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INTRODUCTION



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.

15



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

personnel 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 is 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 matters within

that department, assist in compiling statistical data

for reports and in preparing personnel material for

17
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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 arid 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-

efit surveys submitted by federal, state, municipal and

private agencies, make recommendations for appropriate

departmental staffing requirements, assist in conversion

of city classifications 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
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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 context 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
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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
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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.

25



NON-CIVIL SERVICE HIRING (MAYOR'S APPOINTMENT)

CASE lA: Pat Smith is to be hired for a non-civil service

position in a city operating department.

THE DEPARTMENT HEAD INFORMS THE OPERATING

DEPARTMENT'IS PERSONNEL GROUP OF THE

INTENDED HIRING.

THE OPERATING DEPARTMENT'S PERSONNEL GROUP

COMPOSES A Letter STATING THE APPOINTMENT.

THE OPERATING DEPARTMENT'S PERSONNEL GROUP

SENDS THE Letter TO THE MAYOR'S OFFICE FOR

THE MAYOR'S SIGNATURE.

SIGNATURE NO GO TO

BTAINED? ERROR

YES

THE MAYOR 'S OFFICE RETURNS THE SIGNED

Letter TO THE OPERATING DEPARTMENT'S

PERSONNEL GROUP.

PERFORM

EMPLOYMENT FORMS

26



0ATH

Y SES

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,

PERFORM

TIME STAMP

PERFORM

UPDATE PERSONNEL BOOK

PERFORM

GENERATE CARDS

PERFORM

DISPERSEMENT

STOP

27



CASE IA

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

CIrY HALL BOSTON

KEViN H WH-TE

February 31, 1977

Mr. Walter Merrill
City Auditor
Boston City Hall
One City Fiall Plaza
Boston, !A 02201

Dear Mr. Merrill,

Beginning February 31, 1977 and continuing until further notice, I
desire to p-ovide 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

K1W/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'IS

PERSONNEL GROUP OF THE INTENDED HIRING

THE OPERATING DEPARTMENT S PERSONNEL GROUP

FILLS OUT AN Appointment-Reinstatement AND

A Requisition FORM.

C1VIL SERVICE YES

LIST EXIST?

NO

THE OPERATING DEPARTMENT'IS PERSONNEL GROUP

FILLS OUT A Provisional Appointment FORM.

PERFORM

DEPARTMENT HEAD SIGNATURE

I(PERFORM
EMPLOYMENT FORMS



PERFORM

FTIME STAMP

PERFORM

VERIFY PERSONNEL BOOK

POISIONAL NO

EMPLOYMENT7

YES

PERFORM

PROVISIONAL SIGNATURE

PERFORM

FINAL SIGNATURES

PERFORM

DISPERSEMENT

PERFORM

UPDATE PERSONNEL B00K

PERFORM

GENERATE CARDS

STOP
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CASE lB

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 DOSTON A oro or y

APPOINTMENT- F EINSTATEMENT
(To tbc mesd1 for appolrtinaats with aDmic posItion title, giaide arid salary.)

PEVARTMO ENT ............. ............. ......... DIVISION..... .......................... DATI ... ...................

To: Uiiuc-ron 01' ADIINrlnATv1; SEnvICEs:

Subject to your approval (inder the provisions of Chapter 3, Section 12, of the Revised Ordinances of
1947, as mended) the following appointment or reinstattinent is hereby made.

Position Title Grade Salary

APPOINTMENT E1 REINSTATEIMENT LJI PEUMA NENT L TEMPORARY [I PROVISIONAL o E RIFHGENCY C

If other than pern anent insert p iiod ..

N :AA A iiRESS

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

and reason of is termination............................................................

Why is it necessary to fill position?

Offirer ir Ch(arge of Department.

Approved: Reviewed:

To be effective ....................... . ....... Approval Recomnmnded

Dirscor of A dminiilrative, Smus Superisor a l'ersonnel

Ueo. 554
All I ormso Mos be I rSia mn ed to the Supervinr u( Pr oinel, RIoom SIl. ( kly bIlt

nnnmmmmrameoneesamm--wsewsememe9mmWimumen 1em ma~ w" " WMEF~i""-~wmfg
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K,% 03 4 9-74-10 l9

MASSACHUSETTS CIVIL SERVICE REQUISITION BLANK
(F1, SING;LE COPY)

City or Town ..... ........................

Department ......... .............
Division ................ ......................
Post Office Address ... ..................

To the DIRECTOR OF CIVIL SE RVICE Date ....... .......... ....................

294 Washington St., Boston, Masachusetts 02108

I hereby crlify that I have the power of appointment and that there are no employees cntitlel
to reinstateniot in tids position (see General Laws, Chapter 31, Section 46G) and thereforp m:'
requisition as followe:

T itle of Position .... ...................................................................... .N um ber of V acancies

Salary Rate: $.......... per .......... Temporary increpse or bonus: $..........., per........
If roora cr board furnished, to what extCnt: ..................... Meals ............... Roon.

Pei mnent ............ Temporary............ Military Substitute.........................

Full-time ........ ......... Part-time .............. Intermittent . ..........................

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

If part-time or infnrmittent state to what exte-nt

If hours of employment are unusual state in detail

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

Reason for and date of termination....................................................

I)uties of position (state in detaii)....................................................

Qualin.cations requ red. .....................

Sex .............. . (if a partiular sex Is rquired a Dvi..on of Civil Service - Massachnsetts
Commission Against Dtiscrimination qluestinnaire must be filed.

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

For Labor Service Position: 1. If heavy work Indicate hero []

2. If position is In Class II or III-see reverse side.

Signed ........................ ..................... .........

T itle ............................................ ......

FILL IN APPROPRIATE PARAGRAPHS REVERISE SIDE.
Requisition form not neccessary for transfer (use form 9) or for reinstatement (use form ld).
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Tr the DIICTOR I CIVIL SERVICE

294 WashinIom St., Iloston, Masacuitsetts 02108

Departront heast may recommend any method proposed in the Civil Service Laws to fill a
position, the more commron of which ari listed below. The method you propose should be checked.

Request i made to fill vacancy on this requisition as follows:-

OFFICIAL SERVICE
APPOINTMENT

A . By holding an opei n com petitive exam ination .................................................................................. . [
(if you select thi ni-thorl, v' naist state under remarks (paragraph 11) or b.y s-parate
letter your r-iawon for not fillilg the poition by promotion within the departnent.) A de-
tailed statenmut of duties Inust he atached. Please use Foin 30.

It. By certification from an existing list established as a result of open competitive examination [

PROMOTION
C. By certilicatio;n from an existing list established by a competitive promotional examination L]

). Py holding a e- ripetitive promotional examination open to the grade below in the Offleial
Service, or to sirccssive grades below until a suflicient number to hold a compi-titive exam-
Ination s obtained ...................................................................... ............................ ..... ..............

I. By holding a deptm iertal promotioail examination to fill a position which uiist be in the
low t Irade in I lite olkial swrviec, as determined by the l)irect or. Please refer toi G. L. C. 31,
S. 1-51 for the options providd for; set forth under itEMAl(S which option you have
ss'leited .--.. ..... . ... ........ ...................... ................. ................................... ci

F. By promotion, subject to a qualifying examination of the following named person who is the
(FIRST, SECOND, TiflD) .................... oldest employee in length of service and has been
employed for at least three years in the next lowest grade ............................
Name ........................ Title of present posit ion ...........................
Present salary rate: $............ per .,............ Temporary increase or bonus: $............ per ..............
If room or board furnished, to what extent: ............................ meals ............................ rooms

Note: If it is desired to fill vacancy on the requisition by a TEMPORARY TRANSFER
pending a permanint promotion, transfer forms should accompany this request. (This
does not apply in the case of Labor Service promotions.)

LABOR SERVICE

G. This requisition shouid include under Title of Position any present rating or ratings that are
retained. The 0utie set ionh motlsi Cuver ali raiings. If any rating or ratings are to be dis-
continued ti. . t forth this fact under remarkn (paragraph H1).
I hereby certify that I have potied a ltOMOTIONAI, BULLETIN for five working days prior
to filing thiA requjisitiun. (G.L.C. 31, S. 8) Date of posting ............................................................
Exact place of m il ng ............................... ...............

CHECK WIUCHT ONE OF THE FOLLOWING APPLIES.
1. As a result of said posting I request the promotion of the following named person who is

one of the three oildst employees in the lower grade, in poitnt of seniority in the labor service,
having the requireud quialincations and wilhuli to accept such position. Name ....................
T itle of p re nut po ion .... ..... .................................. ........... ...........

2. As a result of fiaid posting there is no employee in a lower grade qualified and willing to accept
the position, and I request certification from the eligible list ....................................................... .

REMARKS

. Other request or remarks . ......... . ........................... ................................................

Signed ........ ................ ...................

Title ............................. ..................

ANSWER QUESTIONS ON REVERSE SIDE
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- A. ~

CITY OF EDOcTON

ADMINISTRATIVE.

SEiVICSr DEP'ARTMENT

PERS.ONNEL DIViSION

ONE CITY HALL SOUAFRE

BOSTON, MASS. 02201

725-4698

ROBERT A. FHEELEY

SUPERVISOR

Mr. Wallace 1ountze
P-ersonnel Adiisrdtrator
Division cf Personnel Adminis5tration
One Ashbur hon Place
Bos;ton, 3s-achusetts

Dear Mr. Kouotzc:

This is to notify you that I have i;ade~ a provi sional
appointment of the porson nriaone below. I la'v forwarded a
copy of this Lct tor to the Citiy Auditor and to the Treasurer.

Titl of posion

lao to ul r u(01Se i'on

Datec of hirth Namo & 1\ddr a:; Vet-Nonvet- Iate of -cJ'oLovrent

Social Soctriitv 4

The above is a replacoment of the fol1owing named
person app')ointled under requisition dated

Name Date of termination

Very truly yours,

I Y W I-P~ wvV lP "" ,I
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NON-CIVIL SERVICE PROMOTION

CASE 2A: Pat Smith of the operating department is to be

promoted within that department. (S)he is a non-

civil service employee.

39

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 IS

COMPLETED. SHOULD AN ERROR OCCUR DURING THE
NEW APPOINTMENT, PAT SMITH'S OLD POSITION

IS NOT AUTOMATICALLY TERMINATED.



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 2Bl: 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 DEPARTMENTIS
PERSONNEL GROUP OF THE INTENDED PROMOTION.

THE OPERATING DEPARTMENT'IS PERSONNEL GROUP

FILLS OUT A Change In Status, A

Requisition, AND A Provisional Promotion

FORMe

PERFORM

DEPARTMENT HEAD SIGNATURE

PERFORM
TIME STAMP

PERFORM

VERIFY PERSONNEL B00K

PERFORM

PROVISIONAL SIGNATURE
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PERFORM

FINAL SIGNATURES

PERFORM

DISPERSEMENT

PERFORM

UPDATE PERSONNEL BOOK

PERFORM

PERSONNEL CARD

PERFORM

EMPLOYEE FILE

ASTOP
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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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,.~o. ,~. .. .~., &oa2A ~4~Zi.% dO~Vi'~~~, ~ ~ .. -~

\I 111 i . I ' M
CITY OF L3OSTON

CHANGE IN STATUS

I -)L Al TM EN T ..... .. .. ..... .... .. ........... . D IVISIO N . .. ,. ......

TO DIlRECTR OF ADMINISTRATIVE SERVICES:

Subject tio your ap, proval (under the provisions of Chapter 3, Section

147, as ameiidod) I hereby reconunend the following change in status.

NAM..

PPF!LENT POSITION TiE . . .

Pao-os a PoSITIoN TITLE . -

PR ELNT COMPENSATION - GRADE ... COLUMN.

PROPOSED COMPENSATION -- GUAM'- -COLUMN.

k position newly created? . - . I not, state imeic and title of pr

and reason of is termination-

Why i8 it necessaly.to fill position?

..... . ATE...........

12, of the Revised Ordinance of

.SALARY S.

SALARY $.

evious incumbent ineludig date

Officr in Char ge of Department

Approved: Reviewed:

To be effective .... ......... ............... Approi al Recommended

D)rdoir of Amirinisgroulsi Srmeea supoeli j f proennel

All I orms Mut Ile Trm 4mii to 11the SuperviOmr of Per1winnel, Rt lot 610, 1 ily ll0

(N. 18.
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Form 1,A. 10M-12-73-093713

MASSACIUSETTS CIVIL SERVICE

Provisional I'romotion Form

(G. L. Ch. 31, Sec. 15F, as anended by Ch. 652 of the Acts of 1968)

City-

Departn.t
Division -.

Date ...

Name of Employee-- ---- - -

Effective

Position to which provisional promotion Is requested: - Date .

Salary

Title .-- --

litle of permanent position from which promoted:

............... ........................ .................................

One of the following paragraphs must be completed including signahire. If an appointing authority is not

certain that a position is or is not in the next higher grade, in order to preveit any delay in processing the

request, ho should complete paragraph 2.

1. Provisional Promotion is requeued of the above employee. The position to which promotion is re-

<pested i.s i.. w alcxt h&A ade;.

Signature of Appointing Authori y . - -

2. Provisional Promotion is reqicsted of the above employee. The position to which promsotIon is re-

quested is not in the next higher grade.

() Stitenent of sound and sutiicient reason why provisional promotion will be for public good:

......................... ... ... . ..... ..............

(b) I hereby certify there Is no employco in next lower grade qualified and willing to accept.

Signature of Appointing Authority -

Corresponding Number:
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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.

Civil~~~~ Se v cT 
iART io i t

THE HEAD OF THE OPERATING DEPARTMENT

INFORMS THE OPERATING DEPARTMENT'IS

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'IS PERSONNEL GROUP

LOCATES PAT SMITH'S NAME ON THE LIST.

S PAT SMITH NO GO TO

MONG THE TOP THREE? ERROR

YES

THE OPERATING DEPARTMENT'S PERSONNEL GROUP

FILLS OUT AN Authorization Of Employment,

A Change In Status, AND A Requisition FORM.



THE OPERATING DEPARTMENT'S PERSONNEL GROUP

SENDS THE Civil Service Certification List

AND THE Authorization Of Employment FORM

BACK TO CIVIL SERVICE,

PERFORM

TIME STAMP

PERFORM

VERIFY PERSONNEL B00K

PERFORM

FINAL SIGNATURES

PERFORM

DISPERSEMENT

PERFORM

UPDATE PERSONNEL BK

PERFORM

PERSONNEL CARD

PERFORM

EMPLOYEE FILE

]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

yellow copy.
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S TANPlAI'r;IZLr ') i F'

(, t ( , s* i 21

wAo s * s ' Gs C 31, S, tio 24 (Lbor Service) S-t ion. 2 ' t(Cfi' sai S, r% i

Certifid for ! h I_ r y

Certified siS-et si I -1 ' I hv ex ns - -tn Yous wil notl 5 ': w 1 on1 i.,' (4._IIca . eair- s offer on C! a !0
rd;I s om 1t -''' vt'owry5" 5t miI xamtirn ityof ths p-'rir c e s. d: bly /ou for5oppoin y

no stt wo; bt r d examin No v for ei t, vill be gi'n by t D

S .;cc prior to_ III i x mn n P orI_ , Mndly ra h ~ ri rn a yo w the interview- dr- . 0'
t <e nr, rf V b ot re sr f r'so5 dIi

te-i-r oV o 'r w I I r F n r: n t i ' rsts iot of i ',w r - : .is ll w IH b mi'ss, for thro d a''s

pI fr phys' sss R ITlM t P -'mo ut certi ceo )Iy App nt , tay p s t y be ns dJ ect

to po ing phy Gi 1,4- e ne i r .... an .ld 11hey wili be notwed to apper fr phI a emmninit(, at uI lr dite.

h t to chc oui e f t teo the ( mm sjeii - st e 1  
>s'ner of Pr obe,, ti n

INS F-ITRCTIOIS FOR 1II f 0u11 fAING AUTHOPITY

I L MAr .- Put son-s o i - s t: m ri re stei, d suphbsic0tPly und oll her- sqil c Hgb;iy. I I- of bass q no I ifonyi is Oiwy -oty

opo. in lilhoWy rvy , mnif 0tII on file oppbrationsi, cerida ea r,oiohon papetI ord I ;doyme)-nt recordsi of y uem d n

pr -1If those rtifo'-d (nd I, -r-s on of the op itsilng office-r ise di l bc made f thwith mn th %-s s pr k d l his repnit is not on ra m n

fIm A f t sri -it- .rr lWr ' he windfor oprroval to the DiN OF CIVIL SEkVK f

If therek is on insu i nt ns h of oppliconts w"imn to c o rept return ths ce, s oiion asnd checki this les for odditional ne's

1 is' t'-r hfi o s vo,. if n-t ot- upon wi
t
-in thrte wepeks from its dot( unlesst an extension is mqus td in writing and appmvuc.

The f .ing --ccrp' 'r o- 'Ih Genero! Lses whch ore pertinent to sc ior for appointment o-e ' > sn e) ,-w for your i i os

(hipl r 268, Section 91. Any ' npointing oshority or appointing officer, boih as defried in cho ter t hfirty-one, who, by himself or by tso s ther pc's

s sttrg on h cibehot wpseI' bu or sby the use of threats or other forIm of croesuc any s e on elribie list, cis defi rhoptr

ti-rty-ssso, tc. refusens- op ,,ntrr vt cIrsor promtion by s cth stst ority or officer It i ny position i the s <s mol vl service sholl be punobir5' , o in e

of rsI -s hIf m fifty no'r mor thans two husndred dolors or by imprisonment in u jul or house o )f crs r n- fio.r r.st nore than two 'rPs or by b hI,-s

s'h in-' impr-r-,onnr I OFFICIAL SERVICE

Cha,,pt-r 31, Sertion 15, Psstrsrioph C. In each instancnre henlne n o upo thnrs ifr'siy 1
-ry spacsntsr r 'ronts, sss the case may F ory rso other

than Ihe person whose ro- e vppe-ar, highest on o I ertifisd by the di'r tor ior i po tion and surh ptrson is v/--in lo acceo t sssch tpi ,rtr-nt or

pre- ltin, the apoi ntog (...I'r-.ti -urs I rrthwith dlverlto the directo , s o- ten lmI nt t(- f -s i" cs m 'for so oppciniit 1'' - , t o"

p n s'5 oppr'l d - o n I ssa~ nstIs n s app s'lm ist or pro rotion of iny prenoin ot r thc o k- I , f t ,I wi- ne sorne opper s "s 'I ' h Iit *

shll b-rrsw effective unt.1 s csh s mnthas been re reived by tihe dr cio ery sur stat' e-i't sa' l t. f d in the o fice of ths'l ds l' t d 6,111

be spesto p bisc ps'rn

Chspter 31, Secilion 15' W hs-no-ver s certification of names of pes
on

s elo ble for o p m e ra promols 55fin is made by th' e dsrect' oI d
elible hI I coes ms thl .a. .. 'If three persons wilb'n to inscrit, sICeetir , o elI ts-pp . - ist- t 1 1-0bsr r, ,Ib I i p ss-spointi c-suthasity f, , ''- -bib -

I inII oo )ron e th e In, 11 nd1 r), Ule s T h o p p IIi tnt ig I noh r itIy ma ny mn 1,r e ken ?,n nd c 1o r, .~ nit f-- (m I cufrtfication oIf I, )1 ,1"'. h

own <hisven-!on if Ithe oforv mia y hootly do ,,otme on opprrn-ient fo .... .. b er o flti- ~ a es ee fl 9 dM t

that it is h;s p ic oen to b, '1" 1, p o n~r ui i ~ c,10 %orb tt.ue Cis (n 1hud ha of t -t i ree im a w A l to orcera I% o0cihN' -d fr i th"

oppoif lung authoo ty vmb, I& III- f ph out-cn by aI penon Iwh n romeit it(o- ril upe r, n tidj vhl i . h I l (salternify to) fihe dirt I ""'I ~-' 'I

pvfnon? cn the likt who ir'-ctl hf I- W m lynI ieltmview u, dai ted b~y Ihe d (-o f (J wa 'vm s a dr n d for the polii.. lo r b

the appointing authfooty 1,. . tat S11M al nd an~d fi ool ,I se sfl-o t ed ntow yu . m h o e of IPN thnin opr Io, w s
odequ( I,,o, mveu oI po-w, seihetnon N'o rovi-onal opipomtment, po)visional pre moIton of Item e rlmf hll be approved m. k a o ...

no~ 1 v~c d nby Ihe die for if ther h;.f contomls ll namps of Ihreel m m lible mnd w,1lboo to, o f epf Nothing hetrein contan- 1 1-1 ifvc

the 6jghs of disoblod~ -terols en, pr~ovided in rertion twenlty three.

CERTIFICATION AND SIGNATURE OF APPOINTING AUTHORMT Y

I hereby ctify thait I lcompled with all the providions of Chapter 31 of the General tows (the ( v. IScervie low) govern og. ce!rtlrr o, ,nd

APPOINTING AUTHORITY Signature

NAME
PLEASE TYPE OR PRINT

TITLE
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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.
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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 IS COMPLETED. SHOULD AN ERROR
OCCUR DURING THE NEW APPOINTMENT, PAT

SMITH'S OLD POSITION IS NOT AUTOMATICALLY

TERMINATED.



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
LPERSONNEL GROUP OF THE INTENDED TRANSFER

THE SECOND OPERATING DEPARTMENTS 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'IS PERSONNEL GROUP.

ALL THE FORMS ARE TAKEN TO THE DEPARTMENT

HEAD FOR A SIGNATURE ON EACH FORM,

SIGNATURES NO

OBTA INED?

YES



ALL THE FORMS ARE TAKEN TO PAT SMITH FOR A

SIGNATURE ON EACH FORM,

SIGNATURES NO GO TO

OBTAINED? ERROR

YES

ALL THE FORMS ARE SENT TO THE SECOND
OPERATING DEPARTMENT'IS PERSONNEL GROUP.

PERFORM

DTIME STAMP

PERFORM

VERIFY PERSONNEL B00K

PERFORM

FINAL SIGNATURES

PERFORM

DISPERSEMENT



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 B00K

PERFORM

PERSONNEL CARD

PERFORM

EMPLOYEE FILE

ISTOP
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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.



CITY () BOSTON

TRANSFER OF EMPLOYEE
(To b, ;) d , by t tlatnitt to td'ich v pdoyce in being traitnerd)

SJATI).... .......

To:

DIMie'ron oF ADMINISTRATIVT SERVICELS:
Subject, to voor approval (under the provisions of ( Ciapter 3, Section

1947 as amendetd) I be-iltby 1reconTaond the following transfer.
12, of the Revised Ordinances of

NAME Or E-rtIonME.................................... ...... . ......................

ADDRESS.......................................................................... ........

FROM

DEPARt'MENT....

POSITION TITLE ..

DEPARTMENT.......... ........... ...................

POSITION TI T........ ........................ LU......

COMPENSATION ..... .. AY . ( PSTIO:rN - RA ARY .

There 1114"t bo gi helw A 1111 np 0titiwnt uf the 1n t or con it Onf wi'rrin q the pmp and tranlt r.

Offir in Charje of Depariment

Reviewed:

Approval Recommemled

Director of A dmiiutaive Scrvices Superviwtr of 'eronne

All Forms Must li Trainsmitted to tho Stuenior of Ilersonnel, Room 60. City tlail

(w Is

I.,,

I '.PAR''MN . ....

A iirr on (Cy

Approved:

To be effective.

'IV" " " ORM go$ IV I M,
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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

THE OPERATING DEPARTMENT'IS 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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(1 H Y ()F BSO) N

PARKS AND RICRFATION DH I RIMENT
ONE CITY HAI.. SQUARE

BOSTON, MAS 02201

April 25, 1.977

To: Auditing Department
CiLy Ha1 I , Room M-4

Pat "mitih, 1234 South Court, Allston has

bee gjranted Leovn of- Ah-mncci thout lay tarting

May IJ, 1977.

Sincerely

Jerry 13 own
Comiss ioner

66
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LOfl~V'C~
KEVIN i WHITE

Mayor
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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.

Absence And Term-ination Notice.

PERFORM

DEPARTMENT HEAD SIGNATURE

PERFORM

TIME STAMP

PERFORM

FINAL SIGNATURES

PERFORM

DISPERSEMENT
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THE PERSONNEL ASSISTANT MARKS THE

Personnel Book WITH A VAC TO INDICATE A

TEMPORARY VACANCY.

PERFORM

PERSONNEL CARD

(STOP)
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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

yellow copy of the Leave of Absence form they inform the

department head and Pat Smith of the process completion.



IEPArTIMeN (

CITY OF BOSTON

LEAVE OF ABSENCE

V)ES'A O ........ .i.VI ON . ..................................... )A TE

To:
Dtincron w AOMw rr vs Snvic:s,

Hiubject to your opproval (hnder the provriuonm of chapter 3 section 12 of the revised ordinanc of

IN7, a's amnrded) I hireby recoisrnend the following leave of abseice to be effective......................
(Date)

iXpiril ---
(Date0)

NAME OF PoYEE . - - - - - -.................................... ............ .. .........................

ADDRESS.................................................................... .....................

POSITION TITLE. - - - -.....................- -.............................................

COMPENSATION --- GRADE ........................... ..................... SALARY.... ....................

U LESAVE oF ABSENCE WIT)IOUT PAY

El Li.vF or AnsENCE WriH PAY

Therj nuut be given be ow a comnplete statement of the reaon or conditions warranting the proposed loave of absence.

Officer in Charge of Department.

Approved: Reviewed:

To be effective ............... ....... A.......... .... Approval Recommended

Direcior of Adminietrat w Sen cet Supervior of Personnel

All Form., Mut Be Transmitted to the Supervisar of Pelronnel, Room 610, City HalU

C-wggeen oeaiappww* 1e0tes r1r1ii"W" wel"I"F"'le msgp"Me
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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

employee.

REINSTATEMENT

PAT SMITH INFORMS THE OPERATING

DEPARTMENT'S PERSONNEL GROUP OF THE

INTENDED DATE OF RETURN,

THE OPERATING DEPARTMENT S PERSONNEL GROUP

COMPOSES A Letter REQUESTING THE INTENDED

REINSTATEMENT,

PERFORM

DEPARTMENT HEAD SIGNATURE |l

THE OPERATING DEPARTMENT'IS 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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"O n1)TN^ I A

Commiarj(Otr

CI Y 01F B)S0 ON

PARKS AN) RECRE/\TION DIPAkIMENT
ON I: CITY llALI. I i)AF

!OST'UN, MA! W2111

Kf VIN 1. Wl rI
M; Y,

May 20, 1977

To: Auditing Dcpartment
City I1all, Roon M--4

Pat Smith, 1.234 South Court, Allston has

terminated her Leave of Absence Without Pay and will

return to work on Hay 23,1977.

J A'Iry wI ,

Cowlnn i s ier

.~ ~~" ~R~eW r!~"r~'~ t ON"4Wl' - IV ,~r WO f
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CIVIL SERVICE REINSTATEMENT

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.

START

PAT SMITH INFORMS THE OPERATING

DEPARTMENT'IS PERSONNEL GROUP OF THE

INTENDED DATE OF RETURN.

< P HY S ICALN NO

ECESSARY?

THE OPERATING DEPARTMENT'IS 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.

PAT SMITH FILLS OUT THE APPROPRIATE

SECTION ON THE Medical FORM.

PAT SMITH GOES TO 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 SENDS THE

REMAINING TWO COPIES TO THE OPERATING

DEPARTMENT S PERSONNEL GROUP,

NO Medica FORM

IN ORDER

YES

PASSED NO GO

PHYSICAL? ERR
YES

THE OPERATING DEPARTMENT'IS PERSONNEL GROUP

FILLS OUT AN Appointment-Reinstatement AND

A Request For Reinstatement Or

ReEmployment FORM,

PERFORM

DEPARTMENT HEAD SIGNATURE

PERFORM
TIME STAMP

PERFORM

FINAL SIGNATURES
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PERFORM

DISPERSEMENT

THE PERSONNEL ASSISTANT REMOVES THE VAC

PUT IN THE Personnel Book WHICH INDICATED

THE TEMPORARY VACANCY,

PERFORM

PERSONNEL CARD

STOP
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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,
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Pat Smith is either medically accepted or rejected. In

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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'I. I. ild mti, 11,,, e u h 4 - 1 o., l f" .1 r a -," lo Diviitnr of Civl s rer. If lM--I ciffi ial. rieqtire a co >o ne e, m r sr

pq 1 . thoob he 1..rd t" shl fbre

MASSACHUSETTS CIVIL SERVICE

REQUEST FOR REITATEMENT OR RE-EMPLOYMENT
SR 'te S ervi . --. - -. . _ _.. .. . ........... .. ... C ity or- T ow n ... _.........................

S . ....... . . .. . Date .....................................

TYo -the DIREC'Tkc1 OF (IVIL SERVICE
Itate Iouset, U..tonc Iasaciwhucsetts

Request is nutd to rinstate or re-employ: Mother's
Maiden

Name..................................... IF MALE Name ...........................
Fathe r's

Address. .............................................................................

PDSITI)N TO WHICH REINSTATEMENT IS PROPOSED

Title: .. ..... ... .. ....... ............................... ............. . ........... . ....................................
aar .............. per ........ . Temporary increase or bonus $ ............ per ..........

If room or board furnished to w hat extent: ............ . als............ ........... Rooms
Pernant .... ........... T porary ............. Military Substitute .........................

F litmirne ........... Part-time . .............. Intermittert ........... Recurrent ..........
I Intles of 1'oitic).......................................................................................

.. o.i.tion newly . r d ............. ......... If not, state name of pre.us neum . .ot.
Name................ .......... ..... Last date of P.A.l D. m i.y mn I .....

TD~ITION TORMErD l.(OCCUPIED BY EMPLOYEE WHOSE REINSTATEMENT IS PROPOSED

.alary:5r .... .................... Temporar. ncrease or bonus ....... .
oom brd furshed to what extent:..... ...... .... ......... Rooms

.a.t date of A I cp. ment ..................... .............................. .........

Rason for terminatIon of service.............................. ....................

...cson. for reques............ I .......... ....... ....d ri t n...........................

If- peitdeen.t is .. ter .

ienparation framc uervice,
shou d .tate reasons wAy it11)............. .. .. . ....

ould .e in public interest ........................................... ..........

Effetive .date of reidnftutement:............................................................
If Teinattenent i 1npnrary, to end...... .....................-................

A1PPROVED
S tiut(N (I
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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.

THE HEAD OF THE OPERATING DEPARTMENT

INFORMS THE OPERATING DEPARTMENT GS

PERSONNEL GROUP OF THE INTENDED HIRING.

THE OPERATING DEPARTMENT' S PERSONNEL GROUP

COMPOSES A Letter STATING THE EMERGENCY

APPOINTMENT.

PAT SMITH

A RETIRED CITY NO

WORKER7

YES

THE OPERATING DEPARTMENT'IS PERSONNEL GROUP

FILLS OUT A Retired Employee Emergency

Emp oyment FORM.

THE OPERATING DEPARTMENT'IS PERSONNEL GROUP

SENDS THE FORM TO THE MAYOR FOR A

SIGNATURE.
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SIGNATURE NO GO TO

OBTAINED? ERROR

YES

THE FORM IS RETURNED TO THE OPERATING

DEPARTMENT S PERSONNEL GROUP.

PERFORM

DEPARTMENT HEAD SIGNATURE

PERFORM

EMPLOYMENT FORMS

PERFORM

UDTIME STAMP

PERFORM

UPDATE PERSONNEL B00K

PERFORM

GENERATE CARDS

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.

PA STH

THE HEAD OF THE OPERATING DEPARTMENT

INFORMS THE OPERATING DEPARTMENT'IS

PERSONNEL GROUP OF THE INTENDED HIRING,

THE OPERATING DEPARTMENT S PERSONNEL GROUP

FILLS OUT AN Appointment-Reinstatement AND

JAN Emergency Employment FORM.

PAT SMITH

A RETIRED CITY NO

WORKER7

YES

THE OPERATING DEPARTMENT'S PERSONNEL GROUP

FILLS OUT A Retired Employee Emergency

Employment FORM.

THE OPERATING DEPARTMENT'IS PERSONNEL GROUP

SENDS THE FORM TO THE MAYOR FOR A

SIGNATURE.
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YES

THE FORM IS RETURNED TO THE OPERATING

DEPARTMENT S PERSONNEL GROUP.

PERFORM

DSPERSERM

EMPLOYMENT FORMS

PERFORM

TIME STAMP

PERFORM

UPDAT-E-PERSONNEL B00K

PERFORM

GENERATE CARDS

PERFORM

DISPERSEMENT
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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

fill 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.



MASSA(I USE TTS CIVIL SER VICE
SMI;N RCENCY MPLOYMENT NOTIIFICATION FOiM

FOR AiTOINTMENIS IN CITIES AN)) 'IOWNS

To be filled out in quashoiplicate andi all Forns to be sent to Division of Civil Service, 294
W igton St., Boston. Mass. 02108. If local officiak require a copy, one extra copy should
be fUrwarded to this office.

CITY (OR TOWN) OF ............... ....

TiFSE FORMS ARE TO BE USED FOR DEPARTMENT OF....... ...................
EM _ERCENCY A OINTMENTS ONLY' DIVISION OF............ ..........

DATE . .........................

To the Director of Cilo Service:
[ report the emergency employment*

Under the Civil eLw, I hereby request permission to renew the emergency employment*
of

(Data of Bieth) Sodla Securtly Number

Address - - -- - .
per hour

Position .. at the rate of ............. per day
hours

From ....... for days
(U elvtaliy emroploy. for less time. potifly Dtdron of Civil Servi)

(it)Oes reasonso Mi"t be slat-d ti order to have emoeiney approved)

01o.l eiecy *plo .m. ns may ns .'.asd Ie f.r.. of 30 dv. -onl 50 eenimil'. diva followinv the dle of pte awet.
* etmsmy "Peploy'sUAe eala tree hd lt aue additionas perind in lt soa.. twaive moneh poatod, only ato the *Ipl140on of th. oritial 0-day

lin depr';otrmento, inltititi os id ltepilas the functions of whicl Are connected with the public safety or puilic health, emargency
eiploymloent mally he renewed tot a stcord parlod In the sam. twelve month perilod.

fmrenit cyue employmrat noly it nll thi poiition of LABOtiRtI n1av be reneaed immtlnediAtclV after thle original emergency employ.

rsllnt tor a Period nim to ex-ceed ' days, i which event emeriteicy employment moay not be turther renewed in the same

twelvt month period

Intermittent or part-time mroploymrenlt should he reported on an hourly basis but In no case shall such emrployment exceed 240 hours
in the 00-day period immediately following the d-te of the original appointment, renewal or renewals as the case may he.

N.B. If more than one appolinlment hafs been made to the positions, the names of the appointees should be listed in alphabetical

order - double space - on the reverse side of form together with address, dates of birth and -Social Security Number.

If all appointees are not to be employed for the same length of time, the date of appointment of each and the number

of days should be listed.

I hereby certif - that the employment reported above was to meet an emergency which could not have been
foreseen and that th)e public business would be seriously impeded by delay in filling this position in the manner
provided by the Civil Service Laws and Rules.

Title. .. .. . . ...
Offioer sulborised to make appoiamests

APPROVED
Div. of Civil Service
By

Upon receipt of this report or retiest for renewal if employment properly 1ile1d out, if approved by the Director
of Civil Service, cnpici will be forwarded to tho proler officials lin order that the employeto mny receive the
co ipuisation due hitr.
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Cetificrte to he used in connection with requont for
&iorgency service of rotired persons under the
Provisions of Chanpter 7,A9 Acts of 3963

(Thia form is to be filled out and returned to the Divirion of
Civil Service)

City

Department

Le

Narr.e of retired person

Title of positon

We hereby certify under the penalties of perjury that:

a, an emergency exists

b. a vacancy exists

There is no permanent employee who has the sano or similar skill as
the person for whom request is made who ia available for promotion,
eithnr on a prnvisionaJ promotional basis, or a tenpornry transfer
basia, or who Is eligible for a promotional qwilIfying oxamination

signied-
(Appointing Authority)

Title.

The Law also requires the certification under the penalties of perjury
of one of the following officials:

Director of Personnel and Standardi-
zation (State Service)

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

Board of Selectmen

Signed
(Name)

Title- yor
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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.

START

THE HEAD OF THE OPERATING DEPARTMENT

INFORMS THE OPERATING DEPARTMENT'S

PERSONNEL GROUP OF THE INTENDED

TERMINATION.

THE OPERATING DEPARTMENT S PERSONNEL GROUP

COMPOSES A Letter STATING THE TERMINATION.

PERFORM

DEPARTMENT HEAD SIGNATURE

PERFORM

TIME STAMP

THE PERSONNEL ASSISTANT REMOVES PAT

SMITH S NAME FROM THE Personnel Book,

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.

PERFORM 
c

DISPERSEMENT

ASTOP
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CIVIL SERVICE TERMINATION

CASE 7B: Pat Smith of the operating department is to be

terminated from employment. (S)he is a civil

service employee.

START)

THE HEAD OF THE OPERATING DEPARTMENT

INFORMS THE OPERATING DEPARTMENT' S

PERSONNEL GROUP OF THE INTENDED

TERMINATION.

THE OPERATING DEPARTMENT S PERSONNEL GROUP

COMPOSES A Letter STATING THE TERMINATION,

AND FILLS OUT AN Absence And Termination

Notice

PERFORM

DEPARTMENT HEAD SIGNATURE

PERFORM

TIME STAMP

THE PERSONNEL ASSISTANT ADJUSTS THE

Personnel Book SUCH THAT THE NEW VACANCY

IS APPARENT. I
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THE PERSONNEL ASSISTANT FILES PAT SMITH'S

PersonneZ Card IN THE INACTIVE EMPLOYEE

FILE, AND DESTROYS THE Employee Card.

THE PERSONNEL ASSISTANT SENDS ALL THE

FORMS AND LETTERS TO THE PRINCIPAL CLERK.

PERFORM

DISPERSEMENT

(STOP)



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)

CASE 8: Pat Smith of the operating department was hired

as a provisional civil service employee.

START

THREE MONTH NO

PERIOD UP?

YES

THE OPERATING DEPARTMENT S PERSONNEL GROUP

CALLS THE PERSONNEL COMMITTEE AND ASKS FOR

A Continuance Letters.

Y E S LETTER NO

PAT SMITH PAT SMITH IS

IS EXTENDED. TERMINATED.

slop
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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 B0TON

OFFICE OF THE MAYOR

CITY HALL. EO.STON

Date

lo:

Dear

This wil introduce

of who :ds irm of

obtaininj employment in your dipartmenti s

Plaae makf I special effort to assist the above nomed person.

Thank you.

Sincerely,

John E. Murphy
Deputy Director
Personnel
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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'IS

LPERSONNEL GROUP OF THE INTENDED CHANGES.-

THE OPERATING DEPARTMENT'IS PERSONNEL GROUP

FILLS OUT A Budget Amendment FORM.

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 NO GO TO

ALRIGHT? ERROR

YES

THE PERSONNEL ASSISTANT INITIALS THE FORM

AND SENDS IT TO THE PRINCIPAL PERSONNEL

BANALYST.

THE PRINCIPAL PERSONNEL ANALYST RECORDS

THE BUDGET AMENDMENT REQUEST IN THE Budget

Log Book,

THE PRINCIPAL PERSONNEL ANALYST DETERMINES

IF AN AUDIT IS REQUIREDS

AUDIT NO

REQUIRED?

YES

THE PRINCIPAL PERSONNEL ANALYST ASSIGNS AN

ANALYST TO PERFORM A JOB AUDIT AND ENTERS

THE ANALYST'S NAME IN THE Budget Log Book.

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

PERSONNEL ANALYST.



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? NO GO TO

ERROR

YES

THE FORM IS SENT TO THE SUPERVISOR OF

BUDGETS

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
fltTATrnIh 9

YES

ALL THE APPROVED FORMS ARE SENT TO THE

PRINCIPAL PERSONNEL ANALYST.

THE PRINCIPAL PERSONNEL ANALYST ENTERS THE

BUDGET AMENDMENT INTO THE Master Budget

Book.

PERFORM

DISPERSEMENT

THE PERSONNEL ASSISTANT ADJUSTS THE

Personnel Booki

ASTOP
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CASE 9

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 the 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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DIto Rocwivu _

Ana I ys ItAi:i I v) (I:

Roport buo:___

CITY OF BOSTON
and

COUNTY OF SUFFOLK

ADMINISTRATIE SERV IC FS DEPARTMENT

THIS FORM MU"T BE SUNITED WITH ALL RE1CITS TO AMEND PERLOmT _QUOTAS

Please amend the parsonne) quota as follows:

(department)

ADDITIONS: DELETIONS:
Title: Title:

Salary:___ Trs./Wk. Salary:___ Hrs./Wk.

Cost Centor/Division: Cost Center/Division:

Quota Adjustment: Frm: To; Quota Adjustment;jFrom: To:

In thjn a pronotior? Is the title you nire doloting vacant?_

What n th ailod cost for the rost of thi; Firceal Yoar?_
What in the eddid cuot for next Floal Year?

PLJEASE STATE TI IENSIONS OF THE DEPARTIMENT, UNT OF COST CFE It APPLICABLE
T) THIS PFIMUT:

Total Oporating Pudget: Total number of omployoes:
Work Vclumo: Fodrl Grantn: _ _ _

Fees Collected: Other:

DESCRIBE THE BENEFITS THIS POSITION(S) WILL HAVE TO THE OPERATION OF YOUR DEPT.:
IN TERMS OF ECONDMY OR COST, INCREASED PRODUCTIVITY OR EFFICIENCY, TECHNOLGICAL
CHANGE, ETC. (in detail):

A COMPLETE AND DETAILED FORM 30 VUST 1E SUBMITTED WITH ALL 1R QUFST

Pmonld Copy (over)
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DESCO; I T I FATIA T F, I E! THE PROJO D T, POII IT I ( ) fl) EXJS TIIG
POSITN i IN 'I HE UNI AU/O: DEPARTMI: (in ITtI1)

IF THIS POSITIO(s) WAS JHT A!IICATED, WHAT ARE THE DETRIJ1NTA, EFFECTS TO THE
DEPARTMEP!, UNIT OR COST CENTIR?

TIlE ADOVE ANSWHI3 ARE ACCURATE AND COfl'!E

Anuintir tuhorty

T'OII IL ICILOrI ATfl) IIUI)iII III C; CE

Funding Available:
(authorized signature)

Pvronn' lRvLW HyR__

Comments:

Peroonnel Approval:
(authorized signature)

PTSAIPiROVE1P

S rupervii E o } u

Ruprv ior of l: roC

EFFECTIVE DATE:
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STEP RATE

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.

START

STEP NO
DUE7

YES

THE OPERATING DEPARTMENT'IS PERSONNEL GROUP

FILLS OUT AN Adjustment In Compensation

FORM,

PERFORM
DEPARTMENT HEAD SIGNATURE

PERFORM

TIME STAMP

PERFORM

PERSONNEL CARD|

PERFORM

FINAL SIGNATURES
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Dliii 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
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CITY OF BOSTON

ADJUSTMENT IN COMPENSATION
(for (tep rate andI longevity intrements only)

u ... IV 81N..DAT'E.

To:

D)lim C,11T R <l. D Ii.iA I l S :VC

jlect to yua l Y(1111 unde'r t1he pro visions of Chapter 3, Sect ion 12, of the Revised Ordinances oI
19-7 as amended) the following ll aijustmen ii it(s) iml compensation is/are liereby i(commerided to bel 0w11

(fflt11

NAM L TITLE
CoMTENSA'rION

Pi i ESEN T PitoloSl

1 hereby certify that the services of the above-named has/have been satisfactory.

Ofrcr in Charge of Department

A ppioved: Reviewed:

To be efTective .. ........... .............. Approval Recomnended

~inector of Admhushiiiaiwe .Sermen Suprii'sar o l'ersonnej
All I orni Mut lie Tranmniied to the Suprvisor of Peroillniel. Romit 6 10, (n Iy IlIll

Gvni 4
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ELFO~r~iSJK7K42{3, 1975

00> STi? 5TEP STEP STiP STEP STEP STEP

2 56 7

1 3125.75 130.(5 134.65 139.25 143.55 1/33.70 154.6
R..1 134.65 139.25 1X.3.55 1/8.70 154.60

0....'1'0 13,.6' 13).25 143.55 148.70 154.60 160.55
139.:'5 143.55 140.7 154.60 160.55

>3 134.6>. 139.25 143.55 148.70 154.60 160.55 166.75
143.55 1/X.70 157.6) 160.55 166.75

H-4 13,2. 143.55 1/8.70 154.60 16r0.55 166.75 173.25

R -/ 1/0.70 154.60 160.5' 166.75 173.25

5 143.55 149.70 154.60 160.55 166.75 173.25 180.60
154.60 160.55 166.75 173.25 180.60

R- 6 14, 7( 15/ .60 160.55 166.75 173.25 180.60 189.2>

R-6L 160.55 166.75 173.25 180.60 189.2K

1 - 154,.60 160. 55 166.75 173. 25 180.60 189.20 198.10
R . 166.75 173. 25 180. 60 189. 20 198.10

- 160.5 166.25 173.25 180.60 139.20 193.10 207.35
0-8'1173.25 180.60 189.20 198.10 207.35

-16.75 173.25 180.60 189.20 198.10 207.35 217.00
. 180.60 189.20 19iP.10 207.35 217.00

- 1.:8 )u.
6 0  

189.2 19b.10 207. 35 217.00 2'8.05

h..M 189.20 198.10 20. 35 217.00 228.05

191 1 .60 18,.: 198.10 207.35 217.00 22f.05 2 19.(A'
I-11 1911.10 207.35 217,00 228.05 239.

Pl1 1 ).21 1 01.1 207.35 21/.00 ?20.1)5 239.60 51.%5
611 207/.35 217.00 228.0' 2 ;9.60 2'1.95

7.13 1 l3. 1 7,35 217.00 '.005 239.6X 251.95 ()4. 75

)14 217.00 28.05 239.60 251.95 264.75 278.30 293.00

H--15 239.60 251.95 264.75 278.30 293.00 308.70 324.70

1 t-16 264.75 278.30 293.00 308.70 324.70 341.40 358.10

R-17 293.00 30T.70 324.70 341.40 358.10 374.35 392.60

P-18 324.70 341.40 358.10 374.35 392.60 412.35 432.15

3-19 35.19 374.35 392.60 412.35 432.15 452.25 472.40

R--20 392.60 412.35 432.15 452.25 472.40 492.45 512.55
R-21 432.15 452.25 472.40 492.45 512.55 532.60 552.70

L R-22 472.40 492.45 512.55 532.60 552.70 572.85 592.95
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A NON-MANAGEMENT VACANCY IS ABOUT TO OCCUR

CASE llA: 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 NO
AVAILABLE? STOP

YES

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.

START

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.

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? NO SO

YES
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THE PERSONNEL COMMITTEE CALLS THE BUDGET

OFFICE TO SEE IF FUNDS ARE AVAILABLE1

FUNDS NO

AVAILABLE? STOP

YES

THE RECRUITMENT PROCEDURE IS THEN

PERFORMED.

ASTOP
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CASE llA and llB

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. If

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'IS PERSONNEL GROUP

SENDS ONE SET OF FORMS TO THE OFFICE OF

HUMAN RIGHTS FOR POSTING AND POSTS THE

SECOND SET WITHIN THE OPERATING DEPARTMENT.

EACH DIVISION WITHIN THE OPERATING

DEPARTMENT FILLS OUT A Declaration Of

Poeting FORM AND RETURNS IT TO THE

OPERATING DEPARTMENT'S PERSONNEL GROUP

FTER THE FIVE DAY POSTING PERIOD.

DEPARTMETAL NO
APPLICATIONS?

YES
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THE OPERATING DEPARTMENT'IS EMPLOYEES EACH

FILL OUT AN AppLication For Promotion FORM,

THE OPERATING DEPARTMENT S PERSONNEL GROUP

INTERVIEWS THE APPLICANTS FROM THE

DEPARTMENT.

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

HIRED7

YES

THE OPERATING DEPARTMENT'S PERSONNEL GROUP

FILLS OUT A Notice Of Selection For

Promotion FORM.

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

PROCEDURE.
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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,

4v'A
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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,

THE PERSONNEL COMMITTEE ASKS THE PEOPLE ON

THE LIST FROM THE TOP DOWN IF THEY

ACCEPT THE JOB.

SOMEONE NO
ACCEPTS

YES

THE PERSONNEL COMMITTEE SENDS THE PERSON'S

NAME TO THE OPERATING DEPARTMENT'IS

PERSONNEL GROUP.

THE PERSON IS HIRED USING THE HIRING

PROCEDURE, CHANGE IN STATUS PROCEDURE, OR

TRANSFER PROCEDURE.

CIVIL SERVICE NO SO
POSITION?

YES
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< VETERAN7 
YES 

SO

NO

THE OPERATING DEPARTMENT'S PERSONNEL GROUP

FILLS OUT A Non-Veteran Employment FORM.

THE OPERATING DEPARTMENT'S PERSONNEL GROUP

SENDS THE Non-Veteran Employment FORM TO

CIVIL SERVICE.

STOP
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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 filling 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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r0:;T 0" WTI ].; ii A

ANNMIN TTRAT IVF Set:' r 3S DEPAR)TI"T

PP. T30:W Pill .i7TN

ALL, DIViS10ii'

DATE:__ _-

SUBJECT: Promotion ClIssifled (Official) Service.

/ Permanent /-7 Temporary SU-1ECT TO CIVIl. SERVICF EXAMINATTON A"D
CERTIFICATION FXOM ELTCIPLE LIST.

Vacancy in the DIVISION to be filled.

CRADE AND SA1.ARY:

I OCATION:

I.AST DATE iR AP'PLYlWG:

liT'I'( OV i'e' W TIO A' riliA1 y1VAATT'NS PigQUIfRED:

e. ie Dut I- of position ti tnhed hPreo.

2. All npolita for p'rttion mint- hnve rmpleted their six (6)' month
prohb!f innsr y period.

3. Only appiamts wic, re li gihle under the provision, of i pter '1
Marss. Gen. Laws, as amended, (the Civil Service Law) will be considered
for promo tion.

4. Exandnntion and Promotion eligibility is limited to the Official Service

Supervisor of Personnel

POST ON EULLETIN BOARD:

SUPERVISORS WILL FORWARD ALL WRITTEN APPLICATIONS TO THE AllINISTRATIVE SERVICES,
PERSONNEL DIVISION OFFICE WITHOUT DELAY.
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['osi j mi~ m) mm.! i O , Form 30 fF .r )r 41 1L

I'I (M1 V I fh'4H ANC) 011 A(,f t4~

{2. APF 'W IATIU(, C N AGiLNCY V 10 YT ) N N 1-) R--Q-IT ONo ,1 FAL Ny ]D-A1 PIEPAPLI,

3. GENE RAL I Al I FMEN1T "IF D'- in: S AND IlESPONSIBIL l1IE S

4, SUPEP 'V "N IlL C!VI Li I iLf 0'~ P"S)i OI l)',) 1M IN CM1NT t.FCE IV , IECT ION)

S ~UVt N oISION Wf (I 1:5 m u-rt .kl IIll OF F'Lt,(r., 1,tV P L HV T31)0Y IN( UM II II

Note I hi- f,1 ii riAIt b, atoiri ttf it 'I orIl.( iil Sctvic.. for tviy crew positioo itic oi yoitr jutrisdiction. til for 'Iny
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S 1i It 1- o.;i . A I, p ,. -

(h brkj/ ntn- no 1 y u s. skil Al, spa entrancereqireme'cnt such as. xpe ec andr euc C

Appotonog Aihorty Title

Agency Prepared by

--
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No. 2

I, _- _ ___ __ _,HEREBY CERTIFY THAT I HAVE
(S;uperv i tor)

RECEIVED AND 1OSIED A BULLiTIN FOR THE POSITION

IN THE Aljll',TiATIVE SERVICES DEPARTMENT, DIVISION,

TO BE POSTED ON
(Dates)

TIS OMUST SE RETURNED DIRECTLY TO THE PERSONNEL OFFICE, ATTENTION OF THE

SUPERVISOR Or PERSONNEL, ROOM 610, AS SOON AS POSSIBLE.

ALL RECEIPTS MUST BE RECEIVED IN THE PERSONNEL OFFICE BEFORE ANY PROMOTIONS

WILL BE MADE.

TO:
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CITY OF BOSTON
ADMINISTRATIkVE; SIIRVI CES UEI'AR'TMENr

DATE

SUPV. OF PERSONNEL

FROM:

THRU: APPLICANT'S DIVISION HEAD (If position is in another Division)

SUBJECT: APPLICATION FOR PROMOTION.

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,

SIGNAIIRE OF PRESENT SUPERVISOR

Your vry tr'ly,

II 1 -SION

NOTED:

INITIALS OF PRESENT DIVISION HFAD

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.

FOR PERSONNEL OFFICE USE ONLY

TI'lLE OF PRESENT POSITION: GRAIE

SENIORITY DATE )lv':10N:
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ADMINISTRATIVE SERVICES
DEPARTMENT

DATE

DIVISION

SUBJECT: Recommendation for Promotion

TO: Director of Admirnistrative Services

FPOM:
(Division Head)

Pelow is a li6t of eligibles for promotion to the position

of in the

Title of Position Division

Seniority e ;Q
dnte in de2t -
S.151),31 SELEC

Name of Employce Present Title Mass. G.L.

TIl

__________ I~I7

Reason: I have selected

Sienture of nij w
4

,,j~
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CITY OF IOSTOR
ADMINISTRATIVE SEiVICES DFPARIMEiT

DATE:

SUBJECT: Notice of Selection for Promotion.

1. In accord with provisions of Article XI, Collective Bargaining Agreement,

a poster war publiished and posted throughout this department 'or five working

days co/pencE announcing the following position

to be filled.

TITLE:

GRADE: R: SALARY: wkly

DIVISION:

NUMBER OF VANAClES A,] TYPF (Perm.or Temp.) .

2. In accord with Section 5(c), Article XI,CBA, notice is hereby made

of the following selection, or selections, as the case may be, of persons applying

for the afomcniiti:ned position.

'AME SENIORITY il-T2

3. This notice is to be attached to

bulletin boards throughout the department

the notice required by said Section 5(c),

5 F : grrr

the original poster and posted on all

for five working days and shall constitute

Article XI, Collective Bargaining Agreement.

11, wrw.,,
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CIT Y OF JOST ON
MAYORI( OFHFI IIIJIIANRI(I S

I Cit y :ILal SIiallre

11wosion, Maiswsacstt 02201i
iI ViN 1 W1ViI I

Nzy(Oi
IUFORD KAIGI R

Adinistralor

TO: Personnel Committee

FROM: Affirmative Action Office

SUBJECT: Departmental affirmative action status

PUition under consideration:

The Iuman Rlghtn 0.f f ice has condiictel an analv: s of

emyployrecnt inadequacies .in the De-

partmnrt.

The results of our study show that the following con-

siderations should be made before this position is filled:
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CITY OF BOSTON

OFFICE OF THL MAYOR

cirY HALL BOSTON

KE-VIN i WIVlL

Date

Dear ___ _____

This will introduce-----

ot who is desirous ot

obta ining employment in your department as

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

Thank you.

Sincerely,

John E. Murphy
Deputy Director
Personnel
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T ........... *............... ...........

D1ivt on ......... ,....,...... .. .........

City or tow,,.............................

Date.... .......... ......... q .. e .. e

Positiono.............. . . .

Corres,. 140,..,.......... &..............;....

I hereby certify that I cannot find a vxerran ui ifiod for
the poitior. ,rt forth above who is available ond wilAng to occept
provi:ior.al appointment.

I hereby further 3tate that I have coo-ld with 1ll the
prevLsiors of G. L. 31, S;ction 25, as enri.aed by Acts of 1948,
Chapter 407, before certifyinr; aG abov iet forth.

appointing Officer

Section 25, Ch pter 31, Gene ral Larws

'I mevor a - t 'i rm 'ypointme- a I. uthrized by th
r ia - : -c' on , no p-ri 't.r r !,on I voe r

SLl .;i t, I fuLa .apnnic r Ir'in o rco 3 a

to M )r' tt , b ior e r L. y it rh Ii e I .i .1 a
r: r th 1 r 11 i fi r 1] i t ti pI I k (, tLI rppoint-

i ' 'c r 111 h i fr the 1Ir. r r i 0 01 1' 1v t-l0r who

tiv 1. Lo, w Lt- r tii' i dru v. J ; , lie Li a r r Lr! ,< If
wirk cLI I 1 r 7v oitn 1rvisr inl Hr N . i; , AIt: ri naitfy

by jiich u,' s,, lid v'.r ow. anti th tria !it- ofe h: r 11 ao notify

by m-lil thu St-to Crilne- of /Ari rvicrs uid the Director of the
PItvision Eimployr.0ot Security , il t-1 : !,iti,:n is i- the. o;,rv~j :,f the.

Ce:.m)nw3altlt, or he Coni js'rimner of Vetorin >rvice, of the cit or town,
or office;r holdin a like p, sition, Lind the r e-t- of ti 'vision of
Employment Security, if the positin is fn vice of -, city or town,
for the purpose of o er' tainioj ing the ni f i vtrms who are avail-
able and willing to accept, and the. c rL 2ci of th agantin officer shall
so state, The Direct-r "hall not apare th1 prisional app-intment of
any person which does not conform to th provisiony of this section.
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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 NO

PO S ITION7

YES

THE OPERATING DEPARTMENT'S PERSONNEL GROUP

IMAY SEND FOR A ??8 List FROM CIVIL SERVICE.

CIVIL SERVICE SENDS THE LIST(S) TO THE

OPERATING DEPARTMENT'IS PERSONNEL GROUP AND

ALSO NOTIFIES QUALIFIED APPLICANTS TO

REPORT FOR AN INTERVIEW.

THE OPERATING DEPARTMENT'IS PERSONNEL GROUP

ARRANGES AN INTERVIEW FOR EACH PERSON WHO

RESPONDS TO THE CIVIL SERVICE NOTIFICATION.

136



THE OPERATING DEPARTMENT ' S PERSONNEL GROUP

CONDUCTS THE INTERVIEWS WITH EACH OF THE

APPLICANTS.

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.

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
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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 in an informational rsmorandum distributed to all Appointing Authorities. It
should be retained for efereice purposes by the interviewer when a certification

njmes has bcen received.

INSTEUCTICNS TO APPOINTING AUTHcRITIFL (CR IIT-EVI-ERS) ON
SIGNNG OF CERTIFICATICN FCFJAS (FCRM 16 )

The enclosed certificatinr form is to be signed by every applicant who appears for
an cployment interview. Prior to signing the forms each applicant who appears
must check one of the spaces 1rdicating if he or she WILL AC:PT or WILL NOT ACC;EFT.
The applicant's signature and check mark should appear or the liri beneath his nare
and addres,. If ycu wijh to have this infrrmation for your records you should require
that both copiri be checked and signed.

The notit-e to appear for tho employment inte-view (Form 17) is to be retained by
the ap7l-icant and does not nave to be signed by the interviewer or returned to the
Division of Personnel Pdministration.

We are now Otveloping proe'dures for removing from the list the name of any person
who does no. appear for the interview as directed or who aprears and states he or
she is not willing to accept. However, for the tJis being no name-s are being rr'oved
for thbce reasons. You will be notified when we will begin enforcing such removal.

TlE MARKS

ALE # 1 On permannt position is to be filled. Selection will be 1 out of 3.
. 4-t te- Ai ek , ie applicants - notifi-A +- n7r,!r for interview,

Tl rrks we re 92,91, 90,90, 97 The certitfic-ti-n is returned and
all applicantsn were willing to accept. An applicant with a raark of 90
is app)ointed4 an-d sound and sufficie-nt reasons*are given for appointing
the applicant with a mark of 90. The certification is in order and this
appointment is approved.

XYAMI3 # 2 Seven per-m-nent positions are to bi filled. Selection will be 7 out of 11.
Due to tie marks, sixteen applicants were notifted to appear for interview.
The narks were 93, 9.3, 92, 92, 92, 91, 91, 91, 91, 9'1, 90, 90, 90, 90, 90, 90.
Tne certification is returned and all applicants rre willing to accept.
The appointmunts were made as follows: two applicants 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 these appointments are
approved.

If you have any further questions relative to tie marks in the ranking by
percentage, please contact Mr. Frank Mclaughlin (727-5505). Mr. McLaughlin
is in charge of the ;tate and Municipal Certificaticn ection of the Bureau
of Examination.

13EJ/eb
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DEPARTMENT HEAD SIGNATURE

THE OPERATING DEPARTMENT S PERSONNEL GROUP

SENDS ALL FORMS AND LETTERS TO ITS

DEPARTMENT HEAD FOR A SIGNATURE ON EACH.

SIGNATURES NO GO 1

OBTAINED? ERR(

YES

ALL THE FORMS AND LETTERS ARE RETURNED TO

THE OPERATING DEPARTMENT'S PERSONNEL GROUP.

RETURN
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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. In 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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(PROVISIONAL SIGNATURE)

THE PERSONNEL ASSISTANT SENDS ALL THE

FORMS TO THE DEPUTY DIRECTOR OF PERSONNEL

FOR AN INITIAL ON EACH TOP COPY.

IYES

THE DEPUTY DIRECTOR OF PERSONNEL RETURNS

ALL THE FORMS TO THE PERSONNEL ASSISTANT.
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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)

THE PERSONNEL ASSISTANT SENDS ALL THE

FORMS TO THE SUPERVISOR OF PERSONNEL FOR A

SIGNATURE ON EACH TOP COPY.

YES

THE SUPERVISOR OF PERSONNEL SENDS ALL THE

FORMS TO THE PRINCIPAL CLERK.

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,

YES

THE DIRECTOR OF ADMINISTRATIVE SERVICES

RETURNS ALL THE FORMS TO THE PRINCIPAL

CLERK.
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THE PRINCIPAL CLERK PLACES SIGNATURE

FACSIMILE ON REMAINING COPIES1

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

THE OPERATING DEPARTMENT S PERSONNEL GROUP

SENDS ALL THE FORMS TO THE PRINCIPAL CLERK

OF THE CITY PERSONNEL DIVISION.

THE PRINCIPAL CLERK AFFIXES THE TIME STAMP.

THE PRINCIPAL CLERK SENDS ALL THE FORMS TO

A PERSONNEL ASSISTANT.

THE PERSONNEL ASSISTANT CHECKS FOR THE

DEPARTMENT HEAD'S SIGNATURE AND CHECKS THE

FORMS.

EVERYTHING NO GO TO

ALRIGHT? ERROR

YES

RETURN
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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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(VERIFY PERSONNEL BOOK

THE PERSONNEL ASSISTANT CHECKS THE

Pereonnel Books

VACANCY NO GO
? ERR

YES

THE PERSONNEL ASSISTANT INITIALS THE GREEN

COPIES OF THE CITY FORMS.

RETURN
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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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(UPDATE PERSONNEL B00K)

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

BOOK.

RETURN

*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)

THE OPERATING DEPARTMENT S PERSONNEL GROUP

GIVES TO PAT SMITH A Residency, A Medical,

A Criminal, AND AN Application FORM TO BE

FILLED OUT.

PAT SMITH FILLS OUT ALL THE APPROPRIATE

SECTIONS ON EACH OF THE FOUR FORMS.

PAT SMITH RETURNS THE FOUR FORMS TO THE

OPERATING DEPARTMENT S PERSONNEL GROUP.

4 YES
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 NO GO

PHYSICAL? ' ER

YES

RETURN
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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 employee

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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P. hT ' en a r 'irtd but havc ne.ve been tried foir a erindrial

3. Yo, 1have been trir-3 for a criminal offenze but were not
convicted;

You have a first conviction for any of the following mris'lemeanors:
udrun'ee, simpl~ nasault, speeding, minor traffic violitions,
iffra:/, or distortanci' of the peace;
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APPLICAI ION 1-OR EMPI'iOYMI NT

COUNlY OF SUFFOLK 13

P'osit ioni : type of'
work aippied loT

Do you wish to woik
full time U part time D

INiIAL OR MIDDLE NAML

Permanent
Addicss

NUMBR AND SIRFET CITY SI ATE ZIP CODE

Present
Address -

NUMIER AND STREET CITY S1ATE ZIP CODE

SOC IAL1 SiECURITY NO. IIIGHT _ N.

U. S. CIT IZEN? YES LI NO l Veteran of U. S. Armed Forces?

Are you pirewcintly in the Mihitary ieseive?

Ihave yu mny p1iysical or emotioil hoolatihmi or hmdiciilps?

lilave yo lly iltkr rii condillon fir which you ae now icing Ireated?

If "Y . " i x eta in'

e;:.,ynwn! durit the pist twel. r onth ? _

WEIGHT

Y ES 1-

YIS L)

YES U

TE LiEPIIONE

TFLEPHONE

lBS

NO [

NO ()

YES LI No (I

Referred by wtiom?

I la-,e you ever worked for the City of
Boston or County of St ilo I k befoic?

DATES DEPARTMENT

Have you any relatives working for the
City of Boston or County of Sut folk?

NAME DEPARTMENT

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

AUfOMOlILE F3 OTHER LICENSENO.

PERSONAL Rt FlR ENCES: List at least two persons who havc known you for over two years, such as landlord
or family physician, who may be contacted.

1. NAME OCCUPA N .N

A I)D )SS Pl ONF

2. NAMI OCCUPATION

A. N ) I SION I

GIN, h)
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At this inIe applicint should carcfully read the instructions and answcr the questions on the spiate

QUFS'10NNAIW' RE CRIMINAL OFFENSES AND CONVICrIONS which is a part of this appication.
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Of COMPLI I11

NU M D~jRAN0 K- L Mf r O .0Y It.FISUPEMV j F I 'I W , f1 'D1 YOU

DSACA, Ti I N Ci YOUP N ; I11 I S

.. -. ).rut I. T im F] TIFil

F ANY NAMi- 0F SUPF (iSORF

IIt AON F OR4 Li AVIN(

TITLE Of NL AT PREVIAU$ 1 0511ION: NAMF AN) A UDkRESS OA 0 MPLOYIEH:

KI~o ti U N i06fti3 O I M(LOfIIFo SALAMV OR WAG
F N O M 1 0 A f4T IN . P A it " m A L(I
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. 1 N YUHOU*TiE - jH1'A.16N FUR LEAVIN4
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()UALII'ICA1 IONS AND [X N I 1( (NR N I'I)

I OU' iN D MPL IY I I AL A ni wD U t
F1ROM 10 S A N(lII' PLII F INALL

NUMIlt A AND FINO OF EMPLOYELL' SUIt VIl'FD fjY YOU. IF ANY

D LC I N 1 O YtUR 0 UT r RE-
4

FIAS0N FO cAVING

TITLL Of- NEXT PREVIOUS FOSITION N4AML a ADDRESS OF E MPLOYER

K FBA AEIOD EMPLOYEDAG

F ROM TO STARTING PER F INAL

NuMBE AND KINI OF EMPLft S UPLRAIv5D BY YOU, IF ANY

IEASOIN FOR LEAVING

InOM TU T Ali II I P A F INAL 1j. L.L_ _ T -t
_______ ETi IM

HUACiA A IND 01 -CE.LY( CS SULLVIFF 13 Y YOU. IF A"Y NMIFNl IVSF

ClA 1IT~l OF~l (CU U SFKSN iDA AVING

The answers to the forego)ing questions ate true to the best of my knowledge.

I hereby authori7.e my prospe ctive emiployer to verify the accuracy of all my pre-employment qualificat ions containcd
in this aprlliu.tion.

My present eiployer MAY 0 MAY Not' 0 be contacted. (check one)

I undeiiiand employment decpends on acceptable rsilts of a physical examinat in.

weiI'yMigNA.. e,1 w s 5g N*%msoV*9 e B wIaMLE"er
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POST LMILOYMI NT INFORMATION

(iuformati r. to bc conipleted only AFTER d ciion to employ applicant.)

PER(SONNEL- USF ONL Y:

Jobttti eGrade

Starting date

Olganiration

'hysicil examination sc heduled for

Interviewer

TO BE COMPLETlii) BY NEW EMPLOYEE:

Date of birth _

Mother's maiden lane

Father's name

Check one: Single (7 Married L

Starting I'ay S

Supc >evior

Place of birth

Widowed r]

F irst name of buoshd;l or wife

Nu~mbi of depenwident childrenci

in ee of cineer Icy notify: N.une

Address

Divorced L

Telephone

Re lat iolship

ETHNIC OR RACIAL GROUP (For Federal Fqual Employment Opportunity Reports)

Black 0

American Indian [I

CFRTIFICATION:
I hereby certify that in my opimon (he q uaificatIons of the above-named proposed
appointee. as substantiatd herein, meet the requirments fr this p. tion. I also
certify that do nit hie io my employ a permanent Civil seivice moptoyem in a lower

pade who la willing and quaified to accept thh appointment Olt a piltovsi.nal

promotion basis.

Signature and tiet of appoinling authodity .. . . . . ........

Spanish Surnamed 0

Other 0 _

Employee Signature

*l-a-'.sts 5*la ll~ ~ ~ Ns-aa~ s~aW ~ was- .. mqa~m~~si1waWna ~9' ~55~5*
5
fl5~~
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GENERATE CARDS

THE 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 1

RET U RN
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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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Dep~ar m e ,1
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IPERSONNEL CARD

THE PERSONNEL ASSISTANT FETCHES THE

PERSON'S Personnel Card FROM THE FILE.

CARD YES

EXIST?

NO

THE PERSONNEL ASSISTANT CALLS THE

OPERATING DEPARTMENT'S PERSONNEL GROUP FOR

A COPY OF THE CARD.

0 CARD YES
EXIST7

THE PERSONNEL OPERATING DEPARTMENT'S

ASSISTANT GENERATES PERSONNEL GROUP

A NEW Personnel Card. DUPLICATES THEIR CARD

AND SENDS THE

DUPLICATE TO THE
PERSONNEL ASSISTANT.
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THE PERSONNEL ASSISTANT UPDATES THE

Personnel Card,

THE PERSONNEL ASSISTANT FILES THE

Personnel Card,

RETURN
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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.

CARD NO

EXIST?

*YES

THE PERSONNEL ASSISTANT DESTROYS THE

Employee Card.

THE PERSONNEL ASSISTANT GENERATES A NEW

Employee Card,

THE PERSONNEL ASSISTANT FILES THE NEW

Employee Card IN THE MASTER EMPLOYEE FILE.

TURN
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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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( DISPERSEMENT

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

Provinional Appointmcnt

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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IERROR

ALL THE FORMS ARE RETURNED TO THE OPERATINE

DEPARTMENT'IS PERSONNEL GROUP WITH AN

,INDICATION OF THE PROBLEM.

THE OPERATING DEPARTMENT'IS PERSONNEL GROUP

EVALUATES THE PROBLEM.

SOLUTION YES

POSSIBLE?

NO

THE OPERATING DEPARTMENT'S PERSONNEL GROUP

INFORMS ALL THE APPROPRIATE PEOPLE.

THE OPERATING DEPARTMENT'S PERSONNEL GROUP

DESTROYS ALL THE FORMS AND LETTERS.

ASTOP

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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PAYROLL OF OFFICIALS ANO EMPLOYEES
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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 Preliminary 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 Budgetare:

1) 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.

2) To expand the capacity for manpower planning

through the ability to forecast personnel needs

and revenue requirements.

3) To develop the capacity for the city to assume

the civil service record-keeping function.

4) To expand the system ovegtime to incorporate all

departments and agencies as users of the system.

and the objectives, as stated by OMB are:

1) To report vacancies by department, division.

unit, job classification, etc.

2) To project step rate increases by department,

division, appropriation code, etc.

3) To provide immediate access to employee

personnel/payroll records.
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4) To produce payroll deduction reports.

5) To analyze the cost of filled and vacant

positions:

- budgeted

- actual

- year-to-date

- projected estimate to year end

6) To analyze the types and costs of the various

forms of compensation available to employees.

7) To analyze and monitor the amounts and use of

overtime by departments.

8) To analyze by department and city wide, sick

leave and vacation time of personnel.

9) To report on new employees and separations.

10) To produce Equal Employment Opportunity reports.

11) 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

science 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 each 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

response 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 regular 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
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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 little should 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 cope 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
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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

Of 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 otherwise,

like when (s)he is going on a break. In 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

qperatinjDepajrtment'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 action.

Personnel Committee

The Job Bank would be on the computer, but would be

in the form of employee files. In 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.

Siinatures

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 trainedresulting 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 eaci 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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