired according to one of the preceeding procedures.
Civil Service positions being filled by non-veterans
require a Non-Veteran Employment form to be filed with
civil service by the operating department's personnel
group. This is to comply with Section 25, Chapter 31,

General Laws Governing Civil Service.
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This is an informational rmsworandum distributed to all Appointing Authorities, It
shculd be retained for reference purposes by the interviewer when a certification
ol names has Leen received,

mwwmxmwowmmnMAmwuqﬁ(mxm*mwmw)m
SIGHING OF CERTIFICATICN FCHM3 (FCRM 16 )

The enclosed certificaticn form 3138 to be signed by every applicant who appears for

i
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an exployment interview., JCrior to signing the forms each applicunt who appears
must check one of the spaces irdicating if he or she WILL ACUEPT or WILL NOT ACCEFT.
The applicant's gignatwrs and check mark should appear on the lirs beneath his nawe
and address, 1f ycu wish to have this inforimatisn for your racords you should require
that both copird be checked and signed,
The notice to appaar for the employment inteiviaw (Form 17) is to be retained by
the aprnlicant and dees nol nhave to be signed by the interviewor or returned to the
Division of Personnel Administration,
We are now developing procedures for removing from the ldst the nare of any person
who does no'. appear for the interview as directed or who apr=ars and states he or
she is not willing to accept, Heowever, for the tias being no names are being removed
for thece reascns, You will be notified when we will begin enforcing such removal.
T1E MARKS
ELAMFLE # 1 One permanent position is to be filled, Selection will be L out of 3.
LDue te tle mavks, five applicouts were notified 1o nvrear for intevview,
T parks wore 92, 22, 90,9C, 9 The certificsti-n is returned and
a1l applicants were willing to accept, An aprlicant with a mark of 90
is appointsd and sound and sufficient reasons are given for appointing
the applicant with a mark of 90, The certification is in order and this
appointment i3 approved,
EXAMPIE # 2 Seven permanent positions are to be filled, Selection will be 7 cut of 11.
ihie to tie marks, sixteen applicants were notified to appear for interview.
The marks were 93, 93, 92, 92, 92, 91, 91, 91, 91, 91, S0, 90, 90, 90, 20, 9C,
- The certification is returned and all applicants rzre willing to accept.
The appointments were made as follows: two aprlicants with a mark of 93;
two applicants with a mark of 92; and three with a mark of 90 and sound
and sufficient reasons were given for appointing the applicants withthe
marks of 90, The certification is in order and thez: appointments are
approved,
If you have any further questions relative to tie marks in the ranking by
percentagn, please contact Mr, Frank Mclaughlin (727-5505). Mr, Mclaughlin
48 in charge of the State and Municipal Certification Section of the Bureau
of Exemination,
BEJ/¢b
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(DEPARTNENT HEAD SIGNATURE)

Y

THE OPERATING DEPARTMENT'S PERSONNEL GROUP
SENDS ALL FORMS AND LETTERS TO ITS
DEPARTMENT HEAD FOR A SIGNATURE ON EACH.

SIGNATURES
OBTAINED?

ALL THE FORMS AND LETTERS ARE RETURNED TO
THE OPERATING DEPARTMENT'S PERSONNEL GROUP,
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DEPARTMENT HEAD SIGNATURE

Whenever an action is to be done by a department,
the paperwork for that action must be signed by the
department head. 1In this simple subroutine, the opera-
ting department's personnel group takes the forms to
their department head for his/her signature. Usually
the signature is readily obtained since there has been
a lot of communication between the department head and

the group.
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G’ROVISIONAL SIGNATURE)

A

THE PERSONNEL ASSISTANT SENDS ALL THE
FORMS TO THE DEPUTY DIRECTOR OF PERSONNEL
FOR AN INITIAL ON EACH TOP COPY.

INITIALS
OBTAINED?

THE DEPUTY DIRECTOR OF PERSONNEL RETURNS
ALL THE FORMS TO THE PERSONNEL ASSISTANT,

RETURN
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PROVISIONAL SIGNATURE

In this subroutine, the personnel assistant gives
the Deputy Director of Personnel the forms for an initial
on each of the top copies. Generally speaking, a stack
of paperwork is given, this avoids having to continually
bother the Deputy Director. If an initial is not ob-
tained, the paperwork for the person is sent back to the
operating department's personnel group. If it is, the
process continues. All provisional appointments must be
approved by the Deputy Director of Personnel prior to
employment. Also, the provisional appointment extensions

must be signed by the Deputy Director.
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(FINAL SIGNATURES)

Y

THE PERSONNEL ASSISTANT SENDS ALL THE
FORMS TO THE SUPERVISOR OF PERSONNEL FOR A
SIGNATURE ON EACH TOP COPY.

SIGNATURES
OBTAINED?

THE SUPERVISOR OF PERSONNEL SENDS ALL THE
FORMS TO THE PRINCIPAL CLERK.

Y

THE PRINCIPAL CLERK CHECKS FOR SIGNATURES

AND INITIALS, RETAINS ALL NON-CITY FORMS,

AND PASSES THE CITY FORMS TO THE DIRECTOR

OF ADMINISTRATIVE SERVICES FOR A SIGNATURE
ON EACH TOP COPY,

SIGNATURES
OBTAINED?

THE DIRECTOR OF ADMINISTRATIVE SERVICES
RETURNS ALL THE FORMS TO THE PRINCIPAL

CLERK. )
v
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!

THE PRINCIPAL CLERK PLACES SIGNATURE
FACSIMILE ON REMAINING COPIES.

RETURN
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FINAL SIGNATURES

The final signatures are from the Supervisor of
Personnel and the Director of Administrative Services.
Each of these two people must sign the forms requiring
final signatures. Normally, the principal clerk gives
a pile of papers to the Supervisor of Personnel and
collects it later. Then (s)he gives the pile, less the
rejects, to the Director of Administrative Services and
collects those papers later.

The Supervisor of Personnel is given all the forms,
city and civil service, and signs just the top copy of
each, if (s)he does sign. The Director of Administrative
Services is given just the city forms, and signs just the
top copy of each, if (s)he does sign. The principal
clerk then duplicates the signatures onto the other copies

if it is present on the top one.
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(TIME STAMP )

OF THE CITY PERSONNEL

THE OPERATING DEPARTMENT'S PERSONNEL GROUP
SENDS ALL THE FORMS TO THE PRINCIPAL CLERK

DIVISION.

N

THE PRINCIPAL CLERK AFFIXES THE TIME STAMP |

A PERSONNEL ASSISTANT

HE PRINCIPAL CLERK SENDS ALL THE FORMS TO

A

FORMS,

THE PERSONNEL ASSISTANT CHECKS FOR THE
DEPARTMENT HEAD'S SIGNATURE AND CHECKS THE

150
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TIME STAMP

When the operating department's personnel group
sends the forms to the city personnel division, the
principal clerk is the one who receives them. (S)he
affixes a time stamp to each of the forms. Then the
forms are given to the personnel assistant who handles
the department which the forms are coming from. The
personnel assistant checks to see if the department
head's signature is on the forms and if the rest of each
of the forms are in order. If the forms are not in order,
the personnel assistant returns them to the operating
department's personnel group for the necessary correct-

ions.
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QERIFY PERSONNEL 800K>

\

THE PERSONNEL ASSISTANT CHECKS THE
Personnel Book,

THE PERSONNEL ASSISTANT INITIALS THE GREEN
COPIES OF THE CITY FORMS.
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VERIFY PERSONNEL BOOK

The personnel assistant checks the Personnel Book
to see if a vacancy exists for the position the forms
indicate the operating department desires to fill, If
a vacancy exists the personnel assistant initials the
green copies of the city forms. If a vacancy does not
exist, the forms are returned to the operating depart-
ment's personnel group with an indication of the lack of

a budgeted vacancy.
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@PDATE PERSONNEL BOOK)

THE PERSONNEL ASSISTANT CHARGES OFF THE
JOB TO THE POSITION VACANCY.* EMERGENCY,
TEMPORARY, PROVISIONAL, AND PERMANENT
STATUS ARE RECORDED AS SUCH. PREVIOUS
POSITIONS HELD BY THE EMPLOYEE, IF ANY,
ARE MARKED AS VACANT IN THE PERSONNEL

*IN THE CASE OF AN APPOINTMENT INTO THE
MAYOR'S OFFICE, THE APPOINTMENT IS RECORDED.
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UPDATE PERSONNEL BOOK

The personnel assistant charges off the job in the
Personnel Book to the position vacancy. The mayor's
office, however, does not have a quota. Therefore,
the appointment is merely recorded. Also, emergency,
temporary, provisional, and permanent status are recorded
as such. If the person is already employed by the city,
their previous position is marked as vacant in the

Personnel Book.
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(EMPLOYMENT FORMS)

4
THE OPERATING DEPARTMENT'S PERSONNEL GROUP
GIVES TO PAT SMITH A Residency, A Medical,
A (riminal, AND AN Application FORM TO BE
FILLED OUT.,

\

PAT SMITH FILLS OUT ALL THE APPROPRIATE
SECTIONS ON EACH OF THE FOUR FORMS.

A

PAT SMITH RETURNS THE FOUR FORMS TO THE
OPERATING DEPARTMENT'S PERSONNEL GROUP,

THE OPERATING DEPARTMENT'S PERSONNEL GROUP
[MAKES AN APPOINTMENT WITH THE CITY
PHYSICIAN AT THE BOSTON CITY HOSPITAL FOR
THE REQUIRED MEDICAL EXAMINATION, AND ALSO
[GIVES PAT SMITH BACK THE Medical FORM.

¥

PAT SMITH GOES TO THE BOSTON CITY HOSPITAL
FOR THE MEDICAL EXAMINATION APPOINTMENT.
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!

THE CITY PHYSICIAN PERFORMS THE MEDICAL
EXAMINATION, KEEPS ONE OF THE THREE
Medical FORM COPIES, AND RETURNS THE
REMAINING TWO COPIES TO THE OPERATING
DEPARTMENT 'S PERSONNEL GROUP,

PASSED
PHYSICAL?
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EMPLOYMENT FORMS

The operating department's personnel group gives to
the potential employee a Residency, a Medical, a Criminal
and an Application form to be filled out. The Residency
form is just to certify that the individual is a resident
of the City of Boston. The Medical form has two parts.
The top part is completed by the individual and the
bottom part by the City Physician doing the medical ex-
amination. The Criminal form is one in which the poten-
tial employee must list all arrests and arrest/convic-
tions for any and all crimes, This form must be com-
pleted for employment, but may not alter the employment
process of the person. The Application form contains
a great many personal questions as well as qualifications
and references. The first three pages of the Application
form were probably completed by the potential employec
during the recruitment process to facilitate proper
selection. In that case, the three quarters completed
Application form would be handed back to the person for
the last page to be filled out.

After the potential employee completes the four
forms, (s)he returns them to the operating department's
personnel group. The group verifies that all the forms

are in order and that the person is a resident of the
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City of Boston. However, if the person is not currently
a resident, but will become one at the time of employment,
the employment process will continue. The employment will
not be finalized if the residency criteria is not met.
When all is in order, the operating department's
personnel group makes an appointment for the person with
the City Physician at the Boston City Hospital. The
Employee's Health Clinic is the current section of the
hospital where the medical examinations are performed.
The potential employee is told of the appointment and
given back the Medical form. The person undergoes the
examination where the physician completes the second
half of the Medical form. The physician then returns
two of the Medical form copies to the operating depart-
ment's personnel group and retains the third copy. If
the potential employee passed the medical, the process

continues. Else it stops here,
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Tt g e Ly b e o ;. . L o
i & . o il a1 Al ik s 5

Cl‘l"'l'll"l(?.\]'l’] or Resinexey
No 2381 ron

Emprovees or

KEVIN H. WHITE rhiz Crry or Boston
MAYOR

L. . - . : . . . hereby eertify,
according to the City of Boston Code, Ordinance 3, Section 1017, that my residence, which is
defined in said Section 104\, to be

“L i aetoad priveipad residence of the ndividual, wheee e or she normally eats and sleeps

and maintains s oe hee normad personal aid hovselold effects.”, s
O wied Sieet)

(City o Towmy
A ceps o8 the aforemntioned cedinnnee is ntho Wil and, hinvigg reecived it T wigo this contibiod aeler the o

and peonltus of pergory on s . Cdoy of in 197
(month)

Signed -

Witnessed by .
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Original - Mepiear Srenion Gen 6K
REPORT OF MEDICAL EXAMINATION City of Boston

e b PERSONNUL DEPARTMENT
e e AVPOINEMENT

RAMETT T T T - T rOsT fON

~RGPERETT T T e T T o B DEFARTMENT

e g o g
|

Monih) ) (Duy)
Medieal examination schedaled at........ Mo 0D e 19.......
in Room . .. .. Location
0 OVER FOR ADDITIONAL DETAIL SIEnature. ..o

(Department Repreaantindiie)

_ STATEMENT BY EXAMINING PHYSICIAN

I hereby cerlify that T have carefully examined the ahove named person for the position indicated and find (him, her) to be
In 7 COOD 3 YOCE phy et condition T otherefore (1 APPROVE 0O RLJECT  (his, her) appointment or
retention in the service, subjeet to sntisfnetory results of any medical tests pending.

The cuuse for rejection 118 (3 18 NOT  a renedinble medienl condition that ean be correeted by:

0O TREATMENT, 1 OPERATION, or (1 ACCEPTABLE PROSTHETIC DEVICES,

Datr. i e W Bignnture PP JRTPOR
(Mont)) (hay) (Eramining Phyev wan)
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DIESTIONV I RE CRIMITAL OF PEHG AND COIVICT | ONS

VE VO BVEY RERN CORVICTED OF A CRIMITIAL OFFINGE?

CHrTs e Paceaer ane bl Lawy you may enrver no record” below

rvy ol the followipe ciromstances nee opplicable:

Yon himve neger been nrrected tor violution of o eriminni
stotate;

Toa bave Leen nrrested bul have neves been tried for a criminnl
olfenne;

Yon beve been tried for a criminal offence but were not
convicted;

fon have a first conviction for any of the following misdemeanors:
druninness, simple »osault, speeding, minor traffic violntions,
afiray, or distartsanne of the peace;

You have not been convicted of a eriminal offense wilhin the five
yrears belfnre tha eta of thie application ond you hinvs heon con
vieted of minde ¢ where the dnte of convictios (1 SLhe torm-
§ration of inedan e tion, if any, occurred more than five years
before the date of this applientioon,

LN

Yo have {elony or risdemeanor convictions which have been sealed
prareuant to tssaciisetis Law;

1eu have Javenile celinguency or child in need of services com=
pletnts wideh were not truneferred to Guperfor Conrt for prosceu-
tion.

weoment nnswer YR beYow with repard Lo all other eriminnd violations,)
7 NO REZORD T

I0 Yir, vlewse explain

Signature
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APPLICATION FOR EMPLOYMENT

CITY OF BOSTON O COUNTY OF SUFFOLK 0O

Position o type of Do you wish to work
work applied for . fulltime O port time 0

Mr.

Ms. e [
EAST NAME TIRST NAME INITTAL OR MIDDLE NAME

Permanent

AdAreSs e e e e e o
NUMBFIU AND STREET cy STATE 7P CODE TELEPHONF

Present

AU e e e L
NUMBER AND STREET ciTy STATE ZiF CODE TELEPHONE

SOCIAL SECURITY NO. | .. HEWGHT . IN. WEIGHT _ .. LBS

U .S CITIZEN?  YES 3 NO 0O Veteran of L1 S. Armed Forces? YES (O NO ()

Are you presently in the Military Reserve? YES () NO ()

Have your any phiysicat or emotional hantations or handicaps? YES O NO )

HOVEST explun

Have you any illness or condition for which you ate now being treated? YES 1) NO 1)

I YES” explain? . -

Heow RO URIBVERIEN 43 yon Ahernt from

ciployiment durtae the pest twele ponths? I _ .

Referred by whom? I

Hase you ever worked jor the City of
Boston or County of Suffolk before? .

B 7§ TTTDEPARTMENT T T
Have you any relatives working for the
City of Boston or County of Sutfolk? . _. IR,
NAME DEPARTMENT

If you hold a Massachusetts motor vehicle operator’s license please indicate:

AUTOMOBILE 0 OTHER __ . LICENSE NO.

PERSONAL REFERENCES: List at least two persons who have known you for over two ycars, such as landlord
or fanuly phiysician, who may be contacted.

ILONAME e, OCCUPATION
ADDRISS . e [ o PHON¥F .
2. NAME - - ... OCCUPATION
ADDRESS . e . Lo . PHONE
GEN. k0
TLTE— T T T A T IO S T T I o N TP T o T 4y Y AP 3 71" P opr R 1+

163




o

o

s A FUr VUM Wap bedon W MR T S s s Nl Y Vs s e e S R b EE e P PR TERpPr" (VPRSP O 4

At this tine applicant should carefully read the instructions and answer the questions on the separgte

QUESTIONNAIRY RE CRIMINAL OFFENSES AND CONVICTIONS which is 2 part of this application.

QUALIFICATIONS AND EXPERIENCE
EDUCATION. Nare & Location of Sthool (Did you graduate?| Kind of course ticula, il selective Dates Attended
ELEMENTARY FROM e 7
JOMoR MiGH ) T T e T TmET e ToTm o T T T T T
o o U 0 O PR SO
COLLEGE - R MAJORSUBILCT  [SEMESTHRUEGREE RECEIVE D)0 AL OK EVE? :
HOURS

GRALUATE 5CHon T o . - . HEE
STHER TRANNG, 5CHO0LS, CGURSES BTG T om e - CENTIFICATE Ofc | . T

GIHERE VILE N

QF COMPLE TN
PAME OhCL A, G0 AN R AT, ’ CURLI AT
LG O HATIRG YOUu KA a0 LD O LICENYS) NO

OUMER SKILLS, TALI HTS, FROFICIENCIES, ETC. WHICH MAY BL ARBLICABLL TO 1HG POMT 0N,

EXPERIENCE

TITLE QF YOUR FRESE KN Tl MOST HECEN! POSITION: [NAME AND ADDHESS OF EMPLOYER:

L

KNG OF BUSING &

[PEICL LMPLOYED SALARY OR WAGE
£ ROM 10 SYARTING PER FavaL

$ i s . [:Jr Ut TaME I—Jvnu TiME

NAME OF SUPTRVISOR '

HOMAER ARO KiNG OF LMELOYEES SUPENVISTD OY YOu, IF ANY

REASON FOR LEAVIN

GESCAWTION ¢3 Your Tutiis

N BERGEINESETTT T T T TR E G tuplovEn T T T T JaalARY DR WAGE T T Toorr o omrmm s
KOM 10 LTARTING PEH ParAL - §
s s [CJeuce Tme [ Jrarr vin

S st~ RN B ST
VIHEONY YOU,IF ANY [NAML OF SUBERVISOR
i

REASON FOH LEAVING

TR TR

S s

Y L R T B L e T R W
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DRTEIUSTNROPRUT IS F G S SYPILTCI NP - S AL - ST

R - L o T -

QUALIFICATIONS AND EXPERIENCE {CONTD)

- = - ERET I . T E S o
PAME 8 ADDIESS G0t MY G b

TIACLE G B A ROV o an

CALANY Oh WAL
F ROM 10 STARY N PEs FINAL

['Jl oL I ]rr»“\
s AT v - N

I OT DU e FEIGO0 T MPLOYE O

NUMBEH AND KIND OF EMPLOYELS SUPE RVILED BY YOU, IF AnY

A —
TINAME OF SUFEAVIEOR

HEASDI FORTLEAVING

[(OLSCIiPTION OF YOUR CUTInS

Sl
TiITLE OF NE

IXT PREVIOUS FOSITION HAML & ADDRESS OF EMPLOYER

HFUL\ l' ]“AI?Y
—JTIME e TNE

KiNG OF BUSINESS

FERIOO EMPLOYED SALARY ORWAGE
FROM 10 STARTING PER FINAL

PR, s

FOESCIVTION 6F YOUR DuTiFs? - TTTemTTT T T - REASON FOR (EAVING .
|

b s o P Ca RS LA, S : S ¥ LT TN

AVl o nb ¥ e vy e ARG & ahibntoa s F b M LG e

Yiub e pusiog s vergo v mMeLovin o T TTaacane on waor

f ROM To LTARTING FER FINAL

[‘]ruu_ [ qur
| IR oY ~JumE T

NAME OF SUPERVISOR .

RUMBER AAD KIND OF EMPLOYUES SUPEAVISED BY YOU, IF ANY:

TOUR DUTIES

DESCRIPTION OF YOUS

REASQON FOR LEAVING

The answers to the foregoing questions are true to the best of my knowledge.

I hercby authorize my prospective employer to verify the accuracy of all my pre-employment qualifications contained
in this application.

My present employer MAY OO MAY NOT 0O be contacted. (check one)

T understand employment depends on acceptable resolts of a physical exammation,

Anplicant's sipnating . Date
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|
3 POSTEMPLOYMENT INFORMATION
! (Informatiog to be completed only AFTER decision to employ wpplicant.)
j P 3 e - mmramsm e nT
4
] PERSONNEL USE ONLY:
3 Job title o R e Grade . ...
Starting dute L. e o ) Starting, Pay §
; Organization R Supervisor L . e
Physical examination scheduled for . PR -
.1 Interviewer _ e et e et e e e e e e e R [
TO BE COMPLETYD BY NEW EMPLOYEE:
Dateof birth ____ . . . . Placeofbirth i
Mother's maidennome JO - IO e
Father's name e e e e e
Check one: Single (1 Married U] Widowed () Divorced O
First name of busbind or wife . ) .
Numiber of dependent childien .
In case of emespeney notify . Name .
Address _ Telephone
Relationship . . e - e -
ETHNIC OR RACIAL GROUP (For Federal Equal Employment Opportunity Reports)
Check one: White D Black O Spanish Surnamed O
Oriental O American Indian O Other OO ___ . __
CERTIFICATION: Date
1 hereby certify that in my opimon the quatifications of the wbove-named proposed
appnintee, as substantisted herein, meet the requitements for this poation. 1 atso
certify that 1 do not have in my employ 3 permunent ¢ivit service cmplayes in o lower

Signature and title of 3ppoinling BULMOTITY .covveirriimr it et emavasistss e e crieres

e e e L L A R e L o i Tt Al T Lttt ettt T L R
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(GENERATE CARDS)

HE PERSONNEL ASSISTANT GENERATES A

Personnel Card AND AN Employee Card ON THE
[EMPLOYEE.,

THE PERSONNEL ASSISTANT FILES THE

Personnel Card AND THE Employee Card IN
THEIR APPROPRIATE FILES.

[
RETURN
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GENERATE CARDS

At this point in time, the personnel assistant
generates a Personnel Card and an Employee Card on the
employee. If the employee was employed by the city
before, the Personnel Card is obtained from the Inactive
Employee File and a new one is not made up. Both cards
are filed in their appropriate files. The Personnel
Card file being by department, by job title, by employee
name in the personnel assistant's desk in charge of that
department. There is just one Employee File in a self-
standing filing cabinet., The Employee File is generally

used just for verification of employment.
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CITY OF BOSTON -~ §{ LHRSONNTL DIVISION

1N FULL !
PRESUNT T ] E] !
ADUPESS 1 overeman L .
DATE CF 7 I '
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A RO i ko Rt o it M i h 5 s i LA Gl IS,

Nam(?,
A ﬂ‘Q ress
De/oar’l‘menf

Title
(Da": of gfr#l,)

( Soc ol Sccur:'y- Mum Aer)
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(PERSONNEL CARD )

\
THE PERSONNEL ASSISTANT FETCHES THE
PERSON'S Personnel Card FROM THE FILE,

YES

NO

THE PERSONNEL ASSISTANT CALLS THE
OPERATING DEPARTMENT'S PERSONNEL GROUP FOR
A COPY OF THE CARD.

0 YES

THE PERSONNEL OPERATING DEPARTMENT'S
ASSISTANT GENERATES PERSONNEL GROUP
A NEW pergonnel Card.| |DUPLICATES THEIR CARD

AND SENDS THE
DUPLICATE TO THE
PERSONNEL ASSISTANT.

.
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|

THE PERSONNEL ASSISTANT UPDATES THE

Personnel Card.

Y

THE PERSONNEL ASSISTANT FILES THE

Personnel Card,
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PERSONNEL CARD

The personnel assistant gets the person's
Personnel Card from her/his file of that department.
When the card is obtained the personnel assistant up-
dates it and refiles it. If the card is not present,
the personnel assistant calls the operating department's
personnel group and asks for a copy of the card. If the
group has a card on the person, they duplicate it and
send it on. Else, both the personnel assistant and
operating department's personnel group must generate a
new card. The event of a lost card is very rare, in
fact it has never yet occurred. There are two different
colored personnel cards. The yellow card indicates a
permanent employee while the blue one indicates a

provisional, emergency or temporary employee.
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(EMPLOYEE FILE)

\

THE PERSONNEL ASSISTANT FETCHES THE
PERSON'S Employee Card OUT OF THE MASTER
EMPLOYEE FILE.

THE PERSONNEL ASSISTANT DESTROYS THE
Employee Card.

-y
-

A

THE PERSONNEL ASSISTANT GENERATES A NEW
Employee Card.

\

THE PERSONNEL ASSISTANT FILES THE NEW
Employee Card IN THE MASTER EMPLOYEE FILE.
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EMPLOYEE FILE

The Employee Card is just a three by five inch index
card containing the employee's name, address, department,
title, and sometimes date of birth and social security
number. It is almost uniquely used for verification of
employement.

The personnel assistant will'pull the old Employment
Card from the Employee File and replace it with a new one.
Therefore, if an old card is not present, it makes no
matter. There are two different colored employee cards.
The yellow card indicates a permanent employee while the
pink card indicates a provisional, emergency or temporary

employee.
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(» ISPERSEMENT)

A
THE PRINCIPAL CLERK DISPERSES ALL FORMS AND

LETTERS AS FOLLOWS:

Adjustment In Compensation
Appointment-Reinstatement
Change In Status
Leave Of Absence
Letter
Transfer Of Employee
-==WHITE COPY TO THE PAYROLL CLERK OF THE
AUDITING DEPARTMENT WHO FILES IT.
-=~GREEN COPY TO THE PERSONNEL ASSISTANT
WHO ATTACHES ANY COPIES RECEIVED FROM
CIVIL SERVICE FORMS AND FILES THEM
LOCALLY FOR TWO YEARS. AFTER TWO YEARS
ARE UP, THE FORMS ARE SENT TO A CITY
HALL STORAGE AREA.
---PINK COPY TO THE MAYOR'S OFFICE WHERE
IT IS FILED,
=--BLUE COPY TO THE EDITOR OF THE CITY
RECORD WHERE IT IS PUBLISHED AND
FILED.
===YELLOW COPIES TO THE OPERATING
DEPARTMENT'S PERSONNEL GROUP WHO
ATTACHES ANY COPIES RECEIVED FROM CIVIL
SERVICE FORMS AND FILES THEM LOCALLY.
NORMALLY ONE OF THE COPIES IS RETAINED
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WHEN THE INITIAL FORM IS COMPLETED
AND PASSED ALONG FOR PROCESSING.,

Absence And Termination Notice
Requisition
-—--ORIGIONAL COPY TO CIVIL SERVICE.
-—-—ONE COPY TO THE PERSONNEL ASSISTANT.
--—-ONE COPY TO THE OPERATING
DEPARTMENT'S PERSONNEL GROUP,

Civil Service Transfer
Emergency Employment
Non-Veteran Employment
Provisional Appointment
Provisional Promotion

Request For Reinstatement Or ReEmployment
---ALL FOUR COPIES TO CIVIL SERVICE.,

Continuance Letter
Application
Criminal

Residency
---TO THE OPERATING DEPARTMENT'S

PERSONNEL GROUP. THE LAST THREE FORMS
WERE RETAINED BY THE GROUP, THEY
ARE NOT DISPERSED.,
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( ERROR )

Y
ALL THE FORMS ARE RETURNED TO THE OPERATING

DEPARTMENT 'S PERSONNEL GROUP WITH AN
INDICATION OF THE PROBLEM,

Y
THE OPERATING DEPARTMENT'S PERSONNEL GROUP
[EVALUATES THE PROBLEM.

SOLUTION YES

POSSIBLE?

THE OPERATING DEPARTMENT'S PERSONNEL GROUP
INFORMS ALL THE APPROPRIATE PEOPLE.
\
THE OPERATING DEPARTMENT'S PERSONNEL GROUP
DESTROYS ALL THE FORMS AND LETTERS.

N

THE OPERATING DEPARTMENT'S PERSONNEL GROUP
REMIDIES THE PROBLEM.

GO TO
START
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ERROR

If an error is ever to occur during any of the
processes, all the forms are returned to the operating
department's personnel group with an indication of the
problem. The group then evaluates the problem and
determines if a solution is possible. If a solution is
not possible, the appropriate people are informed of the
snag and the letters and forms are torn up. If a
solution is possible, the problem is remedied and the

process is restarted from the beginning.

179



PAYROLL

The Auditing Department is the division within City
Hall charged with the payroll responsibilities. This
department must remunerate the City's employees on a
weekly basis, keeping track of their continuous state of
flux. At a daily rate, the Personnel Division processes
forms which changes the status of several hunderd
employees which in turn changes the payroll requirements.
This duelly complicates the system.

Each day of each week, a certain number of depart-
ments are sent a Preliminary Payroll Sheet by the
Auditing Department. A computer program currently exists
for the processing of the Preliminary Payroll Sheet and
the Payroll Checks, however, the program is very
antiquated and functions on a shoe lace more than any-
thing else. The existing program would most probably
need replacement when the personnel program and payroll
program are merged under a common database.

The payroll clerk(s) in each department receives
the Preliminary Payroll Sheet and handwrites in any and
all changes. For instance, if Pat Smith has just been
fired and is now to receive a pay check, the payroll
clerk writes in Pat Smith's name and all other pertinent

information. Also an indication of whether this change
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is to be temporary or permanent is made.

When all the additions and corrections are done,
the department head has to sign it. Upon signing it,
the department head takes on any and all responsibili-
ties of an incorrect statement on the Pre;iminary Pay-
roll Sheet. The sheet is then returned to the Auditing
Department.

In the Auditing Department, a clerk checks over the
Preliminary Payroll Sheet to further ensure its validity.
Any changes are cross checked against the copy of a form
which the Auditing Department should have recieved.

This is the primary use of the Auditing Department's
copy of the forms which the Personnel Division processes.
Namely, to check and ensure proper payroll payments.

The Preliminary Payroll Sheet, after being checked
over, is then sent to keypunching where just the
changes are keypunched. The cards are then fed into the
computer which generates the payroll checks. The checks
are in turn sent to the departments for distribution to
the employees.

Any changes indicated as temporary are only taken
into account for that week and would not appear on the
next week's Preliminary Payroll Sheet. All the changes

marked as permanent, however, would be retained by the
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computer and would automatically be printed on the
Preliminary Payroll Sheet week after week until the
payroll clerk crosses it out and marks the cross out as

permanent.
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EVALUATION

The existing paperwork system of the Personnel
Division is actually a reasonably good one. It provides
very standard, proven paths for all the procedures which
must be performed. It contains all the check points,
communication ties, and files for complete operation.
The only drawback is in its speed. It may take a week
or two to process a form in its entirety.

In the near future, the Personnel Division will be
consolidating many of the City's forms onto one standard
form. The Department of Libraries already has such a
form for their own use. The form contains several boxes
to be checked to indicate the exact nature of the
process which that form is to handle. Also on the form
are places for all the required pieces of information
which have to be filled in.

Having this one form would eliminate a lot of the
unnecessary duplication of forms and thereby speed up
the system. It just may also be a replacement for the
many civil service forms required. If civil service
could be convinced to receive just a copy of the standard
City form, a further increase of forms processing speed

could be realized.
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RECOMMENDED COMPUTER IMPLEMENTATION
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INTRODUCTION

Before a computerized system for the Personnel

Division can be devised, it must first be ascertained

as to what is desired. The overall goals of the system,

as stated by the Office of Management and Budget, are:

1)

2)

3)

4)

To increase management control and the
effective use of personnel through the pro-
vision of timely and accurate information on
positions, skills, experience, costs, and
benefits.

To expand the capacity for manpower planning
through the ability to forecast personnel needs
and revenue requirements.

To develop the capacity for the city to assume
the civil service record-keeping function.

To expand the system ovedtime to incorporate all

departments and agencies as users of the system.

and the objectives, as stated by OMB are:

1)

2)

To report vacancies by department, division.
unit, job classification, etc.

To project step rate increases by department,
division, appropriation code, etc.

To provide immediate access to employee

personnel/payroll records.
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4)

5)

6)

7)

8)

10)

11)

To produce payroll deduction reports.
To analyze the cost of filled and vacant

positions:

budgeted

actual

year-to-date

projected estimate to year end

To analyze the types and costs of the various
forms of compensation available to employees.
To analyze and monitor the amounts and use of
overtime by departments.

To analyze by department and city wide, sick
leave and vacation time of personnel.

To report on new employees and separations.

To produce Equal Employment Opportunity reports.
To analyze the insurance, retirement, tuition,
and other benefits available to employees and

their cost to the city.

As can be seen, the majority of the desired users

of the system lies in the analysis of data rather than
the day-to-day processing of forms. The data is just
the end product of the Personnel Division, namely, a

copy of the approved forms when they are filed. These

forms reflect all the information on all the employees.
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Information such as how many employees there are, what
their positions are, what their salaries are, and so on.
Goal #1 could be achieved by flipping through the final
filing cabinet of the Personnel Division, however, this
is not very practical. In the first place there is no
one cabinet file, and in the second place it would take
days to answer even the simplest question. The ideal
method would be for a computer to have all the informa-
tion on one of its storage devices so rapid accessing
and processing could be performed.

In order to meet Goals #3 and #4 requires the
streamlining of the Personnel Division. The goals
necessitate the addition of either more personnel in the
Personnel Division to handle an increase of work, or the
implementation of a computer to ease some of the
unnecessary burdens of personnel assistants and principal
clerks. The Personnel Division appears perfectly
capable, in its current capacity, to handle the daily
flow of forms, without an unreasonable amount of delay.
It cannot take on a substantial increase of work without
greatly lengthening its response time.

These two computer operations, the compilation and
the processing of forms, are the capabilities of a

computer system which must be evaluated as to need.
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Does City Hall really require the analysis of personnel
data? The answer to this question is probably yes,
however, it makes no matter. This is what City Hall
genuinely desires and so this capability must exist.

The second part, does City Hall require the
computer to process the forms, is not very easy to deal
with. Within the personnel system, the flow of forms
would be severely hampered if the forms required
several different keypunching steps. For instance, if
the form after being generated by an operating depart-
ment's personnel group is sent to the personnel division
and then keypunched, passed to receive final signatures,
which are then keypunched, passed to the Budget Office
and the results keypunched, and so forth, the keypunching
time would severely slow down the process. The choice
is twofold. First, do not let the computer handle any
of the data processing. Just keypunch the forms after
they are completely processed so the computer's files
could remain correct for analysis. Second, process the
forms with an on-line computer.

The on-line means the computer is connected to the
users, in this case the personnel assistants and such,
via a terminal. The terminal would be composed of a

video screen and a keyboard. The idea is that the
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computer would always contain the information, elimi-
nating keypunching, but the processing of the information
would take place under the explicit instructions of the
users.

I believe the only way to fulfill all the goals and
objectives is with an on-line computer system. If a
batch system is used, the data analysis could be
accomplished, but the forms would simply take too long.
Therefore, a batch system would only be used for data
analysis, not forms processing.

The recommended on-line computer system will not be
presented in very much technical detail. The actual
sclence of implementing a computer system is beyond the
scope of this document, however, the general methods of
the processing capabilities desired will be stated. The
idea is to present a broad picture showing how the system
would function and the issues involved, not the hard core
engineering aspects.

The CONFIGURATION section will detail the actual
computer system, while the APPLICATION section will detail
the use of the system. Together they will present enough
of a picture to further evaluate an on-line system, but
would have to be tremendously expanded should the on-line

path be choosen.
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CONFIGURATION

Database

The essence of the recommended computer system is
very fast on-line entry, retrieval, and manipulation of
a huge computerized database. The database would con-
tain all the information used or retained by the
Personnel Divsion and would be accessable at very high
speeds by operating programs within the computer. The
database can be imagined as a huge filing cabinet with
a folder on cach employee, past, current, or potential.
The order of the folders within the database is, for
the point of discussion, alphabetical. However, the
computer would also keep several cross reference sheets.
The cross reference sheets would indicate all the
employees for each department, all the current employees,
all the clerical employees, all the minority employees,
all the civil service emplyees, and so on. This may
seem like a long, troublesome exercise to maintain these
lists, but it must be remembered that the computer is
extremely fast and has a tremendous amount of memory for
purposes just like this one. The lists and actual
format of the filing cabinet are transparent to the user.
The user simply asks for the number of minority

employees within a particular department and over a
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certain age, and the computer does all the searching and
cross referencing automatically to produce the answer.
Within the folder of each employee is the essence
of a new form being devised by the Personnel Division.
The new Application And Employment form will replace all
the existing forms and letters which the city and county
use on their employees and applicants for employment.
The form will, therefore, contain all the elements of
the old forms, presented in the pre-computer section of
this document, but refined in order to avoid duplication
and to allow more flexible uses. When an individual sub-
mits his/her resume or wishes to full out an appli-
cation form, an operator types all the information into
the computer's database with the date automatically
being entered by the computer. Should the person become
an employee, other parts of the form are filled out with
the date automatically recorded. As the employee
progresses, the form in the computer is further updated
and dated. When retirement or termination occurs, the
internal computer form is not erased, but simply marked
and continues to remain on file for a certain period of
time. It should be realized though, that no paper
information on the person has been kept. Everything has

been on the computer database.
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It must also be realized that this database has no
mystical powers whatsoever. It merely retains all the
information presented to it in a manner where quick
accessing is easily done. The data which is retained
will follow one of the fundamental computer laws,
garbage in -~ garbage out. If the inputted information
is not accurate, the analysis and manipulation of the

database is going to be inaccurate.

From the time when the first piece of information
is put on the computer about an individual, it must be
validated against errors. This is not an easy procedure
with 25,000 plus individuals on the computer, however,
it must be done. The best method is probably having
each person check his/her file. Each day the computer
would print up the information it has on "X" number of
people. "X" is chosen such that the process completes
one cycle of all people every six months to a year or
so. The information on each person would then be sent
to each of the particular people. Their task would be
to look it over and indicate any errors or changes, like
a new address.

If all goes well, the number of errors present in
the reports would be minimal and few would require

changes of the database. Those reports which would come
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back requiring corrections would need to be entered into
the computer. However, before any changing of the data
would be done, the indicated errors would have to be
double checked to prevent an employee from changing, say
his/her salary. When the errors are corrected on the
database, a new report would be immediately generated
and sent out to further ensure validity. Even for those
employees where no action had been performed from the
last report cycle, it is still a good idea to send them

a copy of the database pertaining to them.
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Hardware

The IBM 370/158, which Boston City Hall currently
has, should be enough of a computer to handle the on-
line entry requirements. It should be fast enough to
receive the inquiries from the many remote terminals,
access the database, perform the computations, and return
the information to the terminal operators in a short
period of time. This period of time, known as the
response time of the system, cannot be properly
ascertained without detailed information as to the current
status of jobs running on the computer. If the computer
is currently swamped with work, its response time will
be slow and a larger computer or another computer may be
needed. Before any system is implemented, whether it be
a sophisticated on-line system or a batch system, the
regponse time should be calculated. The calculations
have not been performed here since it is not within the
scope of the document. From here on, however, it will
be assumed that the response time is relatively quick.

Along with the central processing unit and its
associated core memory, tape and disc are needed as
larger, longer term, cheaper storage. The complete file
of all past employees for the last two years, current

employees, and less than one year old applicants, should
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easily fit on a single 200 Megabyte disc pack. This
multiplatter disc would hold, by itself, all the infor-
mation necessary plus all the files mentioned in the
following software subsection.

The cost of the disc is relatively cheap at about
$500, however, it must be kept on a disc drive whenever
it is needed. This means that throughout the day, it is
tying up a disc drive. This in unavoidable for fast
information retrieval, The cost of the drive being
tied up, half of an IBM 3330-11, is approximately
$40,000.

For data protection against lost information due to
the hardware malfunctioning, the information on the disc
should be "backed-up" onto a second device every so
often. The second device could be a computer tape, or
it could be another disc. Whichever backup device is
storing the data, makes no matter, so long as it is done
at regqular intervals. The recommended interval is every
working day. At a specific time every working day, say
7:30 p.m., the data processing group will turn off the
personnel program for thirty minutes or so. In that
thirty minutes, the backup is performed. Should the data
ever get destroyed on the original disc, which would be

very rare, the backup disc or tape would be used to

197



restore it. All that would be lost is the one days work,
which could be redone. This backup procedure, as you can
probably well understand, is very important to the over-
all computer system.

The input and bulk of the output of the system is
to be done with communication terminals. These termi-
nals, or CRT's as they are called, have a very fast
display time, so the operator does not have to wait
while the computer is typing the results. Also, there is
no physical printing, which means no great wastes of
paper. If something is desired to be printed up on
paper, the operator simply tells the computer. The
computer prints it up on a high speed printer and in-
forms the data processing group to send it to the
operator. Generally speaking, very littleshould require
a hardcopy, typed paper.

The major use of paper will be those divisions of
City Hall which must use the database for their functions,
but do not have their functions on the computer. For
instance, the budgeting division will need a lot of
information from the computer, but since its employees
process with paper, a paper input is required. In the
future, if the budget division is put on the computer,

their use of paper could be greatly reduced and their
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division's efficiency greatly increased.

Long term, final storage would be most economically
provided by tape. When an employee has been terminated
for over two years, their complete file would be filed
by year of termination onto a computer tape. As the
years go on and on, and the number of tapes grow, a
master tape indicating who was terminated and their year
of termination could be created. This tape would ease
the time needed to find an employee terminated an unknown
number of years ago.

City Hall has all the hardware needed for the on-
line system, except for the terminals. These devices
would require purchasing, installation, hookup, and
instructions for use. The instructions will probably
present the most difficult obstacle of all. Some users
will fall right into gear with their terminals while
others will be unable to eope with theirs.

Every personnel assistant would need a terminal of
their own to process the information. And every
operating departments' personnel group would need one or
more terminals to originate the forms and track their
processing path. Larger departments would require more
terminals than smaller departments.

In all, the terminal problems will require the
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greatest amount of concern. Their placement and opera-
tion will dictate whether the system is going to succeed

or fail.
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Software

The software of the computer is a program continu-
ously running within the system. It handles all the
terminals and also manipulates the database. The
program is the real intelligence of the system. It
contains the knowledge of what to do, when to do it, and
how to do it. For a system of greatest use to the
Personnel Division, this program would probably have to
be custom written. The customization would guarantee,
this is of course if the project is properly managed,
all the currently desired features, the continued addi-
tion of features, and the future merging of other custom
packages for other divisions.

When the operating department's personnel group
desires to "fill out a form," someone in the group must
type in all the information on his/her terminal. The
interaction between the person and the computer is
supervised by the program. The program must be capable
of handling any sort of situation which could crop up.
For instance, it must not allow incomplete forms to make
their way out of the personnel groups.

When the form on the computer is filled out by the

personnel group, the computer program will automatically

route it to the proper places and time stamp it as it

201



goes. It must also keep track of the form in case the
personnel group desires to know its whereabouts. The
routing of the form would be accomplished by files. The
computer would know to put a termination into File A,
then File C, then File B and so forth. File A might be
associated with a particular personnel assistant while
File C might be the Supervisor of Personnel's.

The task of each user of the system would be to go
through their file. As each person completes a form in
their file, say the Supervisor of Personnel checks off
a form as approve or disapprove, the computer would put
the form in the next file depending upon the processing.
Each department's personnel group would have several
files. One file would contain partially completed forms
not yet sent on. Another file would contain a copy of
all forms being processed by the system. And still
another file would contain all the forms, approved or
disapproved, coming back from being processed. The files
would all be kept on the same disc pack as the database

so backup could be easily handled and maintained.
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Authorization And Privacy

O0f great concern with the storing of private
personnel information is the retention of its privacy.
What must be built into the system is an authorization
routine which must be properly performed to access any
part of the database. The authorization routine could
be a code number uniquely assigned and changed on a
monthly basis to each person requiring access to the
database. Within the computer would be a list of the
codes and what the code is authorized to view. Some
codes would only be authorized to see if a particular
person is currently an employee, other codes would be
able to access all parts of an employee's file, but only
for a certain department. Still other codes would only
entitle the bearer to ask for statistical data, but not
for any piece of specific information on a specific
person. And even other codes would allow the bearer to
access certain pieces of information, but not be allowed
to change them.

In the case of terminal operators who use their
terminal in the course of their job throughout the day,
a terminal lockout key may be given to avoid having to
always enter an authorization code. Or when the original

authorization code is presented to the computer, it
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remains in effect until the operator indicates othefwise,
like when (s)he is going on a break. 1In any event, the
authorization code must present a reasonably strong
force against those who have no business with any or all
parts of the database, but must also be easily used so

the system is not slowed down in any great amount.
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APPLICATION

Operating Department's Personnel Group

There would be three files associated with each of
the groups, the Forms File, the Pending File, and the
Return File. The Forms File is just a collection of
forms which the group is filling out and have not sent
on. The terminal operator types into the computer that
an action is desired, such as a new hiring. The computer
then asks questions, via the terminal, which the operator
has to answer. Should a question not be answered, the
computer will hold the form until it is answered. When
everything is in order, the form is transfered to the
Pending File and also sent on for processing. The
Pending File will keep a copy of the form and also the
form's current status as it makes its way through the
system. When the form has been processed, it returns in
the Return File. The terminal operator has to go through
the file to determine if it was accepted or rejected. If
accepted, the terminal operator instructs the computer
to update the database and delete the form from the
Pending and Return Files. No action is ever considered
complete until the database is updated.

Personnel Assistant

Each of the personnel assistants will have a
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terminal for their work. They each will have a Work
File, a Personnel Book File, and access to all the
employees' database information. The personnel assis-
tants will go through their work file and do the neces-
sary work via the terminal. Should the Personnel Book

be needed, the assistant instructs the computer which
will in turn show the necessary Personnel Book section

on the terminal's screen. Also, the personnel assistants
would be capable of checking any piece of information in
the employees' database.

The personnel assistants would not be allowed to
alter anything except the Work File. Everything would
be automatically updated, including the Personnel Book
File, when the operating department's personnel group
authorizes the update and thereby finializing the actionm.

Personnel Committee

The Job Bank would be on the computer, but would be
in the form of employee files. 1In this case the word
employee covers past, present, and potential. Also the
affirmative action standings would be accessable by the
committee to better perform their job. These are only
a few of the files which the committee would have.
Sipnatures

There will be a signature file for each of the
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signing people. The department head, the Mayor, the
Supervisor of Personnel, and the Director of Administra-
tive Services are examples of the positions requiring a
signature file. The process would be that when a signa-
ture is required, the computer would put the form in the
proper signature file. The person would then either go
through the file themself or have a paper printout made
and instruct someone else to go through the file and
approve or disapprove according to the paper copy which
(s)he has marked up.
Reports

Report type questions would be handled by the ter-
minals for fast response. If the report is lenghty, or
if a hand copy is desired, the terminal operator could
instruct the computer to print it up and send it over.
Also, the terminal operator could instruct the computer
to generate and send over specific reports on a periodic

basis without any further instructions.
Other terminal uses and users do exist, but explain-

ations would not appreciably add anything do to the nat-

ure of this document.
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CONCLUSION

The implementation of a computer in the Personnel
Division of Boston City Hall can be accomplished with
two general goals in mind. The first is one of the
computer being capable of producing a tremendous cross
section of reports from a comprehensive database. The
second goal would be the computer being capable of
speeding up the flow of work through the division,
thereby enabling the divsion to take on more work, such
as civil service.

The first goal is technically not very difficult to
achieve. It requires all the final data to be entered
into a somewhat large database and the creation of a
report generating program to manipulate it. There would
not be any realization of speed increase by the Personnel
Division since the data would be entered only after the
proper forms had already made their way through the net-
work. The database would indirectly help the Personnel
Division by periodically producing reports and thereby
eliminating that burden from them. It would also be
capable of producing updated quota books and the like,
but this would only help in a marginal way since the

personnel assistants keep their quota books current.
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Achieving the second goal though is not as easy.
Namely, throughout the maze of forms processing the
computer must aid in the actual processing in order for
it to have any chance of increasing efficiency. With a
batch operating system, the forms processing time would
probably increase due to the added keypunching time.
Therefore, an on-line system is the only answer for this
second goal.

The drawbacks of an on-line approach are numerous.
First of all, the people who have to use the terminals
have to be trained. The terminals will be many and
costly. The 370/158 will probably need to be expanded
to a 370/168 if the payroll and budgets programs become
on-line with a shared database.

If the lowest level batch system is used, the
personnel people would not have to be trained for its
use because it would not affect them. The only people
who would have to be trained are the ones who control the
report generation. The on-line system, on the other hand,
would require everyone to be trained,resulting in a
greater expense.

On the batch system, a form could be used to requis-
ition a report. The form could then be sent to a group

which would process it and send the results back. Or
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remote, report only terminals could be used by each dep-
artment. In the first case no terminals are necessary.
In the second case each department would have to have at
least one terminal. The on-line system would not require
many more terminals than the second case, but still the
terminals are expensive.

The drawbacks stated above are just the technical
ones. There are a number of political pressures on the
system which will have a tendency to deflect the imple-
mentation from the best possible path. These pressures
would be difficult to mention here, however, they do
exist in a very strong form and will affect the comput-

erization decisions.
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