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CHAPTER I
INTRODUCTION

The object of this paper is to help the reader in 
understanding the purpose, structure, and practice of the 
City of Tucson Personnel Department# The Information 
presented was obtained through an informal internship 
program at City Hall. Although the Department is not 
equipped to conduct a trainee program as such, there was 
ample opportunity for an intern to feel his way along, 
and participate in the many projects and duties pertaining 
to personnel work which constantly arise every day. In 
some instances, information in the first and second 
chapters was obtained at different time intervals, but is 
re-arranged in order to present a more logical sequence.

Brief History of Merit Systems and 
the Personnel Movement in the united States
Prom the time of the Civil War to the present there 

has been a movement to substitute merit or training in- 
stead of party allegiance as the determining factor in 
the appointment to administrative positions. Closely re
lated to this is the personnel movement which came about 
through the rise of "personnel administration" as a neces
sary ingredient of good management. Much has been said 
and done in the field of personnel through the writings
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and practices of reformist sentiment, ideas of personnel 
management derived from business administration, notions 
of increased executive power, and a variety of ideas on 
equal!tarianism and professionalism.-^

The personnel movement as we know it under the 
Civil Service Merit System of today can be traced back to 
the development of our governmental bureaucracy. From 
1789 to 1829 there was a Period of Relative Efficiency, 
so called because we had some of the best minds of the 
country having the most to say as to how the government 
was to be run. Such men included Washington, Hamilton, 
Jefferson, and Adams. Considering the conditions under 
which the country was faced, there was good administration.

From 1829 to approximately 1865 there was a Period 
of Spoils starting with the Jacksonian administration.
This came about through the conditions of the expanding 
frontier, and from distrust of political offices. Office 
holders were elected to short-term positions, and the re
sults were embezzlement, graft, note-buying, and inability 
to pin-point responsibility to any one person for the wrongs 
committed.

During 1865 to 1885, there were the Beginnings of 
Reform, initiated by a small group of high-ideal men who 
stressed the need for a change. Examinations and removal 
power became the mode. However, only the utterly incompe
tent and corrupt were barred from entering the service.

^Dwight Waldo, The Administrative State (New York: 
Ronald Press, 1948), p. 27.
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Many who were In the government service had no knowledge 
of their duties, which made matters even worse than having 
those who may have been corrupt, but were nevertheless 
more efficient.

Ihe Period of Reform and Bureaucratic Evolution 
ranged from 1883 to 1935. This crystallied the civil 
service reform. It was the first beginning of personnel 
administration in the hands of an individual bi-partisan 
commission. It inaugurated competitive examinations re
lated to practical skills and abilities. It included a 
probation period, veteran's preference in examination 
scoring, and politics was not to be involved, 

i 'Prom 1935 the trend has been a period of Positive
Personnel Administration, as opposed to the former attitude 
of keeping the tyrants out. It stressed the establishment 
of a career service through the auspices of formalized 
training and employee counseling.2

Particularly in the larger cities the merit system 
has made steady progress. At the present time almost 
every city in the country operates under some sort of civil 
service system. In contrast to the counties, a substantial 
majority of the 1,220,000 municipal employees outside the 
public schools are under a merit system.®

^Lecture Notes, Government 261b (University of 
Arizona: 2nd Semester, 1961)

.50. Glenn Stahl, Public Personnel Administration (New York: Harper & Brothers, 1956), p. 31. -------------
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Pea grip M e n  of %h# Poreonnel 
Department FacTlltiesand Staff

'Die City of Tucson Personnel Department is located 
on the second floor of City Hall, 109 North Meyer Avenue• 
The two rooms used by the Department have long been over
crowded with desks, office equipment, and records. This 
has been a result of the substantial growth in the city’s 
population during the past ten years. She smaller of the 
two rooms is the Personnel Director’s office. The 
Personnel Technician also occupies the same room at an 
adjacent desk.

%ie Assistant Personnel Director, an Insurance 
Clerk, a Stenographer Clerk, and a Clerk Typist all occupy 
the other room which is located on the same floor in the 
south west corner of the building. Along the south wall 
are the various files containing city employee folders. 
Each staff member in this room has his own desk and type
writer.

More files and storage cabinets line the north 
wall. A minimum amount of space is provided for one 
person at a time to maneuver around the large desks and 
filing cabinets. A long bench is provided in the hallway 
just outside the door to each office to accommodate appli
cants or other persons having business with the Personnel 
Department. The clerk stenographer at the entrance to the 
larger office answers initial inquiries of people and re
fers them to the proper member of the Department who can 
be of service. An inter-office telephone line connects
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this office with the Personnel Director.

A large walk-in vault is used next door in the 
Purchasing Department for storing such material as old 
examinations which would be too bulky and of little use 
to remain in the files.

For purposes of examining small applicant groups, 
the press room adjacent to the Director’s office is availa
ble, and when a larger room is needed, the Mayor1s confer
ence room is sometimes used.

Background of the City Administration— Mayor,
Council, City Manager, and Civil Service Commission

The City of Tucson operates under a Council-Manager 
charter adopted by the people in 1929, although it has 
been amended several times since then* The charter pro
vides that the governing body of the City shall be a Mayor 
and six Councilman elected by the citizens of Tucson for 
four-year overlapping terms. The Mayor is elected at 
large while the Councilman are nominated by wards and 
elected at large. Members of the Council are usually 
represented by both major political parties, but not 
necessarily in equal number.

The Mayor and Council adopt ordinances, appoint 
members of various boards and commissions, and determine 
general policies for the city, since they control the 
appropriation of money. The M^yor is chairman of the 
Council during Its weekly sessions, and may vote only to 
break a tie.

After policies have been established by Council
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action they are carried put by the City Manager, eho is 
appointed by the Council as administrative head of the 
City, He is directly responsible to the Mayor and Council 
for the day to day operations of the city. Although he 
is not appointed directly by the people, he is nelected" 
by a majority vote of the Council for an indefinite term, 
and may be removed from office the same way if he does 
not conform to the policies of the Council majority.

In order to facilitate the activities carried on 
by the city, similar municipal functions are grouped to
gether into departments• Employees are assigned to one 
of these departments according to their experience and 
qualifications■ The chart on page 8 illustrates the re
lationship of the various departments and divisions in 
the city government.

City of Tucson employees, like those in most 
American communities, work under a merit system, which 
means they are hired for their ability to do the work.
The Civil Service Code strictly prohibits discrimination 
because of race, creed, or political affiliation. This 
does not assure that violations of these principles will 
not occur, but the System strives to investigate and 
remedy any such incidents brought to its attention.

The specific details of personnel policy through 
the charter and ordinances have been given to a Civil 
Service Commission composed of three members who are 
appointed by the Mayor and Council for six-year over
lapping terms. No more than two members may be of the
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same political party. Meetings are held only once every 
three months, or more often if the need arises. Two mem
bers receive a gratuity of #5.00 per month, and the chair
man receives #25.00. The reason for the low pay is to 
help in attracting civic-minded individuals dedicated to 
the ideals of the merit system, and to discourage those 
seeking such a position for only the added income.
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CHAPTER II
FUNCTIONS OF THE PERSONNEL DEPARTMENT

ttie Civil Service Couaalssion appoints the Director 
of Personnel to whom he is directly responsible, 'Hie 
Personnel Department is responsible for executing em
ployment policies and the rules and regulations established 
by the Commission. Stated in broad terms, this means 
constantly seeking to recruit the highest quality personnel, 
and once they arc in the service, maintain their records, 
promote their welfare, and encourage a high standard of 
training.

Brief Summary of Main Duties
1. The Personnel Director, Hr. Fitzgerald, acts 

as Secretary to the Commission, keeps its minutes, and 
records all its work.

2. The Department initiates and prepares the 
position-classification and the position-compensation 
plans which are submitted to and approved by the Mayor 
and Council. This is an Important part of the Civil 
Service system and of primary concern to the employees. 
Simply, it is the grouping of positions according to the 
duties and responsibilities involved. This is accom
plished by analysing each job to determine its duties and 
responsibilities, placing similar jobs within the same



10
olsee, and giving each class a descriptive title. Posi
tions are classified to assure all employeos equality in 
recruitment, examination, pay, transfer, and demotion.

On the recommendation of the Civil Service Commis
sion, the Mayor and Council approve the pay rates for the 
various positions in the classification plan and estab
lish these rates by a halary ordinance. This is based 
upon the position-classification plan and each class has 
a determined salary range, which includes beginning, inter
mediate, and maximum salary steps. When the need arises 
and funds are available, the Personnel Department conducts 
a wage survey to compare employee's salaries with those 
in the ’’business community” .

3. The Personnel Department develops and puts into 
effect the policies and procedures necessary for the 
administration of personnel on a merit basis, including: 
the announcement of examinations; recruitment of applicants? 
preparation, administration, and scoring of examinations? 
establishment of registers of ellgibles; determining the 
adequacy of existing registers? and the certification of 
eligible* for appointment. Many of these points will be 
discussed In more detail later on.

4. Other duties include the establishment and 
maintenance of complete personnel records ao that the 
status of all persons employed in the classified service 
may be readily determined at all times.

5. A system of performance ratings is established 
and administered in order to determine employee work
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standards. Recommendations are made to the departments 
regarding correct procedures In evaluation techniques*
The results are analyzed and Included In an Annual Report 
sent through the Civil Service Commission to the Mayor 
and Council.

6. The Personnel Department assists department 
heads In the administration of in-service training programs.

7. Payrolls involving offices and all other posi
tions In the classified service are examined and either 
certified or disapproved.

8. A budget estimate of the amount of funds re
quired for the Personnel Department the coming fiscal 
year is prepared for the Commission's approval.

9. Reports are made to the Commission from time to 
time concerning appointments, promotions, salary advance
ments , suspensions, demotions, discharges, transfers, and 
resignations in the classified service.

10. An Annual Report is. prepared for the Commis
sion as well as special reports requested by the City 
Manager or Mayor, such as wage or industrial accident 
surveys.

More Important parts of this brief resume will now 
be expanded in more detail.

Announcement
When open competitive job openings occur, public 

notices of recruitment examinations are displayed In 
public places at least fifteen days in advance of the 
closing date for applications. Every reasonable effort
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la made to attract qualified persons to compete. Copies 
of the announcement are sent to newspapersf radio stations, 
educational institutions, professional societies and 
journals, and any other practical media. Applicants must 
usually be legal residents of Arizona unless exceptions 
are granted by the Commission, as in the case of the 
Police and Fire Departments.

The announcement specifies the title, pay range of 
the positions involved, examples of the duties to be per
formed, residency requirements, age limits, sex, final 
date applications will be accepted, and any other perti
nent information.

Application
Applications are made on a standard civil service 

form which the applicant can mail back, or file at the 
Personnel Department himself. Forms must be signed by 
the applicant, certifying the truth of all statements.

Applicants may be disqualified if they lack any of 
the minimum qualifications, are physically or mentally 
disabled, addicted to narcotics or excessive drinking, have 
been convicted of infamous crimes, have made material 
false statements in the application, have been previously 
dismissed from public service for delinquency or mis
conduct, or received information on subsequent examinations.

Examination
As the need arises, entrance and promotional examina

tions are held for the purpose of establishing lists for
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all classes of positions in the classified service. This 
is done when vacancies have or are likely to occur in too 
large a number to be filled by appointments from re-employ
ment lists or transfers.

Examinations consist of either a written, oral, or 
performance test or any combination, and may include a 
rating of education, experience, technical knowledge, 
manual skill, etc. They are held at the press room, 
conference room, or in the case of larger groups, at a 
room reserved at the University of Arizona. The physical 
agility test for policemen is held at the Police Academy 
on Sllverbell Road, and the performance test for laborers 
at the City Water Department yard on West 18th Street.

For some positions such as communications operator 
or police patrolman, an initial half hour IQ screening 
test is given whenever the applicant has time to take it. 
Most of them do this Immediately after applying, as the 
Police Department has an open continuous examination. 
Approximately half the applicants pass the first test, and 
are given an application to fill out and instructions are 
given as to when the more specialised test will be held.
In the case of police officer applicants, those who pass 
the screening test are sent down to the Police Department 
for an informal interview. An appointment is arranged 
for a physical agilities test, a two hour written test, a 
polygraph examination, formal interview, and if these are 
all successfully completed, a physical examination at the 
Tucson Clinic.
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Identity of persons taking an assembled written 

examination la concealed from the examiners by use of an 
Identification number sheet which Identifies test papers 
of each applicant. These are folded and Inserted In enve
lopes by the applicants and collected at the time of the 
examination.

The oral board Is a small group that helps In the 
examination process. The score they give to an applicant 
often comprises fifty percent or more of his final grade. 
After interviewing each applicant who passed the written 
tests, the board ranks them on a scoring sheet. The 
board usually consists of two technicians and one general
ist. For example, on a police board there is apt to be 
the chief of police from either Tucson or Phoenix, some
one from the Personnel Department, and a university pro
fessor. Each oral Interview takes from fifteen to twenty- 
five minutes, and if many are scheduled, the same board 
members who are not city employees may not be free to be 
away from their regular duties for more than one day. To 
use different board members for interviewing would not be 
fair to the group competing for the positions. At times, 
this creates the problem of securing competent board mem
bers who can volunteer the necessary amount of time for 
the interviews.

Final scores are based on all parts of the examina
tion which have been assigned certain weights. A minimum 
final score must be decided, usually based on past experi
ence, depending on the type of position, the number of



openings, and the number of applicants that are expected 
to qualify.

Questions on the specialized examinations are re
checked periodically to see that they apply to the partic
ular Job for which the applicant is being tested. Under 
other jurisdictions will eh employ the same type of employee 
for example, a different answer to certain questions would 
be more appropriate. Voice inflection for one type of 
switchboard operator will be different than that required 
for police and fire department operators, the latter two 
requiring a more even, unemotional tone.

As soon as practical but not later than ninty days 
after an examination the final scores of applicants are 
completed, an eligible list established, and each applicant 
notified by letter as to hia final score and position on 
the list.

After the eligible list has been established, appli
cants have the right to inspect their own test papers and 
any necessary corrections and adjustments will be made up 
to a time limit of thirty days from the examination date. 
Veterans of war who have an honorable discharge are given 
an added preference credit of five percent of their test 
grade, provided they first attain an established minimum 
score.

Re-employment lists are maintained to include names 
of persons who previously attained the status of permanent 
employees and have been subject to a work shortage layoff. 
Karnes are placed on the list in order of seniority.

15
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Names are removed from the eligible lists for the 

following reasons: Receipt of a statement from an eligi
ble stating that he no longer desires consideration for 
employment, has changed his residency to an unqualifying 
area, or cannot be located by the post office, if he de
clines three opportunities to have his name certified for 
a probationary appointment, or the eligible does not re
spond to a communication requesting a reply within ten 
days. Any person whose name is on an eligible list may 
file a waver of appointment for a reasonable length of 
time for an acceptable reason if he feels that he may be 
interested in the position offered at a later date.

After tests have been scored and applicants noti
fied of the results, the remaining process for an appli
cant to secure appointment consists of three additional 
steps: requisition, certification, and appointment.

Requisition
A department or office having a vacancy applies to 

the Personnel Department on a Requisition fora, requesting 
the top three names on the eligible list if only one va
cancy exists. If more than one person is needed, two more 
than the requested amount are certified (names sent to a 
requesting department for consideration for appointment) 
by the Personnel Department according to the highest posi
tions on the list. On the requisition form the appointing 
officer states the number of positions to be filled in 
each class, the class title, salary, and any other re
lated information.
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■■■. ,Certification' ;

Upon reooipt of reqtidsltioB. the iersQimel De- 
partaent eertlflea the mmea of the highest-ranking eligl- 
blea who have abated in writing their willingness to ac
cept appeintmeat. In selecting ellgibles from among those 
certified, the appelating officer is peraltted to examine 
applications:and any supplementary personal documenta• In 
addition, the appointing officer usually interviews those 
certified personally, or does se through a representative 
of his department.

Appointment
Successful ellgibles are then sent a notice of 

their acceptance; and when and where; to report. A proba
tion.period. is then begun, which Is also considered part . 
of. the examining process. (Twelve months for Police and
Fire Departments, six months for most other departments). 
If satisfactory service is performed, full civil service 
status is granted at the. end of this period, ; . -
; :: When there is a need, for an employee in a tempo
rary position not to exceed six months, the appointing 
officer requests certificationof ellgibles who have in
dicated on their application a willingness to accept a 
temporary appointment if offered. Such employment is not 
counted as part of a probationary period.

Provisional appointments are also temporary in 
nature in that they are only for a period up to six months 
and is subject to termination at any time. Shis is used
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when there is an urgent need to fill a position and there 
are no names which can be certified from the eligible 
list. During this period the Personnel Department strives 
to establish an eligible list for the class involved and 
have names certified from it.

Emergency appointments may be made for a period of 
ten days or less in a state of emergency when there is in
sufficient time to secure names from an eligible list.
This may be extended to thirty days with approval of the 
Commission.

Transfer
An employee may transfer to another position in 

the same class with the consent of the officers in charge 
of each position if the employee is on an appropriate eli
gible list for the class to which he is to be transferred. 
He must also have the necessary minimum qualifications. A 
transfer from a position in one class to a position In 
another class which carries a higher maximum rate of pay 
is considered as a promotion.

Work Shortage
Even though an employee may have attained full 

civil service status, he may be layed off work when a re
duction in work force is necessary. This may be due to 
shortage of funds, work, or a change in organisation struc
ture. If tills occurs, emergency, provisional, temporary, 
and probationary employees are layed off in this order be
fore permanent employees are cut. When the latter happens,
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those with the least length of service go firsti,

Discipline, Resignation, Appeal
For purposes of discipline, an appointing officer 

may suspend an employee without pay up to ten days. Such 
action is considered final and is not subject to appeal 
or review. Such arbitrary discretion of power has been 
the center of controversey on store than one occasion, and 
efforts may be made to change this in the future. For 
periods of suspension longer than ten days or for cases 
of discharge, the employee has a right of appeal to the 
Civil Service Commission. In cases of resignation, a 
Suspension-Resignation form la submitted by the employee 
to the appointing officer. The appointing officer indi
cates on the form whether the resignation is accepted with 
or without prejudice. If it is with prejudice, reasons 
should be given. A permanent employee who resigns from 
the service while in good standing may be put back on the 
eligible list at a later date.

Written appeals may be made to the Commission In 
oases of rejection of an examination, application, an ex
amination score, removal from an eligible list, suspensions, 
demotions, and discharges. The written appeal must speci
fy the grounds on which it is based, and be filed with the 
Personnel Director not later than ten days after the em
ployee receives notice. The Personnel Director then fur
nishes the appointing officer with a copy of the appeal 
and sets a time for a hearing. The hearings are open to
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the public unless the employee requests otherwise• Pro
ceedings are recorded. Both the appointing officer and 
the employee can present evidence and witnesses cither 
personally or through representatives. If either party 
fails to appear at the hearing the Commission awards the 
decision to the opposing party.

Leaves
Vacation leaves with pay are credited to all per

manent employees at the rate of one working day for each 
calendar month of service for employees working a five day 
week. The Personnel Department has the responsibility of 
keeping each employee's accumulated vacation status posted 
and up to date* As far as practical, employees are al
lowed to select their own time for vacation, and it is 
urged that they take it for not less than fifteen nor more 
than thirty days at a time. When an employee has accumu
lated thirty days vacation leave, the Personnel Department 
notifies him of this and informs him that he must file an 
application for atleast fifteen days vacation leave which 
he will take within the next two months. Failure to make 
this application or take the vacation results in forfeiture 
of any further accumulation of vacation leave.

Requests for vacation leave are made out by the em
ployee on a Request for Leave of absence form which he 
submits to his department head. If approved, it is sent 
to the Personnel Department for verification of available 
leave. If he is eligible, the request is approved and the
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department notified.

Vacation leaves for employees paid on an hourly 
or daily rate are figured on the basis of what the time 
would have been if he were employed on a monthly salary 
for 160 hours of work.

Sick leave with pay is also given to permanent full 
time employees at the rate of one sick leave day for each 
full calendar month of service, the same as vacation.
Unless the employee requests otherwise, six days sick leave 
are transferred over to vacation leave on the anniversary 
date of employment if none of the sick leave days have 
been used the past year. If any number up through five la 
used, the remainder up to six is transferred over to vaca
tion leave. Thus, an employee who took no sick or vacation 
leave the whole year would, on the anniversary date, have 
accumulated eighteen days of vacation after the transfer.
If he used two sick leaves, he would have a total of six
teen, and so on. Sick leave is allowed to accumulate up 
to a total of ninety days.

Leaves without pay may be granted for such reasons 
as prolonged illness, educational purposes, and for other 
reasons considered for the good of the service. The va
cancy created by such leave is regarded as temporary and 
is not to be filled by permanent appointment during this 
period. Leave granted in excess of six months allows a 
permanent employee to fill In the vacanty but will be sub
ject to layoff if the employee on leave requests rein
statement and there are insufficient other openings.
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Retirement Systems

With the exception of policemen end firemen who 
are members of a separate retirement system, and those 
who work less than half time, city employees are entitled 
to participate in both the Federal Social Security and 
the Tucson Supplemental Retirement Systems* A portion of 
the employee1s wages are withheld for both. The City 
matches the contributions made for Social Security and 
approximately matches contributions toward service retire
ment .

The combined plane provide funds for an employee 
to enjoy a comfortable living after retirement or under 
certain instances where he becomes unable to work. The 
Social Security is administered by the United States 
Government and the records are kept by the Bureau of Old 
Age and Survivors Insurance. The Supplemental System is 
managed by a board of trustees, consisting of a chairman 
appointed by the Mayor and Council, the Director of Per
sonnel, the City Treasurer, and two members of the system 
elected by the members.

An employee is covered by the Social Security part 
of the plan automatically when he goes to work for the city. 
To become a member of the Supplemental Retirement System 
he must have worked for the city at least one year, have 
reached age twenty five, and make application for member
ship. Membership is required as a condition of further 
employment after completing one year of service and reach
ing age thirty.
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The normal retirement age la sixty five, which la 

the age at which full Social Security benefits become 
available and the benefits from the City are paid without 
reduction* If an employee wishes, he may delay retirement 
and continue to work up to age seventy. He must retire 
from city service at this age unless his department head 
requests a continuation of hia services and this is ap
proved by the Civil Service Commission.

An employee with twenty year’s service who has 
reached age fifty five may retire, but the amount of month
ly retirement allowance Is cut down because he would start 
drawing it as much as ten years before the normal retire
ment date.

Retired city employees roey perform other work with
out any loss of benefits, except for a §1,200 annual limi
tation In the Social Security part of the plan. Money 
accumulated from retirement deductions amounts to well 
over a million dollars and is invested by the Pension 
Board in diversified securities, savings and loan companies 
($100,000 limitation in each), FHA mortgages, etc. Al
though over #2,000 is paid out monthly in benefits, the 
fund is continually being replenished by withholdings from 
younger employees and interest on the investments.

If the employee should dio before retirement, his 
contributions to the city retirement system together with 
Interest on the full amount are turned over to the person 
named as beneficiary. In addition, the Social Security 
System provides death benefits.
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Pliability and Inaurance

If an employee becomes permanently disabled and 
has at least eight years service under the city retirement 
system, he is eligible to receive a disability benefit if 
the doctors may he is entitled to It. However, the monthly 
average payment (average of his salary during the beat 
five years service in a row) would be approximately one 
fourth of what the final average compensation would have 
been*

Injuries or death while in the line of duty are 
covered by the Workmen’s Compensation Act of Arlsona. Any 
benefits received from this insurance will reduce the 
amount an employee might receive from the group insurance 
plan discussed next* Claims for injuries incurred on the 
job are filed by the employee submitting a form to the 
Personnel Department who in turn forwards the information 
to the Industrial Commission in Phoenix.

As of October 29, 1961, city employees became eli
gible to take part in a group insurance plan, which pro
vided an additional function for the Personnel Department* 
It is called the City GrouPlan, and is shared on a 50-50 
coat basis between the city and the employees. Those 
hired by the city before October 29, 1961 have the option 
of whether to join, but employees hired after this date 
must take out the Base and Major Medical Expense Plans for 
themselves as a minimum coverage. The different types of 
Insurance coverage will be outlined shortly.

The Equitable Life Assurance Society was the lowest
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bidder which met the minimum requirements for the group 
plan. Several thousand dollars are saved from the cost 
of the program by using a full time clerk in the Personnel 
Department who does much of the paper work and makes out 
authorized payment checks, rather than have the insurance 
company perform this function.

All permanent employees who normally work for the 
city at least twenty hours a week and have been continu
ously employed for six months are eligible to participate 
in the plan. It does not cover seasonal employees or 
those earning less than $1,300 per year. Also eligible 
under optional coverage are an employee’s spouse and un
married children. Each of the benefits are discussed in 
more detail in the Appendix.

Wage Survey
When the need arises and money is available, the 

Personnel Department conducts an extensive wage survey to 
find out what should be paid to employees performing the 
various types of jobs. In other organizations such sur
veys often begin with a pre-oonceived aim of trying to 
prove that wages are too low.

One difficulty in making any comparison of posi
tions should be recognized, and that is there are no two 
organizations alike, and that position titles used in each 
may require different types of work performance.

For the most recent wage survey taken the initial 
contact with each participating employer was made by 
Mr. Fitzgerald, the Personnel Director, who explained
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the purpose of the survey and outlined in general term 
the type of data which would be requested. At a later 
date an appointment was made for a university graduate 
student to interview company representativea who had 
knowledge of the position-claseification structure of the 
organization.

For purposes of determining job comparability# job 
titles were almost worthless. Different job titles were 
sometimes attached to the some set of duties and respon
sibilities even within the same organization. Consequent
ly, it ia impossible to assume that the titles attached to 
jobs in one organization refer to the same jobs In other 
organizations.

To overcome this obstacle throughout the survey, 
the interviewer carried job descriptions of all city jobs 
included in the survey, and used these in the determine-
^ •, .“-v> tv.tlbn of comparable jobs in the participating companies re
gardless of job titles. Conclusions reached in the survey 
were:

1. The City of Tucson’s wage rates paid for the 
nineteen classifications surveyed were approximately $50 
per month beneath the wage rates paid for similar posi
tions in the community.

2. Shis average wage rate is partly counterbal
anced by the existence of security in the City positions 
as compared to a number of those surveyed. Laborers, 
truck drivers, carpenters, and others working in non-city 
employment often perform work of a temporary nature.
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Although It la difficult to put a price tag on security, 
some consideration should be given to it in evaluating the 
difference in the wage range.

Fringe benefits should also be considered. These 
include sick and vacation leave, retirement, overtime, 
holidays, etc. These also are hard to evaluate from a 
monetary standpoint but should definitely be considered.

4. Care must be taken in comparing individual jobs 
with the wage rates of similar jobs in the community, be
cause there may be instances where several weighted fac
tors must be considered. A specific example might best 
illustrate this:

The City has only four switchboard operators, all 
of whom have been with the city long enough to have reach
ed the top of the pay range. If their wage average were 
compared with the average of 280 switchboard operators in 
the community, the majority of whom have not reached the 
top level of their position, a valid comparison would not 
result.

In spite of these limitations in making such a 
study, it was felt that through sufficient sampling of 
1,500 employees of the City on 19 different job classifi
cations, an approximate estimate was reached: Consider
ing the fringe benefit and security factors, the city is 
paying an average of $30 to $40 per month less than that 
paid in the community.
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WAGE SURVEY SUMMARY

JOB COMMUNITY ■CITY DIFFERENTIAL
(By City Title) Weighted Weighted

Average Average
Switchboard Operator 267.62 267.00 .62
Account Clerk 326.10 317.50 8.60
Clerk Typist I 275.28 251.07 24.21
Janitor 298.11 264.00 34.11
Clerk Stenographer I 308.18 267.72 40.46
Storeman 370.11 279.00 91.11
Equipment Operator I 362.38 321.96 40.32
Clerk Stenographer II 381.05 337.50 43.55
Laborer 395.58 289.43 106.15
Equipment Operator II 425.52 396.76 28.76
Maintenance Meoh. I 434.73 408.00 26.73
Painter 424.12 400.00 24.12
Draftsman 438.53 375.93 64.60
Auto Mechanic 500.99 430.77 70.22
Welder 525.54 445.00 80.54
Labor Foreman I 485.24 402.22 83.02
Electrician 484.60 480.00 4.60
Electronics Tech II 528.00 440.00 88.00
Equipment Operator III 555.66 435.71 119.95
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City Pay Scale

After three automatic raises in pay (six months, 
one year, and one year for a five-step position) employees 
are promoted by merit through recommendation of their de
partment head, Employees who come under the five-step 
position classification are those such as stenographers 
and clerk typists. Those coming under the three-step 
position classification fit inbetween the five-step salary 
range, and are also given promotions after six months, one 
year, and one year, the last two being merit promotions. 
Examples of these workers would be truck drivers, laborers, 
equipment operators, etc. Workers are not divided into 
blue-collar and white-collar, although first glance at the 
salary steps would lead one to believe so.

There are approximately 150 job classifications in 
the City merit system, each listed in a directory showing 
the salary, duties, examples of work performed, and other 
requirements needed. Bach has a numerical rating, and 
each numerical rating has either a three-step or a five- 
step range of pay as just described:

RANGE OP PAY (Per Month)
Step 1 Step 2 Step 3 Step 4 Step 5Clerk I 240 252 264 276 288Clerk II 288 300 315 330 345Clerk III 360 580 400 420 440

Most of these are based on a forty hour week, with 
time and a half for overtime. There are charts which break 
these wages down into amounts for payment every two weeks, 
daily, and hourly. Most employees are paid every two weeks.



Annual Report
At the end of each flaeal year the Civil Service 

Commission submits an Annual Report to the Mayor and mem
bers of the City Council. Much of the material is com
piled from reports and projects made by the Personnel 
Department throughout the year. Some of the sections are 
listed below, many of which are illustrated by block 
graphs in the Report t

Section 1, Recruitment and Examinations. This 
shows if there was an increase or decrease over the pre
vious years in filling permanent and temporary positions 
in the city. Plausible reasons are extended for any 
change in the trend. For example, a higher number of ap
plicants might reflect a slow-down of building projects 
and higher unemployment during the previous year *

A table shows the number of examinations, number of 
applicants, number examined, number who failed to qualify, 
and those who qualified— all in a list covering a period 
over the past five years. Another table shows the differ
ent types of examinations administered, and whether they 
were open-competitive to everyone, or promotional within 
the service.

This section also includes a study on appointments 
and separations by occupational groups. It shows a break
down of nine all-inclusive work groups, the number of em
ployees hired, and the number who left for each of the past 
four year periods. The occupation groups used are admin
istrative, clerical, engineering, police, fire, skilled
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labor, seal-skilled labor, and library.
Section II, Classification and Pay Activities. Hew 

positions that are created by the needs of an expanding 
community are listed here, along with the number of em
ployees receiving promotions and pay raises.

Special studies are listed In this section, which 
include several of the projects mentioned throughout the 
dally accounts in the Diary section. Such studies include 
the wage survey just mentioned, work injury studies, per
formance ratings processed and analyzed, position classi
fication surveys, and other special studies as the need 
arises.

Section III, Welfare and Safety Activities. Sick 
leave is shown by a graph which indicates the average days 
lost from work per employee for each department.

Section IV, Turnover. This shows the average rate 
which employees leave city employment for the past five 
years. Reasons for leaving are shown, such as health, 
death, retirement, personal, etc, followed by the number 
who left for these reasons.

Section V, Employee Statistics, shows graphically 
such information as the number of employees by department, 
average number of employees for each of the preceding 
eight years, ed the ratio of city employees to the total 
city population, per thousand, for the past five years.
The ratio has steadily increased since 1960, indicating 
that many of the city's services have not kept pace with 
the expanding population.
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Section VI, Cost of Personnel Functions. A four 

year period Is shown, listing the total budget expended 
for Personnel Department functions, the average number of 
city employees, and what the cost for this service Is per 
city employee. Usually this runs about §35 a year. This 
Includes salaries of the Personnel staff, office supplies, 
examinations given to hundreds of applicants who did not
qualify# and many other expenses shown on the Personnel
Department’s annual budget. (See Appendix)



CHAPTER III
THE DAILY ACCOUNTS OP AK INTERNSHIP PROGRAM 
IN THE CITY OF TUCSON PERSONNEL DEPARTMENT

Monday, February 5 - Tuesday, February 20, 1962:
Periodically, more names of participants In the 

group Insurance must be added to and deletions made from 
a Self-Accounting Change Schedule and Insurance In Force 
Record which keeps the amount of group Insurance up to 
date, Totals are later sent to the Equitable Life 
Assurance Company.

Each week Information on slips titled "City of 
Tucson Insurance Change Form" Is transferred onto the 
Change Schedules that are sent to the Insurance company. 
The Change Form lists any data that alters the amount or 
type of Insurance Issued to employees. Information from 
several week’s accumulation of Change Forms had to be 
brought up to date on the Self Accounting Change Schedule 
Each Schedule sheet provides space for fifteen entries, 
which must be totaled at the bottom and entered in spaces 
at the top of the next sheet.

A card with each aide covering a year’s period for 
City employees is maintained to account for all types of 
leave. It shows the amount that has been accumulated and 
used. At the end of a calendar year, the entries must be



audited before the card is transferred from the leave 
file and placed in the employee’s folder* Several days 
were spent checking the entries for each card to assure 
that the last amount shown was the correct balance. Of 
the 1,400 cards checked, several were in error and adjust
ments were made accordingly. Reference to this and the 
previous project is made in further detail with illustrat
ing forms in the Appendix.

Time during this period was also spent in orienting 
the Intern with some of the many functions of personnel 
work. Much of the material found in Chapter II and the 
Appendix was compiled at this time. After research had 
been made into some of the basic fundamentals of city per
sonnel operations, as well as an intensive study made of 
the forms and paper flow, much of the Department’s func
tions started to fall into a meaningful pattern, enabling 
the intern to take a more active role as a member of the 
personnel staff.

Wednesday, February 21:
Four applicants came in during the morning and in

quired about employment with the Police Department, Po
lice standards are considerably higher than other types of 
City employment, and several barriers must be overcome be
fore an applicant may fully qualify to become a policeman. 
Chief Garmire, the Department Chief, wants his applicants 
to be carefully screened, and the Personnel Department 
adjusts its testing procedures accordingly.
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Many are rejeeted, so to apeak, with the initial inter
view at the Personnel Department due to height deficiency, 
no high school diploma, under or over weight, and similar 
limitations. If possible, it is good policy to spend a 
little time with those who are initially unqualified, ex
plaining why they would encounter difficulties in persu
ing application further, and to suggest other lines of em
ployment which they might consider. Those who appear to 
have,the initial qualifications are allowed to take’the 
half hour Otis Employment Test. There are seventy five 
questions involving vocabulary, reasoning ability, numeri
cal progression, and arithmetic problems. A minimum score 
of forty five must be answered correctly which indicates 
an approximate IQ of 103 or better.
; : Those who pass are given a form indicating this.
Weight and height measurements are taken on a scale in 
the hallway and noted on the form, and the applicant is r 
sent down to the Police Department located in the basement. 
The two hour police examination is given by the Personnel 
Department at a later date.

If an applicant fails the IQ test, it is also good 
policy to explain to him where he failed by going over 
some of the questions he missed, and show what reasoning 
must be used to arrive at the correct answer. Points to 
emphasize are that the standards are high, many do not 
pass the teat the first time, and that he should not feel 
badly about failing. If this is not done the applicant 
may otherwise feel that he is stupid and unfit for any
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type of work if he ie ignored and sent away after scoring 
the teat. It is also a good opportunity to explain some 
of the fundamentals of the merit system and that there 
may be other areas In the city where he may qualify. He 
should be informed that he may take the test over again in 
six months, if he is still interested, and the areas of 
the test emphasized where he should try to improve. The 
applicant is thanked for his interest, and the test is 
filed for about a year. If the applicant comes back in 
six months, an alternate test of the same type is given.

Mr, Fitzgerald pointed out that the initial IQ test 
la not infallible, and is only an approximate measure of 
mental ability. It should also be noted that mental 
ability is only one of the factors that make for success 
on a job. Others are special aptitude, interest in the 
work, previous training and experience, physical energy, 
effort and application, personality traits, etc. Some of 
these can be judged during an interview and should be con
sidered along with the applicant's score in the mental 
ability tests.

Police applicants are the ones who usually must 
take the Otis IQ test. If an applicant applies for any of 
the other positions in the various departments, the chances 
are there are no openings. The easy way out is to give him 
an application, tell him to fill it out and send it in, and 
that he will be notified when the next examination will be 
held. This may be two years or more. The preferred method 
is to sit down and explain to the applicant some of the fun-
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damentala of the olvll service system, how it operates, 
and what he may expect in the way of results from the 
application. Ttie point should be made that four or five 
other positions may be offered between now and a future 
date in which he may also be interested. It is best to 
tell the applicant to keep in touch with the Department 
rather than the other way around, and every fifteen days 
to check the public notices that are posted which will 
indicate forthcoming examinations.

The problem of adhereing strictly to civil service 
rules sometimes causes appointments to positions to bog 
down. An example is an incident that occurred this after
noon where a request came in from the Water Department 
for a guard to work at the San Pedro water area for a few 
months, because there had been some thefts of equipment in 
the area. She problem was what position classification to 
use, since the only types of guards the city uses are in 
either the Police or Parks Departments. A Mguard” is one 
mostly in charge of prisoners, according to the position 
description, whereas the job at San Pedro called for a po
sition of "night watchman" for which there was none listed 
in the civil service classifications. The position of 
janitor seemed to fit the closest, because in addition to 
the tasks of cleaning and making minor repairs,under "Ex
amples of Work Performed" is listed "acts as night watch
man”. However, this was to be the main duty.

A further ramification is that there are two men 
who live in that area who would seem to be a logical choice
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to hire, elne* they would Ilk* to have the job and are 
near the sight of employment. However, they are not on a 
civil service eligible list. Those on the list for guard 
or janitor positions would have to be contacted first and 
offered the position, and after going to all this trouble, 
it is very likely that none would accept the job, due to 
the great distance to travel (60 miles) as well as the 
short duration of the work. Since the job would only last 
a short length of time, Mr. Fitzgerald decided to appoint 
the two who lived in the San Pedro area on a provisional 
basis under the job classification of janitor, after con
sulting the civil service rule book to obtain verification 
that such a choice would be appropriate.

Thursday, February 22:
Typed a letter with two copies for Mr. Fitzgerald 

in reply to a New Jersey policeman’s letter of inquiry 
concerning employment with the Tucson Police Department.
The applicant had two areas of possible disqualification: 
no high school diploma, and a height of five feet ten 
inches, and weight of two hundred pounds. It was explained 
that a hi$h school diploma is one of the requirements, and 
also it was suggested that the possibility of the physical 
agility test mi^it bo another obstacle to overcome. The 
fact was mentioned that the distance from New Jersey to 
Tucson was great, and that it might be unsafe to make the 
trip with no assurance of qualifying for the position.
The letter was summed up by stating the difficulties that
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the applicant would have to eonalder, with hopes that this 
would help him to arrive at a deeiaion. ^

Mr. Pltagerald conduotedan exit interview with a 
girl who had quit her Job at the Public Library. Her 
final pay check had been sent to the Personnel Office.
This is done in order that anyone leaving .the service must 
come in to claim it and verify that the amount is correct 
and to provide an opportunity for a five dr ten minute 
talk with the person. The main purpose of an exit inter
view is to try to find out the real reason for any dissat
isfaction/ with hopes of correcting such difficulties in 
the future. This is often difficult to do, as the reasons 
given may not be the true underlying cause or the person 
may be reluctant to say anything. It takes considerable 
experience and skill on the part of the personnel inter
viewer to establish rapport and extract meaningful infor
mation in such a short time. Surprisingly, many of the 
true causes of difficulty stem from petty grievances that 
build up, any one of which alone appears insignificant.
If discovered at the time, they often could be "nipped in 
the bud" and corrections made then. , -:: -- ;

In this instance, the girl was.displeased with a 
performance rating given by her supervisor. When asked if 
there was anything else that a superior or she may have 
done to cause some difficulty, about all she could think 
of was a disagreement of ventilation in the library. She 
had a degree in sociology, and it is possible that she was 
employed where she did not utilize much of her educational
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background, plus the fact that ah# may have felt she was 
capable of running library tasks*without the help or super
vision of others with whom she was not always Incomplete 
agreement. V:. ' ' : rr./V;:". c

The library Is not uWer the olvil service system* 
but It is quite probable that it will be in the near fu
ture. Since they do not have a personnel system set up 
for their organisation, the City Personnel Department 
performs this task. v r " - . '

Once data has been collected from these exit inter
views, "there>is the problem of what to do with it. Even 
though information may be obtained as to the cause of 
trouble spots, it is difficult to suggest or enforce a 
remedy. - .7:" : v - - -

Two Fire Departosent supervisors came in to talk 
with Mr. Fitzgerald about improving the quality of vehicle 
drivers in their department. Drivers are paid more than 
fire fighters and many feel that it is more desirable 
work. . Consequently there is a great desire by most em
ployees to secure this position. The job had been assigned 
on seniority before, and it warn felt that this system left 
many inadequacies. The supervisors wanted to work out a 
promotion system to this position based on the combination 
of an effective training program* merit, and seniority, 
but to have the latter given less weight than it now had.

It was suggested that a voluntary training class 
be established which would cover the basic requirements of 
an examination to be held later which everyone must take
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and pass. Problems to overcome were discussed, such as 
employing a new system Into an old routine system, when 
It should go Into effect, and the many ramifications of 
test construction. There was also the problem of combat
ing rumors which might circulate. Implying that job secur
ity would be threatened by uncertain methods which had not 
been tested.

Mr. Fitzgerald stressed the fact that such a pro
gram must be used in a positive manner in showing defi
ciencies and in providing ways in which they may be improv
ed. It might be true that some of the very incompetent 
would be weeded out, but this would be incidental to the 
real goals of the program.

The City of Phoenix Personnel Department sent a 
letter stating that they were conducting a job classifica
tion and wage survey and requested a copy of our classifi
cations for a comparison. Each position in the city is 
listed on a separate sheet with detailed descriptions and 
examples of the work involved, much the same as an announce
ment , only covering much more detail. Three volumes were 
assembled, taking a sheet from each folder in a file and 
arranging them in numerical sequence. They were then 
punched for Arco fasteners and trimmed on a heavy duty 
paper cutter in the Purchasing Department.

A project was started involving the Parks Depart
ment. The purpose was to establish the basis for award
ing overtime constantly to some workers for which they 
were paid money, and giving accumulated time to others for

42



which tiiey received a day's leave from work without pay 
later on. Most workers would rather have the overtime 
pay. Only a limited amount of overtime with pay can be 
given, and it should not be alioted to any particular 
worker constantly. The purpose of the study was to see 
if this was being done.

The vacation and sick leave cards for the Parks 
Department were reviewed for workers with a considerable 
amount of accumulated leave. Then the payroll volumes in 
the Auditor’s office were reviewed to discover any workers 
with a consistant amount of paid overtime.

Friday, February 23:
Spent the first half of the day helping to process 

over six hundred labor applicants at the Water Yard on 
West 18th Street. Other persons included were three fire
men, the assistant personnel director, a personnel tech
nician, a non-uniforaed policeman, and several foremen 
from various city departments.

After the gate was opened, the applicants passed 
through to one of the firemen who handed each a pencil and 
application card. Several tables were provided for them 
to sit down and fill in the required information.

The applicants then formed three long lines up to 
the next stoping point where Mr. Hesaelberg, Mr. Miner and 
I checked the cards to see that they were filled out in a 
presentable manner. We spent about one to two minutes on 
each, making sure the name and address were legible, to
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see that they had signed thecard at the bottom, and 
checked their military discharge papers if they claimed 
veteran's preference. We stressed to each of them the im
portance of stating in a space provided, all arrests 
whether in Tucson or anywhere else, and that this informa
tion would be carefully checked later on. More space was 
allowed for this item on the form than ary other, and I 
soon found out why. A large majority listed two or more 
arrests, and with a little prodding some added more up to 
a total of seven or eight. Most of these were for being 
drunk, disorderly, or for drunk driving. One or two arrests 
for less serious offenses does not usually deter their 
chances of being hired.

Other information to review was marital status, 
number of dependents, highest grade completed in school 
(the average was around 7th or 8th), and their last two 
employer's names and addresses. On the back were spaces 
for the amount of experience at several jobs, such as pipe
fitter, gardener, mechanic's helper, heavy equipment opera
tor, etc., and the employer's address where this work was 
done. Many of the applicants overlooked this section, and 
some of the items had to be marked.
» The lines then passed to another check point where
the strength of their hands and back was measured by means 
of two instruments that indicated the maximum pressure 
exerted. The one that measured the hand strength (called 
a hand dynamometer) had a handle which the fingers of one 
hand could grasp, and when squeezed, a pointer attached to
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a etiff spring would push another needle around with It 
until maximum pressure hod been exerted. The second needle 
maintained the point where the first needle stopped and 
showed the reading after pressure had been released. The 
average reading was 45 or 50^ : . ,

The other device operated on a similar principle 
except that it was grasped by two handles on opposite sides 
of a large dial,;with pressure exerted in toward the center. 
An average reading was about 180. Both of these scores 
were entered on the right detachable portion of the appli
cation eard, headed "Examination Record".
: Another part of the examining team measured the
standing broad jump distance.i Heel prints indicated the 
point from which to measure. The next station consisted of 
two Interviewing teams having three members each who judged 
first the applicant’s ability to read a short paragraph, 
and his ability to follow instructions in carrying an 85 
pound sack to a truck bed and back to the initial point 
without dropping or throwing down the load. Both the read
ing and carry scores ranged from one to five, one being the 
highest possible score. Three Carry scores were entered 
by the three different interviewers who briefly talked with 
each applicant regarding his experience.

Other factors also influenced the three Carry
scores. Although it is important that tho man be able to
■ > ; V- .:V;  ̂ ..,r .:P  . ; : P  n P  ' ■ P ’ :̂:; PP:; b"> " : ' bb.:perform the task properly, the interviewers talked with
each applicant and appraised his general personality and 
appearance, noted if he had an excessive amount of arrests.
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looked alt bis hands when possible to see If they were 
those of a laborer, and noted If he was excessively fat. 
These were all taken Into consideration, and undesirable 
features mentioned above could bring the Carry score down 
considerably. An X at this point almost inevitably means 
a failure when the grades are averaged.

This concluded the testing for laborers, and by 
noon all had been initially processed. The cards were 
collected in a large ballot box, taken back to the Per
sonnel office, the two sections torn apart, and put into 
separate piles. The right l/3 (Examination Record) had a 
number on it that corresponded to the other part so that 
it could be matched up again later to determine whose score 
it was.

Monday, February 86:
It was a cold, rainy day and Mr. Fitzgerald was 

asked by one of the city employees if he could spare a few 
minutes to listen to a complaint, Mr. Fitzgerald said he 
would be happy to do so, offered the employee a chair, and 
politely listened to him express his "gripe" in full detail. 
What followed proved to be an interesting discussion which 
lasted almost half an hour.

The employee was a truck driver and his mood was 
one of slight frustration and irritation. He felt that 
his foreman was discriminating against him by making him 
work the night shift whenever the weather was bad. He said 
this had happened several times before, "always when it
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rained,” and wanted to know if •onething could be done 
about it. "I don’t mind working nights, but why doesn’t 
everyone else have to do it?” he asked.

Mr. Fitzgerald inquired as to what kind of duties 
the employee would be doing, and was told he would be re
pairing ehuck holes, setting up flares, barricades, and 
similar duties, Mr. Fitzgerald obtained the employee’s 
personal file in order to see his performance ratings.
They seemed to show a satisfactory or higher rating in all 
instances. The conversation continued approximately:

Mr. Fitzgerald: Have you refused to do anything in
the past which the foreman asked you to do?

Baployee: Ho, except I don’t like to work Sat
urdays and I let him know this before,

Mr. Fitzgerald: Do you think that he is getting
even with you for not working Saturdays, or do you think 
perhaps there is the possibility that you are more depend
able and better qualified for this type of work and that 
your foreman chose you because he knew the job would get 
done?

Employee: Well, I don’t know.
Mr. Fitzgerald: You see, there is the possibility

that your foreman is putting a little pressure on you, but 
there is also a chance that this may actually be a compli
ment, even though the nature of the work is a little un
desirable at times. What did you say to him when he told 
you that you had to work tonight?

Employee: I said I always worked on rainy nights
and told him that I thought he should assign others the 
job too.

Mr. Fitzgerald: What did he say to that?
Employee: He said that I was supposed to work when

ever he said I had to, and If I didn’t want to work I could
leave.

Mr. Fitzgerald: Who is your foreman?
Employee: Mr. .
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Mr. Fitzgerald: Have there been any other diffi
culties besides your not wanting to work Saturdays, such 
as goofing off or coming in late all the time? Any other 
things you may have done to rub him the wrong way?

Employee: No.
Mr. Fitzgerald! According to your record, you have 

been with the department quite a long while, but you are 
still fairly low on the seniority list because there are 
others who have been here even longer. Who will work with 
you? (The employee named five people and Mr. Fitzgerald 
looked up their records. They were either new men or also 
had low seniority.)

Now there is also a good possibility that your 
foreman put you on by reason of seniority, because you 
are definitly one of the first to go on the seniority list 
for Equipment Operator II. He couldn’t very well take a 
lower man on the totem pole and put him on because he would 
lack the knowledge of the work required. Sometimes it is 
easy to mistake being in the dog house and feel this is 
the real reason when things like this happen. Then too, 
there is the possibility he may be pushing you a little.

Put yourself in his place— you couldn’t have men 
telling you that they arn’t going to work Saturdays or on 
rainy nights when a job has to be done. This is just a 
possibility too, and correct me if I ’m wrong, because I 
am far removed from a lot of things in the departments—  
but I suspect you may have said something, he said some
thing, and this resulted in friction.

Employee: Well, he just said he was the boss, and
I ’d better show up.

Mr. Fitzgerald: How would you suggest that this be
done? What do you feel would be the best solution in mat
ters like this?

Employee: I think everyone should take turns when
they need night crews. (Mr. Fitzgerald again went back to 
the point that the foreman may have picked him because he 
knew the employee could get the job done and was first to 
go on the seniority list, and that other lower seniority 
men had other unrelated jobs and would be less suitable 
without proper supervision.)

Mr. Fitzgerald: All right. What do you want me to
do? I’ll do anything you want. I can’t answer many of 
these questions without going to your foreman and asking 
him,"Why are you always assigning this man to a night crew?" 
I can do this. A disadvantage is it may create more diffi
culties, cause a bad reaction, aid throw off his schedule 
by forcing a rotation of an Inexperienced crew. Unless the
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matter is very serious, it is better for you to straighten 
it out with your foreman— later, not today when it’s rainy 
and he has several problems on hia mind, but when it is 
sunshiny and he seems to be in a good mood. If he is push
ing you, ask him in a pleasant manner, why he has picked 
you more than others. There is a chance that he may not 
be aware of how often he has put you on at night. Or it 
may be the seniority list he went by. Ask him. There is 
a risk in my going down. It is boat to have these matters 
worked out between the man and his supervisor, as the de
partments do not like Personnel coming down and telling 
them how to run their business.

The employee agreed that this was the best thing 
to do, and thanked Mr. Fitzgerald for his time and advice, 
and left in a much better mood than when he came in.

Separate sheets were established for each of the 
scores on which the laborer applicants were rated-each 
headed Reading, Carry, Jump, Back, and Hand. The Reading 
score sheet was rated from 1, 1-, 2/, on up to five ver
tically at the left margin of the sheet, and hash marks in 
groups of five made of every score which corresponded to 
the grade marked on the Laborer’s Examination Record. The 
raw score for the Jump category was expressed in terms of 
feet, ranging from 4 to 8&. Carry was from 1 to 5, and 
the Back and Hand categories had the actual dynamometer 
readings listed, which ranged from 120 to over 300 for Back, 
and from 27 to 74 for Hand. This took up much of the day, 
and ran into part of Tuesday.

Tuesday, February 27:
The laborer performance listings were completed, 

and a curve established to determine the average. On this 
basis the raw scores were converted to percentages on each 
of the sheets and a chart was drawn up which showed the
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raw score and corresponding percent values for each test. 
(See p. 51,)

Each of the Examination Record cards were reviewed 
and the raw scores wore converted to a corresponding per
cent on the adjacent margin by referring to the conver
sion chart. It was decided to fail any below a raw score 
total of 490, of which there were 170. Raw scores ranged 
on up to 614.

Average scores for each of the tests ranged from 6- 
7 feet for Jump, 42-58 for Hand, 160-240 for Back, 2-3 for 
Reading, and 2-3 for Carry.

The raw score column of the Examination Record 
cards wore then totaled with the aid of a Monroe calcula
tor and arranged in numerical sequence, with the highest 
total first. Several cards had identical totals, in which 
case the card with the lower identification number was 
placed first because it meant that the applicant was ear
lier in line. These totals for the raw score were double 
checked for accuracy before proceeding to the next step- 
computing the average percentages which corresponded to 
the raw scores. This was done on the calculator by add
ing up the percentages of each test score and dividing by 
seven, carrying out the decimal to two places. This gave 
the Maverage percent". Cards which had identical raw 
scores needed only one calculation and the remaining ones 
having the same raw score were simply copied over as the 
same average percent. This is the main reason why the 
cards were sorted in numerical total sequence— to save
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needless repetition In calculating Identical scores.

Wednesday, February 28:
Assisted Mr. Hesselberg In an agilities test for 

two police candidates at the police academy on Sllverbell 
Road. Five physical abilities are performed in this part 
of the examination for police candidates. Scoring is en
tered on an Agility Test Record of Accomplishment which is 
broken down into values or points, giving a certain amount 
of points for the best performance in each of five events: 
pull-ups, standing broad jump, bar vault, 100 yard dash, 
and sit-ups.

The first event was the pull-ups where each candi
date hung on a horizontal bar with arms and legs fully 
extended, using a knuckles-to-face grip. Each was told to 
raise himself by the arms until the chin was placed over 
the bar and to lower his body to a full hang as many times 
as he could. The minimum number allowed is six, and each 
did ten. This is a score of 61 points, which was circled 
on the Pull-up column and entered in a Score space at the 
bottom of the form.

The next event was the standing broad jump. Mr. 
Hesselberg laid out a measuring tape, starting at an an
chored wood plank and extending it forward along the side 
of a soft earth strip about ten feet. Each candidate was 
allowed two attempts, the greater distance being recorded 
and the number of points entered at the bottom. Measure
ment was taken from the edge of the board to the heel prints.
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The bar vault was the same apparatus used in the 

pull-up event, only the adjustable bar was lowered to a 
little over four feet to start. The candidates were in
structed to grasp the bar, and with body erect and eyes 
front, to spring from both feet and with a pull of the arms, 
raise their body up and to one side over the bar. So part 
of the body was allowed to touch the bar except the hands.
Two trials were allowed at each raise In height if needed, 
until a maximum height could not be vaulted. The last 
height successfully cleared was then recorded.

The 100 yard dash was held on a straight track at 
the edge of a cultivated farm strip. I started each can
didate separately, signaling the start by swinging down a 
rolled piece of white paper while Mr. Hesselberg timed the 
runner at the other end with a stop watch.

. The fifth and last event of the physical agilities 
test was the sit-ups where each candidate sat on a mat with 
feet held secure. With hands clasped behind their heads, 
they lowered their backs to the mat and rose to a sitting 
position as many times as they could. Each one did thirty,/* 
yielding a point value of sixty.

Scores for each of the events were then combined, 
the minimum needed being 220. Both the candidates went 
well over this. They were driven back to town and told to 
report that afternoon to the police department for the oral 
interviews.

Calculation of the laborer examination scores was 
finished by the end of the afternoon.
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Thursday, March 1l

Hie other larger portion of the Laborer's Applica
tion cards which had been separated from the Record part 
were sorted into a long file drawer in numerical sequence 
according to identification number.

Each of the Examination Record stack of cards were 
reviewed again and those having veteran’s preference and 
were authorised by a reviewer’s initials on the examina
tion day were given a five percent additional score.
This was computed on the calculator and entered on a block 
below the previous total. Using the calculator as an ad
ding machine, the veteran’s percent was added to this to
tal and entered in the bottom block titled Final Percent.

Friday, March 2:
Some of the laborer applicants did not have their 

discharge papers with them the day of the examination. In 
such cases, the word *Check" was entered in the Veteran’s 
Preference space at that time and the applicants were told 
to come into the Personnel Office during the week with the 
documents. Several did, and their names were put on a sep
arate list. Those who did not come in and had indicated 
they were eligible were looked up in tho card file contain
ing the cards that had the applicant’s name, address, age, 
and similar information. If their birth date showed that 
they were born too late to have participated in the Korean 
War, they were eliminated from further consideration of an 
additional score. If it showed some possibility of being
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eligible, the applicants were phoned if they had a number 
listed on fchecard. Pour were reached and said they would 
be in today or Monday. Thirteen could not be reached, ao
I typed copies of the following fora letter:" T&VDear Sir:.....  ... v , ■

' "  ' p l v D f n  " ' ..........

An eligibility list is being established for 
the Laborer Examination which you took February 
23rd. Please bring in your military discharge 
papers to the Personnel Department, 2nd Floor, City 

: - - ; Hall on Monday, March 5th before 5:00 o ’clock. :
If you served In either the 2nd World War or 

the Korean War, this will entitle you to veteran’s 
preference and increase your examination score.

Thank you.
.... : : ■ :,i .. Very truly yours, : ,

Both card# bearing the same identification number 
could now be stapled together and arranged in order of the 
highest rank first from which an eligibility list would be
typed.

Monday, March 5:
In response to an advertisement placed in the news

papers over the weekend announcing the forthcoming Commu
nications Operator examination, an unusually large number 
of persons came in to apply. They were told some of the 
details involved: a rotating shift with mainly the Police
and Fire Departments, receiving and recording calls, and 
dispatching vehicles to the proper area. It is a varied 
and challenging position requiring a considerable amount 
of alertness and responsibility. A majority stated that 
they would be interested in applying, so the half hour
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screening test was administered in the press room or the 
conference room when it was available if there were more 
than four to be tested at one time. Passing score was 42 
out of the 75 questions, or roughly an IQ of 102 minimum. 
Approximately sixty percent of the applicants eventually 
passed".

Facilities for administering the screening test are 
limited and the press room often leaves much to be desired. 
This is a small narrow room with a counter running along 
one wall upon which are several telephones and typewriters. 
There are four chairs to accommodate this many applicants# 
and a fifth chair and a portion of a long table in the Per
sonnel Director’s office next door may be used if needed. 
Excess amounts of applicants must either wait their turn 
in the hallway or come back at a more convenient time if 
the conference room is not available.

Occasionally a reporter will barge in while an 
applicant is taking an examination and either start pound
ing a typewriter or have a sensational police story to re
lay to his office before the deadline. If this happens It
is beat to offer the applicant a space in the Personnel

ionxoffice to complete the test where there is less noise. Us
ually he accepts, and it is beat to offer an apology for 
the disturbance and add on an extra minute to the alloted 
time to help compensate for the initial disturbance and 
the transfer to another room.

Occasionally several applicants are started at dif
ferent intervals and it is important to keep track of who
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ia to‘ finish at what time and the minimura number of ques- 
he needs to answer eorreetly to pass. Three :stop watches 
are available for use, and if more time pieees are needed, 
or one is being used; elsewhere, the time,is noted on a 
wrist watch and written down; If there are other appli
cants present who have not finished because they started 
later. It is best to take the applicant whose time is up 
to the next room and grade the test there so that the 
others will not be disturbed or.any answers revealed dur
ing a review of the examination. : : ;; .
; l When the time is up, it is helpful to have a dip
lomatic technique in,approaching the applicant to make him 
stop his work. I usually do this by noting his exact 
point of progress. If he has just put down an answer it 
is best to say "The half hour is up, would you like to 
come into.the next.room while I score the teat?" (If there 
are others still taking the examination. Otherwise It can 
be done there.) If he is on the verge of deciding on an 
answer it may b® necessary to say, something to the effect: 
"Make a quick guess, your time is about up." Occasionally 
an applicant becomes so engrossed that a severe earthquake; 
would not divert his attention. When this happened today,
I had to.pull up a chair next to him, and after several 
unsuccessful comments that the time for grading was well 
over-due, started to Inch oyer the examination with the 
scoring key until he came back to reality.

A frequent comment from the applicant is that he ; : . 
feels he did not do very well. Automatically I assure him



that he probably did pretty well. After scanning the 
first page for mistakes by lining up the cardboard dey, 
success sometimes does not appear forthcoming after all * 
Mistakes on the early part of the teat (which is easier) 
inevitably leads to more further on. Totaling the number 
of correct answers is a trying experience in cases when 
the bad news will have to be broken, especially if the 
score will be very ©lose.

It is best to let the applicant know right away 
what the result is, and whether he passed or not. In el- 
ther case, I then show him the test and offer to go over 
any of the questions. This has been especially useful 
more than once when the applicant put a few of the answers 
on the dotted line leading over to the parentheses where 
the answer should have gone. Being covered by the key when 
scoring the test, it gave the appearance that the question 
was left unanswered, and was consequently marked wrong un
til a review was made.

Some applicants are more interested than others in 
going over the questions they missed. It is helpful to 
note which kind they seemed to miss more frequently. Often 
it is the ones involving a knowledge of vocabulary. If 
they do not understand a progression problem it is well to 
run over one or two and show the pattern. Most of the ap- 
licants are concerned mainly with the fact of whether they 
passed, and what must be done next. At this point I hand 
the successful communications operator applicants an appli
cation folded inside a self-addressed envelope and explain
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that,the form must be filled out and returned with a snap
shot, and that they will be sent a notice of when and where 
the next examination will be. , :
; . for those who failed'the:test, ending the Interview
canbe somewhat awkward. Obviously It cannot be done in a 
manner such as, "You flunked.;. Nextl" If time allows, it 
is a good idea to offer some consolation to the effect  ̂
that if the person has not taken many tests like this, it 
may2be a little hard to adjust to the questions, that he 
is not the first to fall it. Suggestions may be offered 
as to how to improve on similar examinations in the future, 
such as rereraphasizing his weak points, and that sample 
tests are available i n .the book stores and libraries. One 
applicant, after failing the screening test rather badly, 
asked why we give this first test. To keep out the dead-
wood" might be an honest answer, but of course a more tact
ful x'eply is appropriate, which is— the fact that it is r 
merely an arbitrary means of reducing a very large number 
of. applicants for a few openings by the only fair and ■ 
practical means available. :
. ; If the applicant still has not taken the initiative 

to leave, it Is best to stand up, and line up the chair 
with the edge of the desk and thank him for coming in.

When returning corrected tests to four or five ap
plicants, it is very Important to see that each receives 
his own by reading off the full name when handing them back 
for review. This was learned the hard way this afternoon 
when 1 read the person’s first name while handing it to
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someone whom I believed to be the "owner". Receiving no 
negative response, I assumed my hunch to be correct. The 
applicant who had actually done very well received the 
test.with a failing grade, and was so depressed, left im
mediately without noticing that it was not his♦ Upon my 
discovering the mistake a half minute later, he had already 
disappeared and could not bo found. I then had to take the 
good score away from the other applicant, tell him he 
failed, and set about wondering how to reach the departed 
applicant. Fortunately he had written his address on the 
front of the test, so I wrote a hasty note explaining what 
had happened, attached it to an application, and mailed it 
to him. He received It the next day and came in to leave 
the completed form.

Later, I spent some time going over the screening 
tests, learning the correct answers to most of the ques
tions most frequently missed, and how to arrive at their 
solution without referring to the key. Most of them have 
one good answer, and such preparation is helpful in avoid
ing embarrassing momenta later on when explaining the pro
cess of solving a problem.

Tuesday, March 6: ,
The two related parts of the laborer cards belonging 

to those who had failed were now stapled together and ar
ranged alphabetically, rather than by score, and were filed 
separate from the others. From the long row of eligible 
cards, a thirteen page draft was started, listing the



score, name, address, and pfaon® number If given, of each 
applicant, This would be typed over when the remaining 
few pending veteran preferences were known. The draft 
would also serve as a quicker reference when typing out 
Notification of Test Results cards, rather than pulling 
out each set of cards from the file.

Several more communications operator screening 
tests were.given. The total who are now eligible to take 
the assembled written test Is now up to about seventy. 
Friday the 16th has been established as the date for the 
test. It Is to be held at 1:40 PM at the Humanities Build 
ing. University of Arizona. It will be two hours long and 
of a general nature, with no technical knowledge of radio 
operations necessary In order for anyone to do well on It. 
Similar to the foremat of the written police examination. 
It Is a more elaborate Intelligence test containing sev
eral questions designed to measure decision-making and 
common sense procedures under hypothetical situations.

Wednesday, March 7:
Completed the eligible listing of laborers and re

vised the row of eligible cards from its numerical score 
listing over to an alphabetical order. They are arranged 
this way for quick reference if an applicant should come 
in during the year and asks about his scores.

; I was unable to read the name of one applicants 
street due to hie poor handwriting when he filled out the 
application. He was fairly high on the list, so I found
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the name of one of his former employers listed on the back 
of the card and called him to find out the correct address. 
Another method that must sometimes be used In finding the 
correct street of an applicant is by referring to the city 
directory.

Several more screening tests were given to communi
cations operator and police patrolman applicants. The 
remainder of the afternoon was spent on the Parks Depart
ment project which was started on February 22. Pay periods 
for the months of September and October were covered, and 
a deflnit trend in allot!ng paid overtime to certain indi
viduals was indicated. More pay periods would be covered 
at a later date when time permitted, as the payroll vol
umes are not allowed to b e .taken from the Auditor’s office.

Thursday, March 8 - Friday, March 9i
The main task accomplished during these two days 

was typing out the names and addresses of each laborer 
applicant on the Notification of Test Results cards and 
including the necessary information on the other side as to 
how he did on the examination. For the 170 that failed, 
all that was necessary was to check a statement that he 
did not pass, and another which said that he did not score 
above the required 70$ minimum. For the other 340, the 
eligibility draft was consulted to obtain information as 
to the applicant's position on the list and his percentage 
rating. A check mark was placed in front of a statement 
which said that the applicant passed the examination.

Friday was the last day for the initial communioa-
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tlona, operator test to be given. Out of ISO applicants, 
over ninety passed who are eligible to compete further 
for eleven openings.

Monday, March 12:
Notification cards for the laborer examination were 

Inserted in window envelopes and the return address stamp
ed on each upper left corner.

An alphabetical draft of all those who passed was 
made, showing also their rank and score by referring to 
the other draft which listed the applicants according to 
rank only. This would also be typed over to serve as a 
quick reference when an applicant calls or comes In and 
wants to know his position on the list.

Tuesday, March 13:
An alphabetical draft of all those who failed the 

laborer test was drawn up, listing the name and raw score. 
All of these fell below the minimum raw score of 490 and 
ware not calculated further.

Twenty five examinations for Right of Way Agent I 
were scored by use of a cardboard sheet with holes punched 
in the proper places to show If the right choice had been 
blackened in. This is a position requiring a background 
or knowledge of some real estate, law, business procedures 
and the ability to deal with land owners: In obtaining prop 
erty for use by the city at a future date for such pur
poses as new streets, sewer lines, and other improvements.

An examination scoring sheet was marked for each
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time a question was missed to see which ones gave the 
applicants the most trouble. If almost every one missed 
the same question, it was discarded, as it was felt that 
it may not have been a valid question. On the whole, it 
appeared that the examination was a good one, never having 
been used by the Department before. It was bought from 
the Public Personnel Association after sending them the 
needs and requirements for the position.

Following are the results of the examinations. The 
oral examination had not been given, which is to count as 
fifty percent of the total score.

Identlf. # Name 
A 
B C 
D 
E 
F 
G 
H 
I 
J 
K 
L 
M

From this, a decision had to be made as to the pass
ing score. This posed several problems, as several con
siderations must be taken into account. If a flat seventy 
percent passing score were to be used, the cut-off point 
would be a raw score of 91. It was felt that this was too 
high in view of the fact of the examination difficulty and 
the large number who would be cut off at this point. The 
decision was narrowed down to a cut-off area at one of two

Raw Score Converted Score
107 84.67
106 84.00
101 80.67
95 76.67
93 75.33
92 74.67
90 73.33
90 73.33
~§r 72.00
87 71.33-II-
81

own to 29)

70.00

Oral
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possible places; between 88 and 90, and between 82 and 
85. The question was then posed as whether to include 
the 85, 87, and 88 among those who passed. It was finally 
decided that they should, because it is important not to 
initially fail any who potentially have a chance. The 
ones in the 85-88 range may not be as good "test takers" 
as some of the others, but may possess the necessary qual
ities to make up for it. It was felt that those with a 
score of 82 and below would not have a chance even with a 
high score from the oral board. For example, if 1 re
ceived the maximum score in the orals, and A the minimum 
(usually 70$), he still would not have a high enough score 
to overcome A. There is also a three point gap between K 
and L, another factor, but by no means the only one, to 
look for in determining an arbitrary cut-off point.

The raw score of 85 was given the minimum passing 
converted score of 70$, and the total possible score was 
correlated with 100$. Using the calculator the other raw 
scores wore converted accordingly.

Additional factors to consider in determining pass
ing scores are the nature of the position itself. For the 
duties of a right of way agent, personality, dealing with 
people, and ability to get the job done are more Important 
than the technical details of the work. Deficiencies in 
the latter can be corrected more readily than the former. 
Also, the most important part of the testing procedure is 
the probationary period. Many things do not show up on a 
written test, no matter how well constructed.
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If one ia too severe In setting a high initial 

falling point, the applicant will often feel that it warn 
not a fair examination, that he was better qualified than 
someone elso who always does well on written tests, that 
politics may have been involved, to name only a few. By 
allowing as many potentially good applicants to pass the 
first test, then at least those who are finally eliminated 
feel that they were given due consideration.

Wednesday, March 14:
Several police applicants came in to take the half 

hour screening test. Only a few of a group recruited from 
Oklahoma and Texas arrived, and there was some apprehen
sion as to whether the majority would show up by the 19th 
of this month. Eleven out of four hundred applicants had 
been recruited, and the 19th was the deadline assigned to 
report in-time for the training classes at the academy.

Time was spent at the City Auditor’s office assist
ing Mr. Hesaelberg in listing the dates and number of 
hours an employee worked each pay period starting in 1937. 
A period of three years was reviewed until the employee 
reached a point of full-time status by continually working 
for the city. He had not been given total credit for re
tirement purposes, as there was in intermittent period 
when he did not work for the city,

Thursday, March 15:
A considerable amount of material had accumulated 

in the filing basket, which provided a good opportunity to
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learn something about the employee filing system and the 
contents of a typical employee's folder.

Active employee files are broken down into three 
main categories: Police, Fire, and Miscellaneous (all
others except Police and Fire.) Each employee has a 9x12 
cardboard folder arranged in alphabetical order In sliding 
steel cabinet drawers.

Other files include: Industrial Accident Reports,
Examinations, Former Employees, Current Examinations, 
Applications, Declinations (eligible# who did not accept 
appointment when offered,) Exhausted Eligibility Lists, 
Inter-departmental Correspondence, Bulletins, Keys for Ex
aminations, Employee Insurance, Requests for Leave of 
Absence, and Pensions.

Smaller, more compact files contain a card with 
condensed Information of each employee. One is for group 
insurance; another is an employee roster showing such in
formation as name, citizenship, date and place of birth, 
education, marital status, retirement date, address, etc.
A third is a master file of anyone who ever worked for the 
City, past and present.

Following are some of the items which may be found 
in an employee'a folder: (See Form section in Appendix)
Personnel Evaluation and Counseling Form, Oath of Alle
giance, Application, Vacation & Sick Leave Card, Final 
Probation Report, Examination Score Sheets, Overtime Slips, 
Reference Reports, Suspensions, Application for Retirement 
Refund (if employe® is leaving the service), Civil Defense
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Identification Sheet containing the employee's name, 
address, description and who to notify in case of an emer
gency, Wage Garnishments from creditors. Resignations, and 
an Industrial Accident Cross Reference Fora which has the 
employee’s name, case number, department, date of accident, 
and explanation of how the injury occurred.

During the filing process, if a resignation slip 
turned up, the whole folder was removed from one of the 
three main categories and inserted in proper alphabetical 
sequence in the Former Employees file if this had not al
ready been done. The Former Employees file is broken down 
into two main categories— Police and Fire comprising one, 
and Miscellaneous the other. Folders found here include 
those of employees who have been discharged, or have re
tired, resigned, or died.

Friday, March 16:
The morning was spent filing the remaining material 

in the file basket, consisting mostly of Approval for Over
time forms grouped together from several departments.

The afternoon was spent assisting Mr. Hesselberg 
with the communications operator examination held at the 
Humanities Building, University of Arizona campus. Seventy- 
five applicants came, and the first half hour was used to 
collect their Notification of Test Results cards on which 
they had written their name and address. Other items col
lected were photographs of the applicants who had not yet 
submitted them, and completed applications which had not
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been mailed back to the Personnel Department. Veteran’s 
preference of those who brought discharge documents was 
verified. If the applicant was found eligible for this 
preference, his service number was written on the test re
sult card and Initialed.

The first articles distributed were the pink Iden
tification sheets and envelopes, each having a correspon
ding number. Applicants were Instructed to fill in in
formation requested on the identification sheet. Then the 
test booklets were distributed, the applicants having been 
told to remove the three pieces of material inside, but 
not to start on the examination until told to do so.
Since ample time would be allowed to complete the examina
tion, it would not matter if some of them did.

The extra materials in the test booklet included: 
an instruction sheet with sample questions, a scoring 
sheet numbered 1 to 150, each with spaces to be blackened 
with one mark of a pencil, and a sheet of blank paper for 
notes and computations.

Applicants were told to copy the number from their 
identification sheet onto the score sheet, and that this 
should be the only identifying mark shown. After the 
number was transferred, the applicants put the identifi
cation sheets in the envelopes, sealed them, and these were 
collected.

The first part of the examination consisted of a 
passage which I read slowly and distinctly. Following are 
the Instructions given to the applicants to familiarize
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the® with the oral section of the teat:

"I am going to read you some oral directions, such 
as you might receive If you were a communications opera
tor. Listen carefully as I read these directions to you, 
as you will be asked questions regarding them. You may 
make notes on the blank piece of paper which I have fur
nished you. I will read these directions once, but will 
read slowly and will answer no questions about them. When 
I am through, you will be asked several questions based on 
these directions. You may refer to your notes in answer
ing these questions."

After the examination had been underway a half hour, 
I noted a mis-prlnt on the Grammatical Usage section of 
the test and made an announcement that It was a typograph
ical error and that the question should not necessarily, be 
marked wrong because of this.

Two and one half hours were allowed for completing 
the examination, and most applicants turned theirs in 
after about an hour and a half. The materials were put in 
four separate piles, and the score sheets were given a 
quick check to see that the identification number had been 
inserted. Those who had written their name or any other 
identifying information except the number were requested 
to erase it before turning it in, with the explanation 
that it was a civil service rule.

Any additional questions the applicants had were 
answered, such as when the test results would be ready, 
etc. One applicant did not take the initial screening 
test, so a copy was brought down so that he could take 
both the same afternoon.

Monday, March 19 - Friday, March 23;
The seventy five communications operator examine-
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, tlona .were scored by.using the cardboard overlay. If a
i pencil mark:did riot appear In the hole when placed over a :: V-'< ; v ■ - • - I : , v ; < •

i scoring sheet, the answer was marked.with a red pencil,
designating that the answer was wrong and the placeiwhere !; : -  ■ ': t * ; •i it should have been entered. Each sheet had to be scanned

I ' i ' i !! to see that only one answer to each question had been !
' i !marked. ......... - -.-......... ...-.......—......." - ..!

! . ; :A main draft for scoring the various parts of the '
test was started,-which had the following headings! !

.  ̂- •: ' j (O ’
\ Identification Number, Ham® (left blank tmtil later),; |
; • i/ Communications Raw Score, X3 (weight), 0tis Raw Score, X2;
; 'i.; S: •:/- . : * . -■ _• r - : : ' j : !i Total, Conversion (to a percent), Oral, Total, Veteran’s

1 !Preference, and Final Total., = ■) v\ ■ - r ; . . ,
i Score sheets were arranged in order of the highesti
score first. Those receiving the same score,were arrangedi . ; J ... v - ■ ' ' /: v- | ; '

i in no special priority, as it would later be altered by! j
other examination scores (Otis and oral•interview.); From

V, ■' ■ s,; -
this pile, the identification numbers and corresponding 
examination scores were put on the main draft under the: i' ' ' ' ' ' ' " ' +  ̂ ~ { : i

* ■■■■'■ • ■ , . . ' i* .'. I...: . " ' ■ .. :* . * -appropriate headings. i.: ■ ;■ -
It was necessary.to survey;all the test questions i■ - i"" - / ...; •• ■::: ■ .• , - ;. ■■■ * --- ' ,

to see which .particular, questions were missed the most, i S' r  v  • : ■ '• w  :>"■ : ,  -  - . •
Tnis would serve later in surveying:some of the questions; 
to see if any were inadequate, and should possibly be dis-

n
■; carded or revised for future examinations. 'Ihis was donel -r v : :
i . by taking a blank score sheet and scanning each anpllcant»a

 ̂ r- v <;■! \ ,
score sheet for mistakes. For; each’ error,* a mark was made__j ::.H .. : ;
alongside the corresporidirig number on the blank answer" sheet.



COMMUNICATIONS OPERATOR 
MAIN SCORING DRAFT

'

ID# Name - Comm
R.Scr X3 OtisR.Scr X 2 Total Cony Oral Total Vet

Pref
Final
Total

550 89 267 59 118 385 87.34 91.37 89.36 89.36
592 85 255 66 132 387 87.73 95.47 91.60 4.58 96.18
527 85 255 63 126 381 86.56 92110 89.33 4.47 93.80
599 84 252 62 124 376 85.58 96.67 91.13 4.56 95.69
608 83 249 54 108 357 81.88 93.40 87.14 4.38 92.02
526 82 246 72 144 390 88.31 82.93 85.62 - 85.62
562 82 246 43 86 332 77.01 91.30 84.16 84.16
529 81 243 49 98 341 78.77 Out - - -

528 81 243 62 124 367 83.83 83.43 83.63 «• 83.63
582 79 237 42 80 317 74.10 Out — — ■

581 79 237 44 88 325 75.64 94.27 84.96 4.25 89.22554 79 237 54 108 345 79.55 85.63 82.59 — 82.59
600 79 237 56 112 349 80.32 90.60 85.46 — 85.46
610 79 237 72 144 381 86.56 Out - — —

537 78 234 50 100 334 77.40 80.07 78.74 - 78.74
577 78 234 47 94 328 76.23 90.20 83.22 - 83.22
569 78 234 43 86 320 74.68 Out ■B - -

525 78 234 54 108 342 78.96 77.97 78.47 — 78.47
575 78 234 45 90 324 75.45 87.73 81.59 4.08 85.67611 77 231 65 130 361 82.66 97.93 90.30 4.52 94.82546 77 231 54 108 339 78.38 91.63 85.01 . — 85.01543 77 231 48 96 327 76.04 Out — — -

573 77 231 61 122 253 81.10 87.80 84.45 84.45
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A red pencil was used:for those who received a raw score 
of 70 and above, and a blue pencil on a second sheet for 
all those below this seore. : i .

; Well over half the applicants received scores above 
70, and it was decided that the examination may have-been 
too easy in not reducing the number of eligible* for the 
comparatively few openings. However, it should be re-v 
membered that those who took the test;were screened.from 
the previous half hour test, and theoretically all had an 
IQ of at least 100, and many well above this. It was also 
noted that most of the first ten questions which pertained 
to the oral directions received very few errors, and it 
was felt that possibly the passage might be read a little 
faster the next time. n - r

The Otis IQ tests, applications, photographs, and 
Notification of Test Results cards were attached and ar
ranged in order of the highest IQ score on down. A sep
arate draft for the Otis IQ test scores was drawn up with 
the applicant's name and test score listed for later ref
erence. r XV: .. "C: - .;\X. X. :

'Ihe combined scores of the communication and IQ 
teats were to be given a total weight of fifty percent, v. 

and the oral Interview for those who qualified, fifty per
cent. It was decided to.weight the communications examina 
tion by a factor of 3 and the IQ test by a factor of 2; 
since the communications examination took a longer time 
and had more questions. Since the IQ test;was given so 
much importance (40# of the two written tests,) it was not

73
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possible to rank the applicants at this point on the basis 
of the oommunications test alone.

In order to combine the two scores and decide on a 
passing point, It was necessary for one person to open the 
identification envelopes and list the numbers and the 
name and address of the applicant on a separate draft.
This was kept away from everyone else during the scoring 
process with only the Identification numbers still re
maining on the draft. The scores of each written test 
were then multiplied by the weights and entered In the 
Total column. It was necessary for applicants to attain ’ 
a minimum score of 70$ on each examination. In order to 
be eligible to take the communications test all applicants 
had to score at least 42 of the 75 questions on the screen
ing test, so it was necessary only to eliminate those who 
did not score high enough on the communications test.
Since there were a hundred questions on the latter, the 
raw score was considered as a percent. Those who did not 
answer at least seventy questions correctly were elimin
ated, even if their IQ score was high enough to raise the 
combined average above 70 percent. (It was stated on the 
announcement that this minimum score must be attained in 
each part of the examination process.)

After the two scores were combined and ranked in 
order from the highest on down, considerable time had to 
be spent deciding who would be allowed to go to the oral 
board. (See pp. 65-66 on Right of Way Agent.) An oral 
board can interview approximately 20 to 22 applicants in
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one day, end there were over 40 who qualified on the basis 
of a combined score average of 70$ or over. To allow the 
top twenty might discriminate against someone who did not 
do well on the written testa, but who might be highly 
qualified in experience and gain the needed points on the 
oral Interview.

It was decided to hold the oral interview a day and 
a half. The list was cut at 35, as a significant gap in 
scores occurred here and those below this point could not 
gain on the others sufficiently by even a high score on 
the oral interview. Also, it would not be worth the time 
for the oral board to screen all of them. The lowest raw 
score of these thirty five was given the flexible passing 
point of 70$ and on this basis, the total raw scores were 
converted on the computer to a percentage, ranging from 
70$ on up to 96$;

In order to cut the list at 55 and not pass the 
others who scored between this number and the usual 70$, 
it was necessary for Mr. Fitzgerald to receive permission 
from the members of the Civil Service Commission board.
This was done after consulting the City of Tucson Code, 
Section 9, which read: (Condensed for brevity)

"Failure to earn an announced minimum score or to 
place within a fixed number of the best qualified on any 
one part or combination of parts of the examination, or 
failure to earn a minimum attainment in any performance 
test where such attainment is Included in the minimum 
qualifications for the class of positions involved, may be 
grounds for disqualifying an applicant and a bar to par
ticipation on subsequent parts of an examination.

Consideration may be given to the nature of the 
examination, the number and quality of applicants therefor.
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and the nwber of vacancies which may be reasonably ex
pected in the class of positions involved during the life 
of the eligible list to be established,"
. .  It was necessary to send a special letter to those
who passed the two written tests but who did not score
high enough to be included in the top 55, explaining in
as clear a manner as possible the essence of the portion
of the code just cited. Hie regular Notification of Test
Results cards with the section "Ineligible— you did not
score above the required minimum of 70$S" could not be
checked and.sent,to.those who failed due to the flexible
passing point.

Forms were sent to the top 55 applicants, request
ing further background information as well as an appoint
ment to take a polygraph test in the Police Department.
It was expected that this process would cut down a few 
from the total.number of eligibles. A date had not been 
set for the oral interviews until this part of the screen
ing process had been accomplished.

The veteran's preference was checked by referring 
to the notations made on the Notification of Tost Re
sults cards which the applicants left at the main desk the 
day of the examination. If they were found eligible, this 
was written in the space pertaining to military service on 
the application form. Hie application was found by scan
ning the names on the draft which listed the IQ scores by 
rank. This gave an approximate location in the stack of 
applications, as the IQ test had been attached to the ap
plication and photograph in order of score.



Names of the applicants were entered on tho main 
draft which up to this point had only the identification 
number preceding the scores.
Tuesday, March 27:

Vacation and Sick Leave cards for each employee in 
all the city departments were filed in the employee’s 
individual folder.

The afternoon was spent at the Auditor’s office 
completing the project on the Parks Department in deter
mining which employees had an excess of extra time, ac
cumulated time, or over-time. A survey of all the pay 
periods reviewed.was made, and from this sampling it

. V
could readily be seen that some employees had received a 
consistent amount of extra time or over-time for which 
they were paid, while others received credit for accumu
lated time only. This meant that the letter would receive 
time off at a future date for the extra time put in. Prom 
all appearances, it seemed that complaints from some em
ployees in that department might be justified, and the 
matter of more even distribution of paid extra work worthy 
of attention. The matter was left with Mr. Fitzgerald to 
take up with an official in the Parks Department for a 
further determination of the situation.

Thursday, March 29 - Tuesday, April 3:
From time to time it is necessary to submit quarter

ly reports on industrial accidents to the city manager.
It was my task at this time to remove from the Industrial

77
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Accident Reports file Individual folders containing In
formation on accidents occurring on the job, starting with 
the three month period of April 1, 1961 through July 31st, 
1961. Folders in this file are arranged by department, 
and then by date of the accident within each department.
If a specific employee’s folder had to be found, the prac
tical way to locate it would be to look In his regular 
personnel file and find the yellow Industrial Accident 
Cross Reference Form. Taking the date and department from 
this form, the other file may be readily located.

Forms most frequently found in the Industrial 
Accident Reports file are: Report of Industrial Accident,
Employer’s First Report of Injury to Employee, Initial 
Report of Attending Physician (sent to the Industrial 
Commission,) Findings and Award for Temporary Disability 
(if approved,) and Final Findings and Award.

Headings of the draft which would later be typed 
over included: Date, Department, Employee, Type, Lost Time,
and Corrective Action Taken or Recommendations.

Under Type is listed a very brief description of 
how the accident occurred, and then the part of the body 
injured, such as; Paper cutter— finger. Under Corrective 
Action or Recommendations would be listed; Moved cutter to 
better location, more light.

It is especially important that each department 
make entries concerning this last item on the Report of 
Industrial Accident form. If it is omitted, a letter la 
sent by the Personnel Department requesting the necessary
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Information and then entered on the fora.

For the Corrected Action, Information submitted Is 
concerned with precautions actually taken to prevent the 
same type of accident from occurring again under similar 
circumstances. Often it is impossible to take any correc
tive action, especially when the accident was due to un
avoidable situations or employee mis-judgment. In such 
cases, the recommendation part of the column means that 
the cause of the accident has been determined after an in
vestigation by the department involved and the employee 
told what he did wrong and what to do to prevent its re
currence. Often this merely means "exercise more caution, 
wear goggles when near flying particles, lift with legs 
rather than back, obtain assistance in moving heavy objects, 
etc."

At times the recommendations submitted are rather 
humorous, but are used because some kind of entry must be 

v made:
(A screwball bounced off the baseball bat and hit 

the recreation supervisor, causing a laceration under his 
right eye.) "Advised to be more cautious."

(Employee was asleep when the fire alarm sounded, 
and he let go of the pole too soon.) "Recommended he not 
release the pole until his feet touch the floor."

(Patrolman caught his hand in the car door.) "Rec- 
commended his fingers be out of the way of the door before closing."

(Employee reported strained back.) "Instructed 
Lorenzo and Flores to bo more careful while lifting meter boxes since they are clumsy."

(Employee picked up some cuttings and received an 
insect sting on the hand.) "Wear gloves
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(Employee was picking up cuttings and received a 

wasp sting on the left wrist.) "Should have been wearing 
longer gloves.”

Taba on the folders list the number of days lost 
from work, as well as the department, employee’s nsme, and 
date of accident. Occasionally the number of days lost is 
hot entered because the employee is still unable to return 
to work by the time the file is assembled. When this oc
curs, it is necessary to refer to the employee's Vacation 
and Sick Leave card and count the number of AC’s (accident 
compensable) to determine the amount to write in on the 
folder tab as well as the Lost Time column on the draft.

Wednesday, April 4:
For the City Manager’s convenience, a recapitula

tion of the industrial accident surveys is made on one 
sheet for each calendar quarter with the following head
ings: Quarter, # of Accidents, Days Lost, Most Frequent
Causes of Accidents, # of Accidents 1 Year Ago, Days Lost 
1 Year Ago. Information for the last two columns was ob
tained from the Monthly Report of the City to the City 
Manager, and from the Leave Report, both of which are de
scribed in the Form section.of the Appendix.

Chief Freeman of the Fire Department stressed the 
need for more men In his department, and pointed to a spe
cific problem where there are inadequate numbers of per
sonnel available to fill in for those who are on vacation. 
To verify this, the Vacation and Sick Leave cards for the 
Fire Department were obtained and the number of vacation



days available to each man were totaled and a departmental 
average obtained* The result did show a significantly 

:large amount of vacation time available, especially in 
view of the fact that most of the employees do not trans
fer sick leave to vacation leave on the anniversary of em
ployment ns do most other city employees.

Thursday, April 5 - Friday, April 13:
/ .A*/.A project on merit rating was undertaken, utilizing

the Personnel Evaluation and Counseling forms sent in byv AV //y,/ A .. / /a A ,
each of,the departments. The forms have a numerical rating
which designates an evaluation of an employee’s work for
the past six months. More information on this form is•A /
available on pp. 142 to 149 of the Appendix.

Using the calculator, scores of employees were to
taled by department and divided by the number of forms to
obtain,a; departmental average.

A chart for each department was constructed, show
ing by hash marks where the different scores fell within 
a five point range. (56-60, 61-65, etc.) On this same
sheet the information was graphed to obtain a visual 
picture of the curve. Streets and Water Departments both 
had good plots, with a peak around the 61-70 score and 
tapering off at both ends. The Inspections Department is 
as example of a poor rating technique, with no continuity, 
and ratings on the whole are much too high. Two of the 
graphs are illustrated on pages 82 and 83. Both good and

’  i :

bad points would later be shown to the raters.
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The total number of aeorea was divided by the num
ber of city employees rated, giving a city average of 
66.82. (74,102 divided by 1,109.)

Monday, April 161
Seventy five laborer names were prepared from the 

eligible H a t  for certification. Bealde each name on the 
Hat, the date of birth was inserted by referring to the 
application card. This was to differentiate applicants 
from each other in the event that another person with the 
same name had a police record, as it was necessary for 
each to undergo a background investigation before hiring.

Final forms were obtained and studied for comple
tion of the Fora section in the Appendix.

Tuesday, April 17 - Thursday, April 19:
The oral interviews for communications operator 

were held, starting at 8:30 Tuesday morning. Each appli
cant was sent a notice of when and where to report. In
terviews were scheduled for twenty minutes apiece, but the 
majority lasted only fifteen at the most. The board con
sisted of three men— the Assistant Fire Chief from Davis 
Monthan Air Force Base, Mr. Ruiz; the Assistant Director of 
Public Works for the City, Mr. Jensen; and Lt. Mienachien 
from the Highway Patrol in Phoenix. The interviews were 
held in the Public Works conference room, and it was m y  
assignment to greet each applicant when the board was ready 
to interview, take the Notification card, and introduce him 
to each of the board members♦ Following is an example of
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some of the questions the oral board used: (Applicant’s
responses omitted.)

Mr. Mienachlen: Mrs. , we compose the oral
board— the last phase of the communications operator ex
amination. Our purpose Is to speak to you, get to know 
you a little better, and give you an opportunity to state 
what experience and training you may have had that would 
help qualify you for this job.

Would a microphone scare you? Do you get along 
with people easily? Do you become mad or excited often? 
Are you a stable type of person? What does your husband 
think of a rotating shift arrangement if you were hired?

Mr. Jensen: Have you any record-keeping exper
ience? Would you like this type of work better than what 
you are now doing? Do you like indoor work? What is 
your purpose in making this change? What are your in
terests in the employment field? Under qualified super
vision, do you feel that you could grasp the job operation 
in three months?

Mr. Ruiz: During your schooling, have you taken
any courses such as public speaking that would help you 
in this job? Do you realize the Importance of this type 
of work? When you are dispatching fire units, you may re
ceive more than one emergency call at the same time. To 
which area would you sent a fire unit— a burning five 
million dollar piece of property with no life involved, 
or to a smaller fire in which there la little property 
value, but where there is a possibility of a life in im
mediate danger? If you received five different calls at 
the same time, how would you accommodate them--what pro
cedures would you use? Do you realize that working in 
such a position you may have access to highly classified 
information— much of which must not be made known to any
one but yourself?

Mr. Mienschien: Is there anything further you
would like to add to help us place you for the position? 
Thank you for your time in coming in.

Each of the board members had an interview rating 
sheet, one for each applicant, which is graded into five 
degrees of excellence: appearance and bearing, ability to
express himself, ability to get along, maturity and judg
ment, education and experience, and overall evaluation. 
Within each five degrees of excellence, more refined
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ratings wore made by writing in an actual numerical value 
which the members of the board believed the candidates de
served.

The oral part of the examination process is solely 
for the purpose of investigating qualifications which were 
not uncovered by the written teats. Estimates of the app
licants' characteristics were baaed solely on evidence 
observed during the interview. This includes analyzing, 
measuring, comparing and recording observations of each 
candidate on his own outward characteristics, mental traits, 
his preparation for and grasp of the job requirements, and 
the extent to which these are displayed by drawing them 
out in the oral discussions.

Many of the applicants' characteristics were ob
served during the talk without asking specific direct 
questions. However, each applicant was started, after the 
board stated its purpose, with an identical lead question.
The answers were then followed up by related questions, 
mostly related to the applicant's personal history, such 
as education, training, and experience.

Most of the talking was done by the candidate. How
ever, a list of other questions was prepared by the board 
so that they could pick up the conversation before it lagged.

Each member of the board recorded his ratings on 
the basis of his individual evaluation. They usually wrote 
notes in the Comments column of the rating forms to assist 
In arriving at evaluations. Discussion of the suitability 
of the candidate by members of the board was permitted, but



the final ratings were to Represent the rater’s personal 
evaluation. Only the final average of the oral Interview 
may be shown to the applicants who request it. The rating 
sheet markings and remarks are not subject to review by 
the applicant.

After each interview the rating score sheets and 
the application were collected from the board, and new 
ones distributed for the next applicant. After the last 
interview the rating sheets were grouped in related sets 
of three. Scores on each set were totaled on the calcu
lator back at the Personnel Office, with item five (Ed
ucation and Experience) weighted twice, and item six (Over
all Evaluation) weighted four times. Each sheet then had 
a factor of ten and since three different ratings were 
used, the divisor was thirty. The total possible number 
of points was 3,000.

Fourteen of the thirty five applicants placed in 
the 90^ range, with many others in the high 801 a. Only 
three were considered unacceptable, and had scores in the 
seventy range. It was expected that the thirty five who 
were screened for the oral board would be good candidates, 
but the Job of an oral board should be to rank these thirty 
five in relation to each other. The consistently high oral 
interview scores made this difficult to determine, and it 
was felt that the oral board should have kept this in mind 
and not have given high scores to everyone. As in the 
case of departmental merit rating, this is a frequent prob
lem-each supervisor feeling that his men are all highly
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qualified, and rates them with this sole thought in mind.
Scores from the oral Interview were entered on the 

main draft and the final scores computed by combining it 
with the other scores and any veteran’s preference. From 
this an eligible list was typed and the applicants noti
fied of the results. All figures were recalculated to 
assure complete accuracy, as in some eases a tenth of a 
point meant one applicant’s priority over another.

Friday, April 20:
Each pay period, the Personnel Department matches 

its set of employee IBM cards with those of the Machine 
Services Division of the Finance Department. Both sets of 
cards are run through an IBM 85 calculator simultaneously, 
and cards fall out into a separate chute if there are any 
discrepancies. The cards contain various types of informa
tion punched in them, such as pay rates and the different 
withholdings. Changes are made accordingly when an em
ployee receives a raise, takes a leave of absence, increases 
his amount of insurance, takes out a Credit Union member
ship, etc. This pay status is kept current in the Personnel 
Department and in the Auditor’s office, the latter forward
ing the information to the Machine Services. The IBM 
machine can then be wired by removable panels to produce 
the various kinds of data required, which in this case was 
the proper pay for each employee during the past two weeks. 
The process of checking 1,500 employees took approximately 
fifteen minutes. Six or eight sets of cards fell out with
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the discrepancies later checked and adjusted.

A new position In the Water Department was created, 
which Involved the duties of attempting to collect de
linquent water bills In person before the service was dis
continued. To determine who was eligible for this position 
which would, In fact, be a promotion. It was necessary to 
make a list of all male employees In the Water Department 
earning less than #400 per month. The seniority date of 
the position they now held was also noted* This was ob
tained from tiie employee roster file drawersi

A problem that has arisen the past week has been 
the matter of the Fire Department issuing bicycle licenses. 
At a Civil Service Committee meeting this morning a member 
of the Fire Department Issued a formal complaint to the 
effect that issuing bicycle licenses is not a proper func
tion of a fire fighter. Also, the point was brought out 
that children and bicycles have been in the way of the 
fire station entrances during an emergency on more than 
one occasion. The main argument was, however, that the 
Fire Department has the main duty of fire fighting and 
fire prevention, not revenue collection.

The Fire Department has performed this function 
for several months, since they are in the most convenient 
location to the various neighborhoods. Bicycle shops had 
previously collected the license fees, but after their 
request for an additional service charge was not granted, 
they discontinued the service, and it was taken over by 
the Fire Department.
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The City Code and the job description of fire 

fighters were consulted, yielding no results except for 
the fact that this duty had definitely not been assigned 
to the Fire Department in their job classifications.
Since this function has no connection with fire fighting, 
it could not be assigned to be part of nother related 
duties" in the job description.

If the Fire Department does not accept this respon
sibility, a public hearing will be held in the next few 
weeks where both sides of the controversy will present its 
arguments on the matter and a decision made by the Civil 
Service Commission as to whether this should be added to 
the job description in the position classification of fire 
fighter. As it not stands, they do not have to perform 
this function.



CHAPTER IV 
CONCLUSION

The last incident mentioned concerning the City 
Fire Department la one of similar difficulties encountered 
in a system employing a position classification system*
Of the endless varieties of work which a government on any 
level must perform, it is difficult if not impossible to 
assign every task a logical place. Positions to which em
ployees are assigned will inevitably change in time, due 
to expansion and increasing demands for government service.

Where an administrator in other Jurisdictions may 
be able to make a decision and expect that it will be car
ried out, the administrator working under a merit system 
is constantly faced with legal restrictions. Within a 
short distance of him, often no more than three feet, are 
the rules and regulations volume of a civil service com
mission which he frequently consults every day. What may 
appear to be the most expedient method in solving a prob
lem may be prohibited by these rules, and a costlier, time 
consuming approach will be used.

Under the merit system, an applicant boardering on 
the intelligence level of genius is most apt to head the 
list of eligibles for a position that is far below his ca
pacity. The result may be that he holds this appointment 
only long enough until a better one is available, and the
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selection and training process must start all oyor again.

These and other apparent shortcomings are less sig
nificant when compared to the advantages of a merit system 
type of government. All.who have the necessary qualifica
tions are allowed to compete for a position. Once they 
are employed, they have equal opportunity to advance to a 
higher position through in-service competitive examination. 
As long as they faithfully and adequately perform their 
duties, their job security is assured under normal condi
tions of employment. Grievances, as noted, are impartially 
heard and acted upon.

If suggestions were to be made at this point for 
improving the operations of the Personnel Department, they 
would Include a summary of what the reader has already 
seen throughout the diary. More room is needed, especially 
for interviewing and testing applicants. Additional staff 
members are needed in order to do more of the required 
functions in less time. If an additional personnel tech
nician were available, this would provide an opportunity 
to train department supervisors more adequately in such 
matters as merit rating and group insurance. As noted, 
several day’s work Is involved from the first day an ex
amination is held. Numerous projects and studies that 
should be undertaken are postponed or canceled, not because 
they are unimportant, but because there are many other 
tasks requiring more immediate attention.

The Tucson City Personnel Department has done an 
excellent job in fulfilling the objectives of the Civil
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Service Code. The fact that facilities are leas than 
adequate and the employees modestly paid and under-staffed 
does not seem to affect the high standards and commendable 
results that have been achieved;



APPENDIX
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AnnouncQiaent

The Announcement form Is used to notify prospec
tive applicants of forthcoming examinations to be offered 
in filling job vacancies in the City. As a rule, they are 
a bright color with the position title in bold type to 
attract attention. Ihey are posted on the bulletin boards 
at City Hall and in the Federal Building. They are also 
mailed out to applicants on a mailing list who have ex
pressed an interest in this type of work. Karnes from ex
pired eligibility lists are also used in sending out the 
forms, as they must be re-examined in order to still be 
initially qualified for the position.

Pertinent information that should be included is 
the position title, salary range, the principle duties in
volved, examples of the work, qualifications needed In 
applying, and whether there is a closing date for receiv
ing applications.



DATE TO APPEAR: 
FEBRUARY 23, 1962 
9:00 A.M. to 12 Noon.

CIVIL SERVICE COMMISSION

96
CITY JOBS OFFER:

Steady Employment 
CITY OF TUCSON 40-Hour Week

Paid Vacation 
Paid Sick Leave 
Retirement Plan

Announces Open Competitive Test For:Group Insurance

THE SALARY: $276 - $288 - $300 - $315 - $330.

THE APPLICATION: Applications must be filed in person at the CITY WATER DEPART
MENT YARD, 525 WEST 18th STREET, between the hours of 9:00 A.M. and 12 Noon on 
FRIDAY. FEBRUARY 23rd, 1962.

THE TEST will begin at the time of filing your application.

DATE OF TEST: FRIDAY, FEBRUARY 23rd, 1962 from 9:00 A.M. to 12 noon.

PLACE OF TEST: CITY WATER DEPARTMENT YARD, 525 WEST 18th STREET.

PURPOSE OF TEST: To establish eligible list for LABORER, from which appointments
will be made in the various departments of the City Service.

THE DUTIES: This is unskilled and limited semi-skilled manual work. Employees
in this class perform work of a manual nature which does not require a high degree 
of manipulative skill or previous experience in order to do an effective job.

THE MINIMUM REQUIREMENTS: Ability to follow oral and written directions in English;
good health and freedom from disabling defects as evidenced by a rigid medical test 
given by the City Physician.

THE TEST: WEIGHTS:

Performance Test: Test of candidate's physical strength,
agility, ability to perform physical
labor, and general fitness. Required 100%
minimum rating - 70%. Every applicant 
must assume full responsibility for 
personal injury in these tests.

RESIDENCE: Candidates must be citizens of the United States and legal residents
of the State of Arizona. Naturalized citizens must present naturalization papers 
at the time of filing applications.

VETERANS1 PREFERENCE: Candidates claiming preference for military service must
submit discharge papers or photostatic copies thereof at time of filing application.

For further information call at the Personnel Office, Second Floor, City Hall.

CLOSING DATE for this test is FRIDAY, FEBRUARY 23rd, 1962 at 12 noon.

Dated: February 2, 1962
CIVIL SERVICE COMMISSION

CITY OF TUCSON



■ ■ tlimited period of time including jackhammers, mowers, and otner equipment in 
connection with work. Performs related work as required.

DESIRABLE KNOWLEDGES. SKILLS AND ABILITIES: Ability to understand and to
specific oral instructions. Ability.to perform manual labor for extended perios 
and under unfavorable climatic conditions. Ability to Set u ° ^ . we , 'l1 . f^
employees. Sufficient physical strength and freedom from disabling defects to i. 
and move heavy objects and to work out of doors under varying weather conditions.
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*  | r "

CLOSING DATE: 
APRIL 30, 1962

Applications are invited for 
the position of

ELIGIBILITY: All Fire Captains with a minimum of three years' service in the
Tucson Fire Department as Fire Captain preceding the date of the written test.

LAST DATE TO FILE APPLICATIONS: APRIL 30. 1962.

DATE OF WRITTEN EXAMINATION: MAY 4. 1962.

THE SALARY RANGE: $500 - $525 - $550 - $575 - $600

THE DUTIES: This is supervisory fire-fighting work in commanding a fire district
and being responsible for its men, equipment and quarters, and supervisory work in 
fire prevention and fire training.

THE REQUIREMENTS: Three years' of experience and training as a Fire Captain.

THE TEST: WEIGHTS:

Written: Candidates will be given a practical test in the
abilities and aptitudes of a Battalion Chief. 407,

Oral Board Interview: Successful candidates will be admitted
to the Oral Board Interview for the purpose of 407.
appraising personal qualifications and general 
suitability for the position.

Seniority and Service Rating 207,
TOTAL 100%

In accordance with Rule V, Section 9, sub-section (b) (2), admission to the oral 
test will be restricted to a fixed number to be announced after the closing date 
for receipt of applications, found to be best qualified on the basis of all parts 
of the test, except oral. The eligible list will also be restricted to a fixed 
number, to be similarly announced in accordance with Civil Service Rules, found to 
be best qualified on the basis of all parts of the tests.

Dated: April 4, 1962 CIVIL SERVICE COMMISSION
CITY OF TUCSON



Application for Examination ’

Thla la the initial for* filled out by all appll- - 
cants seeking employment in the City's Civil Service.

Ihe first side of the form contains spaces to; In-; 
elude the applicant's personal statistics, such as muee,™. 
place of birth, marital status, etc* At the bottomare 
spaces for the names and occupations of five references 
who have knowledge of the applicant's character, exper
ience, and ability.

The back of the form is for prior eayloyment history 
with spaces for the occupation and description of duties, 
dates of employment, salary, employer's name and address, 
and the reason for leaving. For higher paying positions, 
another fora la used which requires the same information, 
but has four pages to provide room for more extensive 
explanation of work experience. ‘ *

The forms are kept on file until an opening is avail 
able, at which time all applicants are sent notices of the 
examination.



all Questions 
ink or typewriter.

CITY OF TUCSON'
CIVIL SERVICE COMMISSION

A pplication for Exam ination
File this application in person 
at this office before closing date.

Title of position for which you are ap
plying.

(Date of Exam.)

2. Do you possess full U.S. Citizenship? 

By Birth

By Naturalization

3. How long have you lived in the State 
of Arizona?

In County of Pima?
Humber of Dependents.

Date of Birth 
Mo. Day Year

5. Place of Birth 6. Check 
which by 
mark x

(Married(
(Single

Widowed
Divorced
Separated

7. Height 8. Were you ever discharged from any em
ployment?

9. Have you ever been arrested, summoned into court 
as a defendant or been placed on probation for

Weight

(Give details on back of form)
breach or violation any law? Yes...... .....No..............

(Describe fully on back of form)
8, Have you any minor or major physical de- 
I fects or have you ever been afflicted with

any ailment? Yes..... ........No...........

(Describe fully on back of form)

11. Do you apply for veter
an’s preference or cre
dits?

Branch of Service

Enlistment
Dates

Discharge
Dates

Rank or Rating

Education—Names and location of schools attended Circle Highest Grade Completed Did you Graduate Date

Grammar & High School Course Studied Grammar
1 2 3 4 5 6 7 8

High
9 10 11 12

Junior College (Or Postgraduate High School) Major work in Year
1— 2

College or University Major work in Year
1 2  3 4

Degrees

Postgraduate Work—Describe Hours or Units

Correspondence, Business or other 
schools.

Course Studied Years — Months Graduate

k
Certificates of Professional or Vocational Competence. Membership in Professional or Technical Associations

2S'
3. Residence Address Mailing Address Residence Telephone Number

Full Name Home Address (Street) 
Number, City & State) Business Address, (Street 

Number, City and State)
Business of 
Occupation

*

8.hd %5
3

3

!



15. Complete Employment Record—Be sure to give all qualifying experiences

Mo. Yr. Occupations and Descriptions of duties Salary Employers 
Names & Add.

Reason for 
Leaving

From

To

From

To

From

To !
_1

From

To

From
J

TO
\ '

--------------- 1
1

F From j
To

-------------- 1

From
J

To 1
From

------

j
To

From J
To

j
From

_*
To

16. Use this space for additional remarks

17. CERTIFICATE OF APPLICANT: I hereby certify that there are no misrepresentations in or falsifications of these Staten**^ 
and answers to questions. I am aware that should investigation disclose such, my application will be rejected and I may M 
disqualified from applying in the future for any examination. (

(Date) (Applicants Signature)
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Laborer Application

Due to the type of work Involved, a separate type 
of application is used for laborers. They are easier to 
fill out than the one on page 99, as less information is 
needed and they are more practical in handing out at the 
time of examination. Several hundred applicants of this 
type are usually involved, and the ca£ds are stored in a 
separate file for easier reference.

APPLICATION FOR EMPLOYMENT AS LABORER
CIVIL. SER V IC E  COMMISSION —  CITY O F TUCSON. ARIZONA ~  2 9

EXAMINATION RECORD

r YOUR MAMg-LA#T NAME PIR#T

PLACE O F BIRTH IF  NATURALIZED NOTE PLACE 
AND DATE O F  NATURALIZATION 
AND CE RTIFICAT E NU MBER

S T R E E T -  

P H O N E _

DATE O F  BIRTH 
MONTH DAY YEAR

CHECK WHICH

mwmt. A I N  A L L  A R R E S T S *  F A I L U R E  T O  D O  S O  W I L L  R E S U L T  IN D I S C H A R G E .

IF M O  A R R E S T S  C H E C K  H E R E  □

ROW MARY 
PEROOW# AR*

OR YOWf

HOW LONG 
DID YOU
ATTEND S C H O O L?

CIRCLE HIGHEST GRADE COMPLETED

N9 529
READ#

JUMP

HAND DYNAMOMETER

GRAMMAR S C H O O L

2 3 4 5 6 7
HIGH SC HOOL

9101112
i-

i

NAME

N A M E ADDRESS

* W M  H**s Date

C A R R Y

RAW SCORE

3 -

TOTAL

V E T E R A N 'S  P R E F E R E N C E  
S E R V I C E  N U M B E R

FINA L PERCENTAGE
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I D E N T I F I C A T I O N  S L I P

IDENTIFICATION NUMBER N? 558

INSTRUCTIONS: FIRST, in pencil or ink, fill in all information called for. This is the only- 
time you write your name during the examination.

Then fold this sheet in three folds, put into envelope, and seal the en
velope. Put above number on each examination paper used by you. Do 
not write your name or make any other identifying mark on any of your 
examination papers.

NAME (Print)
Last Middle First

Mail Address_________________________________________ _____ Telephone No..
(Report any change of address in writing to the 

Offices of the Commission at once.)

Signature DATE.

Examination For.



IDENTIFICATION NUMBER N?
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' :i ‘AGILITY TEST1 ’

,■ ■V. RECORD OF'ACCOMPLISHMENTr ; '
j : ;

VAL.
: :STAND s : 100 : ' : • : :STAND: 1- 100 :
iPULL :BROAD iBAR :YARD i SIT : VAL.:FULL :BROAD: BAR : YARD :
: UP :: JUMP -:VAULT :DASH : UP : i : UP : JUMP :VAULT$ DASH :

SIT-UP
1 0 0 * 23 <i9l 7" :6 ' 7": 10.4 % 70 : 5 0 : :7‘ 1" * *-: : 2b
,99 : : : :.. - - 69 : 89 *~~5 : *8 » 7": 12.7 :
98 : :9 ‘ 6" :6 » 6": 10.5 * 68 : 46 : :7 ‘ 0": : :
97 $• 22 •: '67 ( 87"u: : . .:4 * 6": 12.8 * 19
96 : • ŝ * 5" :6 ‘ : i0,6 : 66 : 8 6 : :6 ,U H: :
95 : .. 9' 4" : ■ : : 65 : 45 * :6 *1 0":8 ' 5": 12,9 :

: S i :6 ' 8": 10.7 : 68 : 88 T 3 3 3 3 l8
93 : 9* 3" !*’ : ': 63 : 83 : - :6**9M:8' 8 " : :
92 • : • •:6 * 3": * 62 : 82 : ' ■ : :• 13,0 : 17
91 :. 2 0 ./•91,2" : : " 10.8 : 6l : 8l : 5 :6 > 8":8 I 3": :
90 : 9* 1" :6 » 2": * 6 0 : 8o > : - :6 « 7": : 13.1 :
'89 s : :-10i9 ; 9̂ : 39 : - ,4 *^.. T l6
88 : 19 9* 0" :6 » 1": : 58 : 38 : :6 « 6": : 13.2 :
87 % . •  1 1.0 : 57 : 37 : * : :8 ' 1": :: 15- :6 «ll''' - :6 « 0": - 56 : 36 : :6'5": : 13.3 :
"83 ■: 18 :8 «10" : 11.1 * 33 : 35 : :6'4":8' 0": T
.81 ' : ' • jtr. $ '••n : - 54 : 34 : 5 ' v 8 S 13»U 3 l8
83 1 »* ; 8 ( 9" :5(11": := 53 : 33 : 4 :6 * 3": : :
82 t 17 : : 11.2 52 :' I T T • . j .. *3'U": : 13
8l : 8 * 8" :5 '1 0": r 3 T " : 3 1 : *6 « 2": *13.5:
80 : 8* 7" * : 11.3 : 5o : 30 : :8 > 1":3 »1 0": :
79 : • : l6 ;5 « 9«;. • 89 : 29 * : : ■ x* 1 3 . 6 : it
' 78 • 8 1 6” -: ii;8 : 88 : 28 * :6 * O”*3 ’ 9" % - T
77..l : , -i ; ':5 I ’8".: . : :. 47 : 27 : :- - : 13.7 : ii
76 : 1^ 6 1:5'l-!: - : li;5 : 8 6 * 26 * :5'11":3' 8".:' T
75^ 8 « 8 " ».:5,'7": - - * 85 : 25 s 3 :5'10": : 13.8 :
7U t * j r . 11/6 t 8 8 t 2k * : :3' 7": : 1 0
73 t 14 :ti* 3" :5 ' 6'*:: : 43 : 23 i . :5* 911: */ ;
72 : : % * ' 82 : 22 - i :3‘ 6‘i: 13.9 : 9
71 t 51 2" :5 » 5": 11.7: 41:-21 : :5 k 0". J r
70 t 13 6 ‘ 1" I : * 8 0 : 2 0 : & ~ T r: ~ 5 'u: 1 8 . 0 :
69 :5- 8": il.8 - : • 39 * 19:!;: t':'- '*' ' ' 3 - 3"' ' :3 • 8
68 % 81 " O1*" 3 'r '3r •• 38 ■* t'-iS ' l" 1$' 6"*3* 4": 14.1 :■ " -

: 12 : : 11.9 * 37 : it : £ : : : : 7
6 6 % : 7'll" :5* 3": * 36 : 16 : %:5* 5": . : 18.2 :■: ' '
65 •'* S Y’lO" - : 12.0 : 3 5 Tv ^ 5 ^ T - :5» 4" :3' 3": :
68 f * 1 1  : :L:5 ' 2": . •: 38 : l8 :• : .!■ : : 14.3 * 6

. 63 ' : : 7I: 9" ' :  ; : 33 * 13 : :5. 3,I;3I 2": ?
:: :5M": 12;!- : 32 : 12 * . 3 5

“6T7 c 10 i:7 ? -8" ; : '• *' 31 : 1 1 : - • :5* 2'':3' 1": 14.4 :“3o“ :7'7" :5' 0": 1 2.2 ;: 30 : 1 0 : : .51 3.11: , ■ • .
"39 - * r :: -x j; . % j : 29 : 9 : . : • *3' 0": 14.5 : 8T
38 r. : 9 :7' 6" :8 (1 1": 12.3 * 28 : 8 : * :5' 0": % :
37 ::: -f .:v ;:.: •: 27 : 7 * * : :2«il"% 14.6 : 3
36 S :7' 5" :8 'lb": 1 2 . 8 * 26 : 6 : :4»H”* *
33 : 8 :7« 8" * * * 25 : 5 V :4'10":2'10": 14.7 :
38 , :• *: :8'' 9" * 12.5 * 28 :• 8 *■ ' : . ' 3-'. -' 3 % 2
33 f tj1 3" * : : 23 : 3 * *4' 9":2 ‘ 9": T
•52.-V ■.. * 7 *•':■•:8I- ti1!: • *••' 22 - 2 : *... . s : 18.6 : 1
3i 3 :7» 2" : * 1 2.6 : 21 : 1 : :4* 8": : *

SCC5iE:P-U: ‘ - SBJ:" BAR VAUI^: ' 100YD: - SIT-DP: TOTAt:
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CIVIL SERVICE COMMISSION OF CITY OF TUCSON INTERVIEW

Unaccept- 
ab le 
0-25

I . APPEARANCE - BEARING: (V.'g ight = l)
Clean? Neat? Poised? Good Posture? Considering all
factors, does his appearance create a favorable impression? __

2. ABILITY TO EXPRESS HIMSELF: (Weight = I)
Logical? Convincing? Quick to understand questions? Talk 
too much or too little? Speech clear and distinct? Con
sidering all factors does he get his thoughts across well?

3. ABILITY TO GET ALONG WITH OTHERS: (Weight = I )
Friendly? Tactful? Courteous? Will he be able to establish 
good relations with persons he would have to deal with?

4. MATURITY - JUDGMENT: (Weight = I)
Does he inspire confidence? Would you trust his judgment?
Has he reached full development for this position?

5. EDUCATION AND EXPERIENCE: (Weight = 2)
Consider such factors as special suitability of education 
and experience for the position; length, recency, progres
siveness of education and experience; and any other 
indications that education and experience have been of 
particular benefit to candidate in relation to this position. 
Rating of less than 70 must be brought to the attention of 
the Commission staff representative.

5. OVERALL EVALUATION: (Weight = 4 )
Considering all of the above factors, and any other perti
nent personal qualifications which he may possess or lack, 
how do you rate his over-all suitability for this position?

I 1-1-56

t

Candidate
RATING SHEET Examination

Doubt
ful

50-69

Accept- 
ab le 
70-79 _

Very
Good
80-89

Super
ior

90-100 Comments

Examiner note
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Notification of Written Testa, Test Results

These are two detachable cards that are used to 
notify an applicant when the written test for which he 
applied will be held, and to notify him of the results.
The name and address side of each card is usually filled 
in by the applicant and returned with the completed appli
cation form, .... ... .

When the examination date is known, pertinent in
formation on the Notice of Written Tests card is typed—  
the name of the examination, where it will be held, the 
date, and what to bring in the way of materials. This 
card is separated from the other, put in a window envelope, 
and mailed to the applicant at the appropriate time. He 
brings this card with him to the examination as authority 
to take the test.

The Notification of Test Results card is retained 
by the Personnel Department until-the examinations have 
been scored. It is much like a form letter. If the appli
cant passed, the upper portion of,the card is checked which 
tells him this, the test score, and approximate position 
on the eligibility list*, The section below is checked if 
he did not qualify in the test, with subheadings to in
dicate further information, such as failure to attain the 
required 7 0 % on the written, oral, or performance tests. 
This is also mailed to the applicant in a window envelope.
(See page 107)
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CITY OF TUCSON
C I V I L  S E R V I C E  C O M M I S S I O NNOTIFICATION OF TEST RESU L T S

( ) 
( )

YOU W ERE S U C C E S S F U L  IN TH E TES TS FOR THE P O S IT IO N TE S T S C O R E APPROXIMATE 
P O S IT IO N  
ON LIS T

YOU DID NOT QUALIFY IN THE TES TS FOR TH IS  P O S IT IO N  FOR TH E R E A S O N S  INDICATED 
BELOW

□  Your Rating in the Written Tests Was Below the Required 70%.

□  Your Rating on the Interview Was Below the Required 70%.

□  Your Rating Was Less Than 70% in----- -------------------------------

□  Your Rating in the Performance Test Was below Required 70%.

CIVIL SERVICE COMMISSION 
CITY OF TUCSON

16-64

(D O  NOT TEAR TH ES E CARDS APART)

CITY OF TUCSON
C I V I L  S E R V I C E  C O MM I S S I O NNOTICE OF W R I T T E N  TESTS

THE WRITTEN TESTS FOR.

WILL BE HELD AT-----------

ON ---------i-------------------------

P L E A S E  BE PR E S E N T  PU NCTUALLY  AT TH E HOUR S P E C IF IE D .  B R IN G  WITH YOU TH E ITEMS LISTED BELOW . 

PENCILS ERASER SMALL PHOTO MILITARY DISCHARGE

PRESENT THIS NOTICE TO THE EXAMINER AS YOUR AUTHORITY TO TAKE THE TESTS

16-64
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Raqulaltlon-Certlfication Form

The process of an applicant securing employment 
in the classified service after an eligible list has been 
established consists of three additional steps * 1 . req
uisition, 2 . certification, and 3. appointment. A depart
ment or office having a vacancy in its classified posi
tions applies to the Personnel Department on this form* 
Included is such Information as the number of openings, 
the title of the position or positions, duties, qualifi
cations required, the salary, location, and sex preferred.

Upon the basis of this information, the Personnel 
Department certifies to the appointing officer on Section 
C the names'of eligibles from the register. Two more 
names than the number requested are inserted from which 
the appointing officer may choose.

The back side of the form is used for transfering 
employees from one division or department to another once 
they are in the service.
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! PERSONNEL REQUISITION FORM 16-15
1 (see inst ruct  ions on Reverse Side and in Bul let in No. 58, City of Tucson, Arizona.)

SECTION A — REQUISITION FOR EMPLOYEE 
ACCOUNT CODIFICATIONJfE?. NO.

W
2 .  DATE

m l T I O N  TIfLE

«.  DEPARTMENT DIVISION SECTION

6 . NUMBER REQ'D 7. SEX 8 . PROPOSED PAY RANGE 8a .  STEP NO. 8b .  AMOUNT

$ t o  $ ' $
If REPLACEMENT . 

.MeSOWNEL, GIVE 
F ormation  about

jjfFtf i n n s  1 NCUMBFNT

NAME
POSITION HELD
TERMLNATION DATE ( La s t  Day P a i d )

10.  NEW EMPLOYEE SHOULD BEGIN WORK: 
• DATE

NUMBER HOURS PER WEEK

(•CURAT I ON OF EMPLOYMENT
□  permanent
□  PROVISIONAL 
Q  TEMPORARY

j PERIOD -------------------------
TO ----------— -------

l D  PART TIME 
(EXPLAIN WORK SCHEDULE 
IN SECTION 1 4 . )

PREFERRED METHOD OF 
FILLING VACANCY

□  ORIGINAL APPOINTMENT
□  PROMOTION (Explain in 14)
□  DEMOTION " " "
□  TRANSFER • " "
D  OTHER . . .

13- BUDGET STATUS
a .  POSITION TITLE (block 5) b .  TOTAL ALL PERSONNEL

( l )  NUMRFP AUTHORI7ED ( l )  NUMBER AUTHORIZED

(?) NUMRFP ON PAY ROLL (2 ) NUMBER ON PAY ROLL

(3 ) NUMBER OVER OR UNDER____ (3) NUMBER OVER OR UNDER_____

DESCRIBE BELOW THE NATURE OF THE POSITION; IF THERE IS AN UNUSUAL REQUIREMENT FOR THE POSITION. DESCRIBE THE 
REQUIREMENT: ,

IF ADDITIONAL STAFF IS REQUESTED, ATTACH A COMPLETE MEMORANDUM JUSTIFYING THE REQUEST IN TERMS OF THE WORK LOAD 
AND GIVING OTHER PERTINENT F A C T S . __________  ____  _____

SIGNATURE: DIVISION HEAD DATE 17.  SIGNATURE: DEPARTMENT HEAD DATE 18. T h i s  Request i s  
Budgeted/Not Budgeted

19. Th i s  Request i s  
Approved/Not Approved

Budget O f f i c e r  -  Date c r t y  Manager -  Date
fERSONNEL DEPARTMENT ONLY) SECTION B —  ALLOCATI0 N

(. ALLOCATION -  CLASS TITLE

L ......  _.-

91.  APPROVED RATF OF PAY

( a)  RANGE 
$ t o  $

(b) STEP NUMBER (c) AMOUNT 
s

j. METHOD OF FILLING VACANCY 2 3 . ELIGIBLE REGISTER 24.  APPROVAL: PERSONNEL DIRECTOR DATE

(PERSONNEL DEPARTMENT ONLY) SECTION C —  CERTIFICATION
f. THE FOLLOWING PERSONS ARE CERTIFIED AS REQUESTED 

ABOVE AS of  THIS DATE:
26.  THE APPOINTING AUTHORITY SHALL REPORT THE RESULTS OF THE 

INTERVIEW WITH EACH PERSON BELOW:
f) POSITION ON 
; LIST

(b) NAME AND ADDRESS (a) s i g n a t u r e  of  P rov i s iona l  Appointee (Give 
Reason in Each ca se  f o r  F a i l u r e  t o  Appoint)

(b) DATE TO 
START WORK

f
I

i
!
1_ _ _ _ _ _ _ _ _ _ _

!7. SIGNATURE: DIVISION HEAD 28.  SIGNATURE: DEPARTMENT HEAD

6-18
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SECTION D — TFtANSFER

29.  DEPT. 
DIV. 
SECT.

30 .  NAME, ADDRESS, PRE-TRANSFER TilFLE 31.  SIGNATURE OF PERSON TRANSFERRING DATE

32 .  SIGNATURE OF PRE-TRANSFER DIVISION HEAD " DATE 3 3 . SIGNATURE OF PRE-TRANSFER DEPARTMENT HEAD DATE

34.  SIGNATURE OF POST-TRANSFER DIVISION HEAD DATE 35 .  SIGNATURE OF POST-TRANSFER DEPARTMENT HEAD DATE

• SECTION E —  INSTRUCTIONS

i. TO R E Q U E S T  C E R T I F I C A T I O N

c o m p l e t e l y  f i l l  in s e c t i o n  A —  o r i g i n a l  and t h e  r e q u i r e d  c a r b o n s ,  ( s ee  s e c t i o n  11 —  PROCEDURE 
below and B u l l e t i n  No. 5 8 . )

IMPORTANT
(1) To avo id  d e l a y s ,  be s u r e  t h a t  a l l  i n f o r m a t i o n  r e q u i r e d  by s e c t i o n  a i s  shown c o m p l e t e l y  

and a c c u r a t e l y .

(2 ) All  e l i g i b l e s  c e r t i f i e d  s h ou ld  be i n t e r v i e w e d .

(3 ) where no e l i g i b l e  r e g i s t e r  e x i s t s  f o r  t h e  c l a s s  of  p o s i t i o n  d e s c r i b e d  on t h e  o p p o s i t e  
s i d e ,  a u t h o r i z a t i o n  i s  g i v e n  t o  make p r o v i s i o n a l  ap po in tm e n t  f rom among t h e  c a n d i d a t e s  
l i s t e d .  In s i g n i n g  t h i s  document ,  you c e r t i f y  t h a t  you have re a d  t o  t h e  p r o v i s i o n a l  
a p p o i n t e e ,  o r  have r e q u i r e d  him t o  r e a d ,  t h e  f o l l o w i n g  p a r a g r a p h :

" P r o v i s i o n a l  a p p o i n t m e n t s  a r e  t e r m i n a t e d  upon su b se q u e n t  e s t a b l i s h m e n t  o f  an  
e l i g i b l e  r e g i s t e r . "

A p r o v j s i o n a l  a p p o i n t e e  must i n d i c a t e  a c c e p t a n c e  by s i g n i n g  in 26 (a ) and must i n d i c a t e  
a w  11l i n g  n es s  t o  t a k e  t h e  e x a m i n a t i o n  when i t  i s  g i v e n .

(4 ) I f  a d d i t i o n a l  s t a f f  i s  r e q u e s t e d ,  a t t a c h  a  c o m p le t e  memorandum w i t h  t h i s  r e q u e s t  showing 
t h e  need f o r  t h e s e  employees  in t e rm s  of  t h e  work lo a d .  Also g i v e  any o t h e r  p e r t i n e n t  
i n f o r m a t i o n  n e c e s s a r y  t o  p r o v i d e  co m pl e t e  d a t a  f o r  e v a l u a t i n g  t h e  need.  I f  t h e  r e q u e s t  
i s  t o  f i l l  a  new p o s i t i o n ,  g i v e  job  d e s c r i p t i o n  o f  t h e  new p o s i t i o n .

1 1 . P R O C E D U R E

( l )  APPROVAL . . . .  , x
On r e g u l a r  r e q u e s t s ,  p r e p a r e  o r i g i n a l  and two (2 ) c a r b o n s ;  on t r a n s f e r s ,  p r e p a r e  o r i g i n a l  
and T h r e e - (3 ) c a r b o n s ,  send a l l  forms e x c ep t  t h e  second c a r b o n  t o  t h e  Budget  O f f i c e .  
R e t a i n  t h e  second  c a r b o n  pend ing  c e r t i f i c a t i o n .  On t r a n s f e r  r e q u e s t s ,  c o m p le t e  s e c t i o n  a 
and Item 29,  3 0 , 3 4 , and 35 of  s e c t i o n  D and send o r i g i n a l ,  f i r s t  and t h i r d  c a r b o n  t o  
d ep a r tm en t  from which employee w i l l  be t r a n s f e r r i n g  f o r  c o m p l e t i o n  o f  I tems 3 1 , 3 2 , and 
33 s i g n i f y i n g  a p p r o v a l .  The P r e - T r a n s f e r  Department  Head w i l l  s end t h e  o r i g i n a l ,  f i r s t  
and t h i r d  c a r b o n  t o  t h e  Budget O f f i c e .

(2) CERTIFICATION
The Per so nn e l  Department  w i l l  c e r t i f y  t h e  r e q u i r e d  number of  p e r s o n s  by f i l l i n g  in  sect ion  
C, I tem 2 5 1 (a) and ( b ) .  The o r i g i n a l  w i l l  be s e n t  t o  t h e  a p p o i n t i n g  a u t h o r i t y .  The 
f i r s t  c a r b o n  w i l l  be r e t a i n e d  by t h e  Pe r s o n n e l  Depa r t me n t .

(3 ) RESULTS OF INTERVIEWS • . %
The a p p o i n t i n g  a u t h o r i t y  w i l l  f i l l  in I tem 26 (a)  and (b) on t h e  o r i g i n a l  form w i t h  t h e  
r e s u l t s  o f  t h e  i n t e r v i e w  f o r  each  p e r s o n  who r e p o r t e d .  Under I tem 26 (a)  r e c o r d  
what happened t o  each  p e r so n  who r e p o r t e d .  Under I tem 26 (b) r e c o r d  t h e  d a t e  upon which  
you and t h e  a p p o i n t e e  have a g r e e d ,  send t h e  o r i g i n a l  t o  t h e  P e r so n ne l  Depar tmen t  a f t e r  
i n s t r u c t i n g  t h e  i n d i v i d u a l  you have s e l e c t e d  t o  r e p o r t  t o  t h a t  o f f i c e  t o  a r r a n g e  f o r  a  
p h y s i c a l  e x a m i n a t i o n .

(4 ) RETURN OF CERTIFICATION
$ i e w i f l r | t comp1,e t I d ? e r e t u r n e d  im m edi a t e l y  a f t e r  t h e  ap p o i n tm e n t  i s  made o r  t h e  i n t e r -
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,..... Notice to the Applicant Regarding Certification
! W: r-. -

After names have been certified, a form letter is 
mailed to each of these applicants to see if he is still 
interested in the position, and if so, to come in for an 
oral interview with the appointing authority*

On the back of the letter is a brief form which 
the applicant uses if he wishes to decline the offer, and 
fills in the reason in a space provided. If he wishes, he
mayi’be reinstated on the eligible list at a later date if
zozr y:-' Ls rcpoix:

r he usesnthis -option.
If two of the three applicants decline the offer 

(assuming there is just one opening,) the remaining appli- 
;.vepant may"be hired after an interview. Or, the appointing

officer may request two others next on the list to be no-
T:i; ir-.ttes - .

- o tlfied arid: an?interview conducted before reaching a deci
sion. x if-one"-applicant declines, one other name also may

: '•.I'rvrvi.pltv.se v-?: • :
: c or'may hot 'be requested by the department. If all three
-n;’ dacliri-d t:he iepotr.t- ; . - : ilura
1 applicants decline, then of course, they are removed from 
the list and the next three are notified.
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CITY OF TUCSO N

................. C I T Y  H A L L
The Sunshine City •  T U C S O N .  A R IZ O N A

PHONE: M A IN  3 - 6 9 9 3

Your name, as well as two others, has been certified by this 
office for you to report for an interview as soon as possible with the 
following appointing authority;

(Position) (Salary) (Department) (Kind of Appointment)

This letter does not give you the job. The Supervisor will 
pick one of the three people interviewed for the position.

If, for any reason, you are not interested in appearing for 
this interview, please return this letter with the form on the reverse 
side completed in full within five days, or you will be considered as 
having declined the appointment. Unless satisfactory reason for failure 
to report is given, your name will be removed from the eligible list.

Very truly yours,

David F. Fitzgerald, 
Personnel Director,



Date:

Mr. David F. Fitzgerald,
Personnel Director,
City Hall,
Tucson, Arizona.

Dear Sir:

. I-respectfully decline this appointment to the position 
specified in this certification for the following reasons: •

Please consider me for appointment after:

■ j  -..

Respectfully,'
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Loyalty Qath

Allemployaas of the City are required toy Arizona 
law to a loyalty oath In the presence of the City
Clerk or a notary public. The employee states toy signing 
the form that while employed he does not advocate the over- 
_throw„ of -the.state government or any of Its political suto-
divisions toy force or other unlawful means, nor belongs■ .1 vi : j. v v . -
to the Communist party of the United States.3 Li'iiiov and ? •

Proof to the contrary makes him subject to the
r v  brvh.  vn  n n o  a "  v  ' - v  ...... .  ■-
penalties for perjury and subject to immediate discharge.•msv u.:.i 1:. - :
Those who do not sign the oath are not entitled to any

L i - h i u b J . v  :;.nd
compensation or benefits of employment.
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before any officer or employee enters upon the duties of his
office or employment, he shall take and subscribe the
following oath or affirmation:

State of Arizona, County of ________________'
I, do solemnly swear (or affirm)

(type or print name
that I will support the Constitution of the United States and 
the Constitution and laws of the State of Arizona; that I will 
bear true faith and allegiance to the same, and defend them 
against all enemies, foreign and domestic, and that I will 
faithfully and impartially discharge the duties of the office
of _______________________________ __(name of office) __________
according to the best of my ability, so help me God (or so I 
do affirm).

(signature of officer or employee) 
Subscribed and sworn to before me this _____day of ______ ,

1 9 1 1 .

City clerk or Notary Public
My Commission Expires:
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Request for Leave of Absence

If «m employee in one of the departments wishes to 
be!absent from work, a card is completed by him and sent 
to the Personnel Department. The card has eight spaces 
provided to check the type of leave requested— vacation, 
sick leave with pay, sick leave without pay, injury with 
pay, leave without pay, military leave, and other absence 
with pay. The length of absence expected is also entered 
with an explanation for the leave.

The employee's leave card that is on file is re
viewed to see that sufficient days of leave are available 
upon which the employee may draw. If the request is ap
proved, the information is posted onto the permanent leave 
card described next.

REASON FOR ABSENCE

1 VACATION

2  SICK LEAVE WITH PAY

3  SICK LEAVE WITHOUT PAY

4  INJURY WITH PAY

5  INJURY WITHOUT PAY

6  LEAVE WITHOUT PAY

7  MILITARY LEAVE

8  OTHER ABSENCE WITH PAY

SI GNED_

ADDRESS. 

DEPT.___

CITY OF TUCSON
REQUEST FOR LEAVE OF ABSENCE

TO CIVIL SERVICE COMMISSION

DAYS WITH PAY FROM

DAYS WITHOUT PAY FROM

EXPLANATION FOR SICK LEAVE:.

TEL.NO. 

_  DATE.

. ( I N C . )  

_ ( | N C . )

APPROVED:

PERSONNEL DIRECTOR SUPERVISOR DEPARTMENT HEAD

ie-ss



Vacation. SIok. and Accident Leave
U S

A card with each side covering a year’s period for 
all city employees is maintained for purposes of acoount- 
ing for all types of leave that has accumulated and been 
used.

There is a space at the top for the employee *s name, 
department, year, and the balance of vacation and sick 
leave left over from the previous year that was posted on 
another similar card.

Listed vertically at the left of the card are the 
months of the year, and horizontally the days of the month, 
forming a small grid pattern. If any type of leave is 
taken during the month, it is entered on the squares with 
symbols such as V for vacation, S for sick leave, L for

•;c

leave without pay, and AC for an industrial accident.
Each month the employee accumulates one day of sick 

leave and one day of vacation leave upon which he may draw. 
At the right side of the card are two main columns titled 
Sick Leave and Vacation. Each Is divided into three ver
tical categories: Earned, Used, and Balance. In moat
every case the Earned columns have a figure 1 because of 
the automatic accumulation of one day each month. The ex
ception is when over half the month has been used for leave
; - c :-e :v- .........
without pay.

j I On the:employee’s anniversary date of employment,
1 : •• • -unused sick leave is transferred to the vacation column up

: L - J  | ' I ; J  _. . ' ;to a maximum of; six days if the employee did not use any



116
flick leaves .during the anniversary year. If he had leea 
than six sick leaves during this period, the difference la 
transferred. In either came, there is a reduction of sick 
leave from which the employee may draw, but the accumula
tion of vacation days he may take Is increased. An excep
tion to the transferring of flick.leave is the Fire Depart- 
ment, where a majority request that sick leave be allowed 
to accumulate every month without transfer.

An employee * a unuaed vacation time may accumulate 
up to a total of 30 days, whereupon an M is entered in the 
Vacation column on the month of the 50th day. This means 
that a notice is sent to the employee informing him that 
he must submit a request for and take at least fifteen 
days vacation within the next six months. If he submits 
his leave request, vacation days are allowed to accumulate 
up to a total of six additional months. Otherwise, vaca
tion time will not accrue over thirty days and is lost.

If an employee is injured while on duty, AC (acci
dent compensable) is entered during the time of absence up 
to a maximum of ninety days, and does not effect any of 
the leave totals at the right.

ANNUAL VACATION, SICK LEAVE AND ACCmENT LEAVE __________
YEAR

HAME OF EMPLOYEE---------------------------------------------------------------- ------------------ ---------DEPARTMENT__________________________

vacation leave—balance brought forward days SICK LEAVE VACATION

.  r -ax/P —.A A L A N C F A R O l l f i H T  FORWARD 1DAYS
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Application for Refund

The Application for Refund is a release signed by 
an employee or his beneficiary when he leaves the City 
employment. This makes the principal and interest accumu
lated in the retirement system available to the person en
titled. To do this, he signs his name under a statement 
which Informs him that he forfeits all rights to receive 
any other payments and that he is aware of the possible 
advantages which could accrue under the provisions of the
system if the money were not withdrawn.... ..' ■ - . i

In the case of a beneficiary Who signs, a section 
is provided for a notary public's seal and signature. The 
City Auditor must also approve and sign the form. One 
copy is put in the employee’s file which is transferred to 
the inactive file, and another is sent to the Retirement 
Board for their files.

117
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a p p l i c a t i o n  f o r  r e f u n d TSRS-13

Board of Trustees
Tucson Supplemental Retirement System 
City of Tucson 
Tucson, Arizona

Application for a refund of the amount of the accumulated contributions, plus allow
able prorated interest at the most recent interest rate credited to member's
accounts, standing to the credit of (member) _____________ _________________________ _
on - , 19 , in the Tucson Supplemental Retirement System.

As a terminating employee of the City of Tucson and a member of the Tucson Supple
mental Retirement System, I understand that upon receipt of this refund plus inter
est as determined I shall forfeit all rights to receive any other payments there
from, and i am aware of the possible advantages which could accrue to me under the 
provisions of the System should I not withdraw this money.

I, _______________________  . the duly designated beneficiary of record to
to receive any death benefits of the above named member of the Tucson Supplemental 
Retirement System, do hereby request that I be refunded the amount to the credit of 
the said member's contribution account in the system, plus prorated allowable 
interest. No retirement allowance is being paid to me in accordance with any of 
the options of the System available for beneficiaries of deceased members. In 
consideration for this refund, I hereby release the Board of the Tucson Supplemental 
Retirement System of any further claims or liability in connection with the amount 
credited to the said member's contribution account on ___________________ , 19________.

Signature of Beneficiary* Date Signature of Terminating Member

Street Address

City State

* The above beneficiary must have his 
or her signature notarized below;

STATE OF ARIZONA )
COUNTY OF PIMA ) S.S.

Subscribed and sworn to before me this

___________ day of 19

Notary Public —

My Commission expires;

Street Address 

City State

APPROVED FOR PAYMENT;

Secretary of Board, TSRS Date

PAYMENT; The amount of $____________ , in

cluding prorated interest of $______ _____

from the preceding first day of July, was

refunded o n ________________, 19____ , by

warrant number _________ drawn to the order

of _____ ____________________________________ .

City Auditor or Agent

(Fill out *n duplicate - both copies to Auditor who returns 1 completed copy to Board.)



lie
Overtime Slips

Overtime slips are sent to the Personnel Depart
ment from the other departments for work performed by 
employees beyond the regular eight hours or on unsched
uled holidays. This allows time and a half or overtime to 
be paid for the extra work. The slip Is signed by the em
ployee, the foreman or supervisor, the department head, 
and the Personnel Director.

Information to be put on the slip (4 copies) are: 
the employee’s name, IBM number, name, job elasslfloation, 
department, work site, date of the overtime, and the extra 
hours worked. Also provided is a space for the reason of 
the overtime. Copies are sent to the city manager, audi
tor, operating department, and the Personnel Office.
Slips that accumulate in the Personnel office are filed in 
the employee’s folder. ..........



120

Be*#Mc« 9 #  -
pl#n the

klTY OF TUCSON-APPROVAL OF OVERTIME

" « " W'—H«S

'iployee I. B. M. Number;,

ramei

Request for Payment □  Request Accumulated Time Credit □

Account to be Charged__________________________________

Department:__________________________________ __________

ssification;.

ompensation Rate: Monthly $,

t"

.Hourly $_

.From.

6 Minutes 
=  ’/io Hour

Actual Overtime 
Hours Worked

Overtime 
Hrs. Allowed

Indicate the Hourly 
Overtime Rate

A. M.
P. M. To

A. M. 
P. M.

(Straight or 
Time & Half)
(Straight or 

.Time & Half)

son for Overtime:.

Overtime approved as indicated:

Foreman or Division Head Data

Department Head Date

Personnel Date

ff my duties as indicated and with the knowledge of my superior, 

gned:
Employ** Data

STRIBUTION:

'' '  te - City Manager, Yellow-City Auditor, Blue - Department, Pink - Personnel 

SF-7

I



Group Insurance

Benefits payable under the City group insurance 
plan include the following:

Life Inaurance--Thla is payable upon death of an 
employee in either a single sum or in installments. Ap
proximately #1 , 0 0 0  worth of life insurance is allowed for 
each #1,000 worth of salary earned. Rils and the Weekly 
Indemnity benefits listed next cover the employee only. 
When a retired employee reaches age sixty five the City
will pay the entire cost of continuing the life insurance.... .. . . . ; . ' : '■ '-l' '■ ' : ■ :
If he retires before age sixty five, his share is deducted 
from his retirement benefit until he reaches age sixty 
five.

V ; .L b '  v : '  _ i .. -

Weekly Indemnity Benefits— If an employee becomes 
disabled by accidental bodily injury or sickness not con
nected with his employment so that he cannot work and is 
under the direct care of a doctor, benefits are paid be
ginning with the 8 th day or at the expiration of the ac
cumulated sick leave, which ever is later. These bene
fits are payable up to a total of 8 6  weeks for each period

... . ■■ !0 . : • , - - . .

of disability.
Hospital Expense Beneflts-*If the employee or his 

injured dependents are confined in a hospital for an in-I-"/''' :
jury or sickness not connected with employment, benefits 
can be paid for such expenses as room and board and other 
related expenses.

Surgical Benefits— Surgical expenses will be paid



to the doctor performing various types of operations up 
to a specified amount established by the Insurance com
pany.

Maternlty--Beneflt8 for hospital confinement due 
to pregnancy will be paid up to a maximum of $1 0 0 , which 
includes payment for room and board.

Medical Expense Benefits— These benefits are pay
able for charges made by a doctor for attending the pa
tient during confinement.

The listings above are the Base Plan. The follow
ing is the Major Medical Expense Plan, and supplements 
the Base Plan of hospital, surgical, and medical benefits. 
It is designed to pay a more substantial amount toward 
the expenses resulting from serious accidental bodily in
jury or sickness not connected with employment. It is an 
optional addition to the policy which the employee may ob
tain by paying a slightly higher premium.

The Major Medical Expense Plan provides payment for 
80# of all covered expenses except for psychiatric treat
ment, which is covered separately. Benefits are paid un
der this plan up to a maximum of $1 0 , 0 0 0  with respect to 
any one individual's lifetime. There is an initial cash 
deductable of $100 before payments can be made. The psy
chiatric coverage mentioned covers 60# of the fees up to 
$ 2 0 a visit, not to exceed a total of $500 for any one 
period of twelve consecutive months.
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Insurance Deduction Authority
125

Although group Insurance is a condition of em
ployment for most employees, their signatures authoris
ing a deduction from wages are required. The card is 
maintained by the insurenoe section of the Personnel De
partment in a separate file. The type and amount of in
surance is kept current at all times by the use of code 
numbers posted on the back.

ACCEPTANCE AND PAYROLL DEDUCTION AUTHORITY
CHECK OR 
CLOCK NO.

EMPLOYEES 
NAME (PRINT)

FIRST (GIVEN) NAME MIDDLE INITIAL
EMPLOYMENT

YEAR MONTH DAY YEAR MONTH DAY

DATE OF DATE OF
EMPLOYMENT BIRTH

MALE (X)

OCCUPATION FEMALE (X)

BENEFICIARY'S NAME. WITH RIGHT TO CHANGE AS STATED IN THE POLICY. (BENE
FICIARY SHOULD BE WRITTEN "HELEN JONES ". NOT "MRS.  HENRY A. JONES ". NOR 
"MRS.  H. A. J ONES. " )

BENEFICIARY’S
NAME (PRINT) ____________________________________________________________________________

INFORMATION REGARDING DEPENDENTS 

DO YOU NOW HAVE ELIGIBLE DEPENDENTS! 

YES □  NO CH

IF YES.  CHECK ( ✓ )  YOUR 
DEPENDENT STATUS

RELATIONSHIP ADDRESS OF
TO EMPLOYEE_______________________ BENEFICIARY___________________________________________
IF MORE THAN ONE BENEFICIARY IS NAMED. THE DEATH BENEFIT.  UNLESS OTHER
WISE PROVIDED HEREIN.  WILL BE PAID IN EQUAL SHARES TO THE DESIGNATED 
BENEFICIARIES WHO SURVIVE THE EMPLOYEE: IF NO SUCH BENEFICIARY SURVIVES.  
PAYMENT WILL BE MADE IN ACCORDANCE WITH THE TERMS OF THE POLICY.

WIFE ONLY □

* CHILDREN ONLY □

* WIFE AND CHILDREN □

♦  in d i c a t e  n u m b e r  o f  c h i l d r e n ____

I HEREBY ACCEPT THE FORM(S) OF GROUP INSURANCE CONTRACTED FOR BY MY EMPLOYER WITH THE EQUITABLE
L i f e  A s s u r a n c e  S o c i e t y  o f  t h e  U n i t e d  S t a t e s  i n  t h e  a m o u n t (s ) f o r  w h i c h  i am  o r  ma y  b e c o m e  e l i g i b l e  a n d
AUTHORIZE UNTIL REVOKED BY ME IN WRITING THE DEDUCTION BY MY EMPLOYER FROM MY EARNINGS OF AMOUNTS 
SUFFICIENT TO COVER MY CONTRIBUTIONS TOWARD THE PREMIUM UNDER THE SAID GROUP INSURANCE CONTRACT(S) .

DATE CARD IS SIGNED SIGNATURE OF EMPLOYEE

— REVERSE SIDE TO BE COMPLETED BY EMPLOYER —30 4-831 REV. 60-6
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Request for Jnsurence Chftnro

When an employee wishes to change his group In
surance status, A Request for Group Hospital Insurance 
Change card Is filled out by the employee, and appropri
ate changes are made In the Insurance contract. This is 
usually for purposes of Including more or discontinuing 
altogether benefits for dependents, as all employees must 
carry a minimum coverage.

An Insurance Change Form Is then sent to Office 
service* to notify the IBM unit to change the 139 in
surance card so that a different pay deduction will be 
used when printing the pay check*.

".'#T SS#

R E Q U E S T  F O R  C H A N G E ----G R O U P  H O S P I T A L  E X P E N S E  I N S U R A N C E

I hereby request the following change in my Group Hospital Expense Insurance:
(X Type of Change)

I I To include my eligible dependents. The date on which I first acquired eligible dependents................

I I To discontinue my dependent coverage since I ceased to have eligible dependents as o f......................

E3 I have eligible dependents but wish to discontinue my dependent coverage as of ...............................

Note: Where an employee accepts dependent coverage more than 31 days after first acquiring depen
dents, or where he again accepts dependent coverage after having previously elected to discontinue 
it, the coverage will not become effective until three months from the date of such acceptance.

I hereby authorize my employer to make the necessary change in my contributions under the Group Hos
pital Expense contract issued to my employer by THE EQUITABLE LIFE ASSURANCE SOCIETY OF 
THE UNITED STATES resulting from the change above indicated.

Group Policy and 
Certincate Nos.

Name of Employer

Sign your
Date Signed........................................... 19........Name here

3 6 4 - 6 3 4  ( 8 3 . 4 )  C O N T .  S I N G L E  R A T E  '" J” **

Signature of Insured



186
Other Inaorance Change Forms

Reference is made to the next two forms, the 
Tucson Insurance Change Form and the Self-Accounting 
Change Schedule and Insurance in Force Record.

The first of these is a form that the insurance 
section of the Personnel Department makes up to indicate 
that a change in an employee * s coverage should be noted. 
This is entered on the insurance company’s Change Sched
ule, which keeps track of the amount of insurance in force.

On the Change Schedule are columns for the employ
ee's name, effective date for the insurance to be in force, 
and several Additions and Deductions columns, each headed 
by the following typos of coverage which the Personnel 
Department fills in: Weekly Indemnity, Employee Hospital
Base Plan, Employee Major Medical, Dependent Hospital Base 
Plan, and Dependent Major Medical.

The change form uses' a series of code numbers from 
which information may be obtained, such as: 3416648. The
first two numbers are the person’s date of birth. (1934) 
The third denotes sex (male)and the fourth and fifth are 
thousands of dollars worth of insurance. (In this case 
six thousand dollars coverage for himself and six for his 
dependents.) The last, digits.signify hospitalisation and 
major medical expense coverage for the following: 16, em
ployee alone; 26, employee and spouse; 37, employee and 
children (for widows and widowers); and 48, employee, 
spouse, and children.



If the name .on the Tueeon Ineuranoe Change P o m  
la a new enrollee, It will state ME?/, meaning the full 
amount of Insurance coverage Is to be put In the first 
two columns of the Change Schedule (Life and Weekly In
demnity, ) and pluses In each of the other columns showing 
the extent and type of coverage to be included as supple
ments . Headings on the Tucson Change Form are:

FROM TO
Name IBM# Code Deduction Code Deduction
Smith 445 3416648 $4.50 3417748 $4.65

In this example, the employee increased his cov
erage on both Life and Weekly Indemnity by $1,000, prob
ably due to an increase into a higher salary bracket.
The deduction column on the change form indicates the 
amount withheld from wages. Only the-$1,000 figure will 
be added to the first two columns of the Change Schedule, 
since he is already on record for having mix thousand dol
lars coverage and has only increased it by one more thous
and.

If any of the various types of coverage are re
duced or cancelled, entries are made with red pencil and 
minus signs used instead of the usual pluses made with reg
ular pencil.

Each Change Schedule Sheet provides space for fif
teen entries, which must be totaled at the bottom and 
entered in spaces at the top of the next sheet to keep the 
amounts of coverage and number of lives insured up to date;



I City of Tuoson Insurance Change Form
• : S ;
! This is the form from which information is taken
V ' : ■ ■ .and transferred onto the Self Accounting Change Schedule
on page 128. It also serves as a memorandum to IBM to
• -  • ' * •• .
"| -• : : • ! _ < :change their card for the different amount of insurance 
deduction. : ;

! I-L

IBM NO.

CITY OF TUCSON
DATE ____________ _

INSURANCE CHANGE FORM INITIATED BY___________

FROM ______ TO_______
CODE_______PEP. CODE______ PEP. EFFECTIVE DATE



SELF-ACCOUNTING CHANGE SCHEDULE AND INSURANCE IN FORCE RECORDŝ NAME OF GROUP POLICY POLICYHOLDER S PAYROLL UNIT CODE PREMIUM
POLICYHOLDER ----------- ------- ---------------------------------------_ _ _ _ _ _ _  NUMBER ___________________  OR EQUITABLE'S BRANCH NUMBER ___________  STMT. DATE

" T H E  INSTRUCTIONS FOR COMPLETING THIS FORM ARE SHOWN ON THE REVERSE SIDE**

ENTER COVERAGE CO DES IN THE ORDER IN WHICH 
THEY AP PEAR ON YOUR PREMIUM STATEMENT COV. CODE: COV. CODE: COV. CODE: COV. CODE: COV. CO DE: COV. CO DE: COV.  CO DE: COV. CODE:

A. ENTER LIVES FROM COLUMN 6 LAST STATEMENT

B. ENTER INSURANCE OR UNITS FROM COL.  7  LAST STATEMENT

C H A N G E S
e m p l o y e e  s
CERTIFICATE

NUMBER
EMPLOYEE S NAME EFFECTIVE DATE 

YR. MO. DA.
ADDITIONS—
DEDU CTIONS

ADDITION S—
DEDUCTIONS

ADDITIONS—
DEDU CTIONS

AD DITIONS—
DEDU CTIONS

ADDITIONS—
DEDUCTIONS

ADDITIONS—
DEDU CTION S

AD DITION S—
DE D U CTIO N S

ADDITIONS—
D E D U C TIO N S

"

'

ENTfcR NET OF  NE W AND TERMINATED LIVES 
C. (DO NOT INCLUDE LIVES IF CH ANGE IN AMOUNT)

ENTER NET OF ADDITIONS AND DE DUCTIONS 
D .  SH O W N  IN EACH CO LUMN.

ENTER TOTAL O F  LI NE A  P L U S  OR M IN US LINE C .
E. POST RE SULT IN COLUMN 6 OF CU RRENT STATEMENT.

1
ENTER TOTAL O F  LINE B  P LU S OR M INUS LINE D.

F .  POST RESULT IN COLUMN 7  O F  CURRENT STATEMENT.
:!

• n e g a t i v e  f i g u r e s  s h o u l d  b e  p r e c e d e d  b y  a  m i n u s  (— )
SI GN. OR SEP ARATE FORMS MAY BE US ED FOR ADDITIONS AND
d ed u c tio n s . IF ADDITIONAL FORMS ARE REQUIRED. TOTALS FOR LINES C TO F

NEED BE SHOWN ONLY ON LAST FORM

s b a - b i s d  (evi) P R IN T E D  IN  U .B .A



INSTRUCTIONS FOR COMPLETING SELF-ACCOUNTING 

CHANGE SCHEDULE AND INSURANCE IN FORCE RECORD

by you. Instructions for completing this form are shown below.

points, you may wish to insert your Payroll Unit Code for control purposes.)

2. Enter coverage code numbers in the same order in which they appear on your premium statement. 
Please verify these coverages each month to insure that your records and the Equitable’s are in 
agreement.

3. Enter on Line A the total number of insured lives as shown in Column 6 of your last premium
statement. .

4. Enter on Line B the total amount of insurance (or total units) as shown in Column 7 of your last 
premium statement.

5. Remove from the Pending Section of your Insurance Card File the card of each employee who is to 
be reported for insurance or a change in insurance status.

6. List the names of employees becoming insured for the first time for each coverage, and then list the 
names of any employees whose amounts of insurance are being increased. The amounts of insurance 
(or units) are to be listed in the Column headed “Additions-Deductions.” If an increase, only the 
amount of the increased insurance should be shown.

7. Skip a line or two and list the names of employees whose insurance is being terminated and the names 
of employees whose amounts of insurance are being decreased. The amounts of insurance (or units) 
are to be listed in the Column headed “Additions-Deductions.” If a decrease, only the amount of the 
decreased insurance should be shown.

8. On Line C enter the net of all new lives and all terminated lives. Be careful not to add lives where the 
change is in the amount of insurance for a presently insured employee.

9. On Line D enter the net of all new insurance (or units) and all terminated insurance (or units), 
including increases or decreases in the amount of insurance for presently insured employees.

10. On Line E enter the number of lives in force for the current month, after adding or deducting Line 
C from Line A, and post result in Column 6 of your current statement. 11

11. On Line F enter the amount of insurance (or units) in force for the current month, after adding or 
deducting Line D from Line B, and post result in Column 7 of your current statement.
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Ma.1 or Medical Expense Benefits 

S tatement of 6 laim

When an employee has a claim for major medical 
expenses, he files this form with the Personnel Office.
The employee fills out the first section (Claim for Bene
fits) which requires such information as name, type of 
accident or illness, when and where it happened, and to 
whom benefits should be paid.

Except for sections on Authorisation to Release 
Information, and Assignment of Insurance Benefits, other 
parts of the claim are filled out by other parties: The
hospital completes the Hospital Statement, Itemizing 
charges or attaching an itemized statement. In the Lab
oratory Statement, X-ray and laboratory work must be item
ized and signed by the doctor or laboratory technician.

If private registered nurses attend the patient on 
a doctor's order, the Nurses Statement section must also 
be completed and signed by the nurse.

The Physician*s and Surgeon's Statement is complet
ed by the attending physician. Authorization to Pay Doc
tor is signed by the patient if he wishes payment to be 
made direct to the doctor. If the section is not signed, 
the insurance benefits, if approved, are paid to the pa
tient and it la his responsibility to pay the doctor.

The Personnel Department completes the final sec
tion, Employer's or Policyholder's Statement, after the 
form is received from the hospital. It contains such in
formation as the employee's occupation, date employed,



ISO
prior claims, annual salary, etc. The form is then for
warded to the Equitable Life Assurance Cong)any for final 
approval. Within a very short time it is expected that 
this latter function will also be handled by the insur
ance clerk who will issue the check directly.



L

THE EQUITABLE LIFE ASSURANCE SOCIETY 
OF THE UNITED STATES

Departm ent of Policy Claims 
Group C laim Division (SUBMIT THROUGH EMPLOYER)

131
STATEMENT OF CLAIM 

FOR
NON-OCCURATIONAL GROUP

MAJOR MEDICAL EXPENSE BENEFITS

CLAIM
FOR

BENEFITS

I hereby apply for benefits for d  self Q  spouse □  unmarried child, in connection with hospital confinement, medical treatment 
and/or surgery not arising out of or in the course of employment.

I. Name of pat!ent_ Date of birth. Sex

2. Is disability due to accident?. 

Describe accident __________

Where?- When?_

3. Has a previous claim been submitted in connection with this ailment?. .For what period ? _

4. Are any of the Hospital, Surgical or other Medical expenses involved in this claim also covered by the Group Insurance Plan of any
other employer or labor organization insuring you or a dependent? Yes □  No Q

5. If answer to 4 above is YES give following information:
For self □  For dependent □

a. Name of other employer or labor
organization providing insurance _

b. Name of other insurance company

Location— 

Location.

NOTE: Any bills attached for services not included in the statements of this form must be endorsed as prescribed by the attending physician. 

6. Policyholder/Employer_________ ___________________________________ Location----------------------------------------------------------------------- ----

Dated

Name of Company Policyholder 

Signature of Insured/Employee

Street No. State

h o s p it a l
statement

Name of Patient Date Admitted

If patient had other than semi-private room, 
indicate semi-private daily rate

Time Admitted Date Discharged Time Discharged
A.M. A.M.

P.M. P.M.
Other insurance indicated by hospital records. If yes, name of co. 

□  No □  Yes
Diagnosis from Records (If Injury, Give Date and Place of Accident)

Operations or Obstetrical Procedures Performed (Nature and Date)

[Complete This
O □  Ward Days at $ Total
< 2 □  Semi Private Days at $ Total

o 2 O  Private Days at $ Total

2 □  Others Days at $ Total

Attach Copy of Itemized BiH Showing Information Below).'

Operating or Delivery Room
Anesthesia

X-Ray
Laboratory

E K G B M R
Physical Therapy

Ambulance
Medical and Surgical Supplies 

PHARMACY
Inhalation Therapy

Intravenous Solutions

TOTAL

TOTAL CHARGES

APPROVED BY THE HEALTH INSURANCE 
COUNCIL AND ACCEPTED BY THE AMER
ICAN HOSPITAL ASSOCIATION 
(see explanatory instructions). # d

,#
Hospital

Taken from Rerords on

Address

Signed by
| A U T H O R I S A T I O N  TO RELEASE INFORMATION: I hereby authorize the above named hospital to release the information requested on this form.

3at#__— — ----- ----------------------------- I ' — ■ ■ Signed . _______________________ _____ _____________________ ___

AUTHORIZAT ON TO PAY INSURANCE BENEFITS: I hereby authorize payment directly to the above named hospital of the Group Hospital Benefits otherwise 
Payable to nne but not to excee t e hospital s regular charges for this period of hospitalization. I understand I am financially responsible to the hospital for 

1 charges not covered by this authorization.

428 *2-2 Printed in U S A.
4S0 428)

Signed _
(Insured)



LABORATORY
STATEMENT

NURSES'
STATEMENT

PHYSICIAN'S
STATEMENT

SURGEON'S
STATEMENT

#

(SUBMIT THROUGH EMPLOYER)
Out-Patient Laboratory or X-Ray examination incident to diagnosis was done upon the recommendation and approval of:

— __ ——— ^ ________ __________________ ——--------------------------———----- -—Kd.D* as follows.

----- —---------------------------- Typm -----  ------------------------- ---- • • Charge $--------------------Date---------------------
Date---------------------------

Examination made at

Dated-______________

Charge $

(Piece) (location)

Signed
M.D.

-Laboratory
Hospital

Name of Patient. 

Nurse #  I From. 

Nurse # 2  From 

Nurse # 3  From

Thru

-Thru

Thru

---- Was attended on orders of Dr-

Fee $--------------------Signed______

Fee $--------------- -----Signed

Fee $--------------------Signed

-M.D.

R.N. Lie. # .  

R.N. Lie. # _  

R.N. Lie. # _

TO BE COMPLETED ONLY FOR NON-SURGICAL CARE

1. Patient's n a m e ------------------------------------------------------------

2. Nature of sickness or injury (Describe complications, if any).

3. Did this sickness or injury arise out of patient's employment? Yes 
If "Yes," explain-------------------:-------------------------------------------------

4. Is disability due to pregnancy? Yes__________ No____________
If Yes, what was approximate date of commencement of pregnancy? __

5. Give dates of treatments:
Office---------------------------------
H o m e -------------------------------------------------------------------------------------------
Hospital ______________________ ___________________________________

b. Nursing care prescribed as necessary b y ______________________________
Dated------------------------------------S ig n e d ---------------------------------------------------

TO BE COMPLETED ONLY WHEN SURGICAL PROCEDURE INVOLVED
1. Patient's n a m e ---------------------------------------------------------------------------
2. Nature of sickness or injury (Describe complications, if any)__________

—-------  Age.

3. Did this sickness or injury arise out of patient's employment? Yes_
If "Yes," explain __________________________ ____________ _______

4. Is disability due to pregnancy? Yes--------------- No____________
If "Yes," what was approximate date of commencement of pregnancy? 
Nature of surgical or obstetrical procedure (Describe fully)_____

6. Date performed _ 
Where performed

Dated______________

Charge for this procedure $_
--------- If in hospital, in-patient_ .out-patient.

Signed

Address

M.D.

AUTHORIZATION 
TO PAY

DOCTOR (S)

I hereby authorize payment of any Group Surgical, Group Medical, and any remaining Group Major Medical benefits payable to the 
doctors named below in the order shown:
(Surgical) I I . . — . — — ---- —  K4.D.. . ------- .  .<.— ■ ■ —. -----------

Print Nome

(Medical) □_ 

Dated_______

... M.D.---------
Print Nome

_Signature of Insured/Employee

Street No. 

Street No.

State

State

I  EMPLOYER'S 
OR

,0UCYHOLDER'S
STATEMENT

1. Insured/Employee

2. Date employed—

3. Occupation ____

Cert. No.- Dependents covered?

Last worked
Date and type of previous 

_claim in last 12 months-----

4. Effective dates of 
patient's insurance

Dates Surgical------------
other Hospital------------

coverages Medical expense

(If none - so state)

.Employee's Annual Earnings $

Daily Ben. $
Major Medical________________

5. Do you have knowledge or information to indicate that there is group insurance or Plan through any other employer or labor organization 
covering any of the Hospital, Surgical or Medical expenses involved in this claim? □  YES 0  NO. If yes, explain details including amount 
of benefits available under each of the types of expenses.

6. Is there possibility of workmen's compensation?_________________ If so, write full details and status of Workmens Compensation claim.
We warrant that the claimant was insured on the date this claim was incurred and recommend it for payment.
Policyholder/Employer_________________________________________ Branch-------------------------------------------- Branch No.------------------------
Policy No. —_________________________ Dated_____________________S ig n ed -------------------------------------------------------------------



Weekly Indemnity Benefits ,

The other principal fora that Is used for Insur
ance claims is that which the claimant files for weekly 
indemnity benefits. As mentioned under the Grouplan in- 
surance description, these are benefits paid if an employ- 
ee becomes less seriously disabled or sick from causes not
connected with employment and is under direct care of a

- ..

physician, either at home or in a hospital. In other 
words, this is a continuation of benefits after all his 
sick leaves have expired. On the for® the employee states 
that he is applying for benefits due to total disability 
not due to employment. Information la required for the 
three main entries! Claim for Benefits, Attending Phy
sician’s Statement, and the Employer’s (City) Statement.

After an employee has received benefits for two 
weeks under the weekly indemnity program, another form
must be sent to and filled out by the doctor in order

- 1 , - • ' • . ■ ......

that payments may continue. This is done every two weeks 
thereafter, with the doctor stating whether benefits should 
continue or terminate« (See p« 154)



HE e q u it a b l e  l if e  a s s u r a n c e  s o c ie t y
OF THE UNITED STATES 

Department of Policy Claims 
Group Claim Division

STATEMENT OF CLAIM I 3 3  
NON-OCCUPATIONAL

GROUP ACCIDENT AND HEALTH BENEFITS

I hereby apply fo r benefits on account of total disability which is in no way connected with or due to my employment.

1. D ate total disability comm enced?........................................................Date total disability ceased?..............................................

2. If  disability is due to accident: W here?............................................................................................................... W hen?.....................

Describe

CLAIM

FOR
BENEFITS

3. Have you or do you intend to present a claim for W orkm en’s Compensation arising out of this disability?............

4. Are you now receiving U nemploym ent Insurance?............................  From what da te? ..........................................................

5. Social Security Account N o .................................................................. A g e ............................Sex ...........................M arital status

6. N am e of Policyholder/E m ployer.............................................................................................B ran ch ................................................

D ated.............................................  Signature of Insured/E m ployee..................................................................................................

M ailing A ddress.............................................................................................................................................................................................

ATTENDING

PHYSICIAN’S

STATEMENT

#
EMPLOYER’S

O R
POLICY- 

H O LD ER ’S 
STATEM ENT 

< Please use 
Typewriter)

1. Patient’s name ....................................................................................................................................................................................... Age
2. N ature of sickness or injury (Describe complications, if any)......................................................................................................

3. Did this sickness o r in jury arise out of patient’s employment? Y e s .........................  N o ..........................
If  “Yes,” explain .................... .......................................................................................................................................................................................

4. Is disability due to pregnancy? Y es...................... N o ......................
If  “Yes,” what was approxim ate date of commencement of pregnancy?.......................................................................................... 19

5. N ature of surgical or obstetrical procedure, if any (Describe fu lly ) .........................................................................................................

......................................................................................................................................... . Date P e rfo rm ed ...............................................................19

6. Give dates of treatm ents:
Office ................................................................................................................................................................................................................ .
H o m e .................................................................................................................................................................................................................
H ospital.............................................................................................................................................................................................................

7. T he patient has been continuously disabled (unable to work) from ............................... 19..................th rough .............................19
If  still disabled, when should patient be able to return  to work?.............................................................................................................19.

D a te . ........................................................19.

Phone

Signed

Address

M.D.

Certificate N o.1. Name of Insured /E m ployee...........................................................  Date employed ......................

2. Eligibility d , „ ...............................................ESectiv , d * .  of _  ..........................................  %  " S t '

........Weekly benefit $
Date disability ceased

3. O ccupation ............................................................................... Weekly wage $......................
4. Date last worked ..........................................  Date disability com m enced........................
5. H as employee returned to work?..............................................I f  so, on what date?.....................................................................................................
6. Is there a possibility of W orkm en’s Compensation Liability in this case?.................................................................  I f  8o, write as to status.

W e hereby w arrant tha t this Employee was on our payroll and insured on the date this claim was incurred, and recommend this 
claim fo r payment.

N am e of Policyholder/Em ployer .................................................................................................................. Pol. No.

Branch ....................................................................................................................................................... Branch N o ......

D ated .......................................Signed for Policyholder/Employer

BC 577-60-1 ( G D I )  Printed in U S .A .
'450-577)

(If comments are to be shown on reverse side, please start from this end)



HE EQUITABLE LIFE ASSURANCE SOCIETY 
OF THE UNITED STATES 

Department of Policy Claims 
Group Claim DivisionI

NOTICE OF CONTINUATION OR TERMINATION 
OF DISABILITY for NON-OCCUPATIONAL

GROUP ACCIDENT AND HEALTH BENEFITS

. Patient's name.

2. Nature of sickness or injury (Describe complications, if any)_

(a) Date of first treatment.

(b) Date of most recent treatment.

) Frequency of treatments.

through.The patient has been continuously disabled (unable to work) from.

If still disabled, when should patient be able to return to work?

M. D.

Address.

.Certificate No.Name of Insured/Employi

Disability Terminated on_____
Employee returned to work on.

□  TERMINATION OF DISABILITY:

□  CONTINUATION OF DISABILITY: Have you any information concerning this employee which would assist the society in determining

the merits of this case for continuation of benefits? If so, please write.

Accident and Health Benefits previously paid in connection with this claim: From

Policyholder/Employi

Branch.Branch Number__

S7, 6(M$ (G DS-d  p r i n t e d  i n  u . s . a .
Draft No..



Report of Industrial Accident

This Is the form that is used to report an acci
dent oc curing when the employee is on duty with the City,
It is submitted to the Personnel Department through his 
supervisor and department head.

The form is broken down into four parts, filled in 
by the following: injured employee# immediate supervi
sor, department head, and the Personnel Department.

The injured employee. In addition to the usual 
personal statistics, states the date and location of the 
accident, how it happened, and the names and addresses of 
any witnesses.

The immediate supervisor also describes the acci
dent, stating causes as evidenced by investigation, and 
his recommendations as to the cause and how this might be 
prevented in the future.

The department head puts in any corrective action 
which has actually been taken to prevent recurrence of 
similar accidents. Often this is impossible to do, es
pecially under circumstances such as wind blowing a par
ticle in the eye. In such cases recommendations are only 
occasionally appropriate.

The last section filled out by the Personnel Depart 
raent pertains to the progress of the case, and ordinarily 
a considerable lapse of time goes by before entries can be 
made. It includes information concerning the time when 
the employer's accident statement was submitted to the
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Industrial Commission, the findings of the Commission, 
and has the signatures of the case reviewer and the 
Personnel Directori



Form No. 1G-63

CITY OF TUCSON
REPORT OF INDUSTRIAL ACCIDENT

CASE NO.

A. INJURED EMPLOYEE
1. Name 2. Age 3. Sex 4. R/L Hand

□  Right □  Left
5. Job Title 6. Department 7. Shift 8. Date and Time of Accident

19 .... . . M.
9. Slate how accident happened (use reverse side if necessary)

10. State part of body injured (Right/Left) 11. Location of Accident

12 Witness: (Name) (Address)

Witness: ■ , (Name) (Address)

13. Date: 14. Signature of Injured Employee (Use Ink Only)

B. IMMEDIATE SUPERVISOR
15. Date and Time of Notification of Accident 16. Name of Person Giving Notice

17. Describe Accident, exactly, stating causes as evidenced by  investigation (use reverse side if necessary)

18. Recommendations

19. Date

C.

20. Signature of Injured Employee's Supervisor 

DEPARTMENT HEAD
21. Date and Time of Receipt of This Report 22. Reviewed by.

23. Corrective Action Taken

24. Other Recommendations

D. PERSONNEL DEPARTMENT
25. Employer's Report of Accident Submitted (C-401) Disposition of Industrial Insurance

27. Date Closed 28. Disability 29. By 30. Date
□  With □  Without -

31. Case Reviewed 32. Signature of Personnel Director

Distribution: White—Personnel Dept.
Blue—Department Head 
Pink—Supervisor
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r.Employer's First Report 

or Injury to Employee

This form is completed by the Insurance clerk In 
the Personnel Department. Information Is taken from the 
employee’s report and Included with other information in 
duplicate. The copy, along with the employee’s original 
Report of Accident is put in a folder in a separate Indus
trial Accident file and a cross reference sheet for each 
separate injury is placed in the employee’s regular folder. 
The original Employer’s Report is sent to the Industrial 
Commission in Phoenix. Ihe three main sections of the form 
are Employer, Injured Person, and Injury.

’ . •" ; • ;
Another form, not shown, is the Workman's Report of 

Injury which is sent by the Commission to the employee to 
be completed by him and returned to the Commission. Often 
this is a request for more detailed information on the ac
cident, and serves as another check for consistency of de
tails. No copy of this form is maintained in the City 
personnel files.



16 F O R M  C-401 - 1O0M 6-61 o
Claim No.

139

Em ployer's First R eport of Injury to  Em ployee policyN.
Send this report within eight days to

THE INDUSTRIAL COMMISSION OF ARIZONA Inj Code
S ta te  Building, Phoenix 7, Arizona

Use Ink or Conve. Code.
Typew riter

1, Employer’s name
(Individual or Firm Nam e)

Type of Business

£ 2. Office address .................................................................................................................M
£ 3 . Did you have three or more employees at the time of the injury? ...........................
X. 4. Workmen’s Compensation and Occupational Disease Law Insurance carried with .
I  Classification ........................................................................................Policy Number.

(under w hich payroll is reported)

5 . Place of work where injury occurred...........................................................................

6. Name of employee........................................................................ .................................................................... -...Age............................
(First) (M iddle) (Last)

7. Address ....................................................................................................................................................................................................
8. Married Q  Single Q  Widowed Q  Divorced Q  Male Q  Female Q  Caucasian Q  Negro □  Indian Q  Oriental Q

9. Social Security No.......................................................................Number of dependents......................................................................
10. Did employee’s name appear on your payroll at time of injury? .................................................................................................

(If answ er is no, explain  in detail on reverse side)

2
07!
XMa,oaX3-i2

11.

12.

13.

14.
15.

16.
17.

18.

19.
20.

Employee’s occupation at time of injury ...........................................................................................................................
Was employee paid for the day of injury?..................................... Amount $.....................................................................
Was employee working on time, piece, commission or contract basis? .........................................................................

Length of time injured has been in your employ.....................................................................Date of hire ...................
Was employee hired for steady employment?.........................Number of months employment available during year.

Number of days per week company works?...........................................Employee worked ..............................................
Hours per day worked by employee......................................................From ..................................  M to...................

Give employee’s wage status as applicable: Hourly $................. Daily $..................Weekly $..................Monthly $

Actual gross earnings of employee during 30 days preceeding injury ........................................................................
If employee was furnished board, lodging or both, so indicate and give the value ................... ..............................

21. IF EMPLOYEE IS PAID ON BASIS OTHER THAN FIXED MONTHLY SALARY, PLEASE FURNISH ADDITIONAL 
INFORMATION ON REVERSE SIDE OF THIS FORM.

23. Date of injury ........................................................................... Hour of day ..................... Hour shift ^commenced

24 . Describe in full how injury occurred...................................... -.....................................................................................

> ...............................................86
3 25- State exactly part of person injured ........................................ -...........................
5 26. If injury caused by another person, give name and address of such person

27 . Give date employer or his agent was first informed of injury....................................................

28. Attending physician .................................................................................... Hospital .................

29. Last day worked after injury...............................................................Date of return to work

Dated at .................................................................. this.................................................... day of ........................................... . 19
Signed

(Signature of person m aking this report. SIGN WITH INK) ......................................................(O fficial P o s it io n ) ....................................................

(PLEASE FURNISH ADDITIONAL INFORMATION INDICATED ON REVERSE SIDE OF THIS FORM, IF APPLICABLE)



(MONEY CANNOT COMPENSATE A MUTILATED MAN — ACCIDENT PREVENTION IS IMPERATIVE )

EMPLOYERS ADDITIONAL WAGE INFORMATION

1. If employee earns extra pay for overtime status, what is basis of payment? Over...................... hours, $...................... per hour.

2. If employee's earnings for 30 days prior to date of injury included overtime, is this considered normal?.....................................

3. Actual gross earnings of employee for year prior to date of injury, since date of hire or since last wage increase_

From ..... ........ ....... .......  Thru .......... . ...........
4. If employee was not hired for steady employment, how much work during the year would be available? ................... ........ .

5. If employee was in your employ for less than 30 days prior to date of injury, please furnish earnings of other employees do
ing same or similar type of work for as long as a year, if possible:

Name Period covered Gross earnings

6. REMARKS: Any additional information which might be pertinent to determine employee's average monthly earnings at time 
of injury:

I M P O R T A N T
I N S T R U C T I O N S  _

Every injury or disease suffered by an employee, fatal or otherwise, arising out of or in course of employment must be re
ported formally to THE INDUSTRIAL COMMISSION OF ARIZONA. (See A. R. S. §23-1086). First report of injury must be 
mailed within a week from date of injury. , . - ' %

All information requested by this form is of vital importance to the proper disposition of the claim and the records of this 
Commission. Answer all items in detail and avoid the necessity of additional correspondence and the return of the report for 
proper completion.

If injury is fatal, telegraph or telephone the Industrial Commission immediately.



Industrial Accident Cross Reference Form

Porraa on industrial aoeldents are not contained In 
the employee’s personal folder, but may be located in an
other separate file— under the title of Industrial Acci
dents ♦ The Industrial Accident Cross Reference Form is 
inserted in the employee * s regular file and is used as a 
reference point whenever information pertaining to the 
accident or Injury is desired.

For each separate accident, a Cross Reference Form 
refers to an accident folder by indicating the employee's 
date of accident, among other information. Once this is 
known, the accident folder may be quickly found, since 
they are filed by date of accident, rather than by the em
ployee's name.
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INDUBTRIAL ACCIDENT 
CROSS REFERENCE FORM

NAME: ____________

CASE NUMBER: ____

DEPARTMENT: ____

DATE OF ACCIDENT:

INJURY:



Personnel Evaluation and Counseling Form

Every six months each employee receives a merit 
rating of his work which is entered on this form by his 
supervisor. (See p. 147) It is designed to help both the 
employee and the City understand what progress is being 
made in fulfilling the requirements and goals of the posi
tion. It shows the employee where his performance needs 
Improvement, serves as a reward for outstanding work, in 
what areas he needs more training, and is used as a factor 
when considering an employee for a pay increase or trans
fer. The same form is also used to Indicate satisfactory 
or unsatisfactory completion of the probationary period.

The rating scale is made up of ten different values 
which are listed on the form In five general columns.The 
scale allows ten point values for the eight factors con
sidered. One factor, job ability, has a twenty point val
ue. The numerical value does not change in either the un
satisfactory or the outstanding category. Any check in 
outstanding is worth ten points• As each value is checked 
it is put in the score square on the right side of the 
rating sheet. These are totaled by the rater and the em
ployee shown what his score is before the form is forward
ed to the Personnel Department.

There are nine rating factors on the rating form by 
which the employee’s performance is measured. Following 
is a brief description of each:

Job Ability— This is perhaps the most important of
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all traits, the ability to get the job done. The rater 
must consider what the employee’s actual duties are and . 
then rate how well he does them. In considering job abil
ity it ia not intended to cover the employee who has the 
ability to do the job but does not do it; it is intended 
to mean getting the job done effectively^ If the employee 
is a supervisor, his ability to supervise employees under 
him effectively would be reflected in job ability;

Job Knowledge— This trait is an indication of how 
well informed the employee is on his particular job; An 
employee who knows all phases of the job could be rated 
high on this trait even though he was not doing a partic
ularly good job. To be rated outstanding in this trait an 
employee should be exceptionally well informed and should 
have job knowledge in a related field beyond the limits of 
his particular job. " ,.

Cooperation— This trait deals mainly with how well 
an employee gets along with both the public, his co-work
ers and his supervisor. It covers a broad field of sin
cerity, self-control, patience, helpfulness, friendliness, 
and similar traits.

Attitude— The-employee1s general attitude is re
flected in his attitude toward the job, other workers, 
supervisor, and toward management. It is partially re
flected in his willingness to take assigned duties in a 
positive manner.

Judgment— The best thing to compare this trait to 
is Mcommon sense,” and whether he jumps to a conclusion
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without sufficient forethought or consideration of the 
consequences. '

Initiative—-This Includes a willingness to learn, 
creativeness, resourcefulness, ambition, and Interest in 
the work he does. It is the desire to do as good a job 
as possible. The below average employee generally looks 
for tho easier work and generally will not attempt to im
prove unless told what to do. Suggestions for improving 
the job, presented in the proper manner, would be con
sidered in this factor.

Temperment— Such a trait includes many things, such 
as bad temper, oool-headedness, easy going, self-confi
dence, and other related characteristics. The ”specific 
comments” space should be used to help clarify any of 
these, as some may be conflicting. For example, an em
ployee may talk too much, be very poised and very cool 
headed in emergencies, and he may also have a bad temper.

Supervision Needed— An indication of this trait is 
the ability to understand and follow instructions. If the 
employee understands what is expected the first time and 
is not afraid to go ahead and make the decisions necessary 
to complete the Job, then there is only occasional super
vision needed.

Rellabllity— This trait indicates the degree of de
pendability the employee possesses on all phases of the 
job. Tardiness, excessive absenteeism, and taking advan
tage of coffee breaks should be reflected here.

Any factor of a job not listed should be put in the
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Specific Comments section. The forms are made out in 
triplicate. One eopy is given to the employee, one copy 
la retained by tee department and one is sent to the 
Personnel Department. When time permits, the Personnel 
Department analyses the forms by department to obtain an 
idea of how the ratings compare. (See pages 81 and 82.) 
After they are studied by the Personnel Department, the 
forms are filed in each employee's folder.

The forms are also reviewed in each of the depart
ments, often by the rater's supervisor, who checks the 
statements that are made in support of the ratings to see 
that the reasons are specific, substantial, and accurate.

To conclude, the purpose of the Personnel Evalua
tion and Counseling form is not to criticize an employee’s 
faults, but to show him in a more positive approach both 
his strong and weak points and to suggest means by which 
he may improve them. After the rating report has been 
discussed, the employee must sign it to indicate that he 
has seen and discussed the rating with his supervisor.
His signature does not necessarily indicate a concurrence 
with the rating.

Such rating scales are not infallible. Just as in
telligence tests are not. If three or four supervisors 
separately rated an employee with whom they were all 
equally familiar, it would be a rarity for them to all 
arrive at the same score. This is why it is especially 
Important for raters to be familiar with the rating pro
cess and to adopt similar standards of judgment throughout
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all the departments. Some raters may feel that all their 
men are above average, or recall that a score in the 
sixties and seventies for most civil service examinations 
denotes a rating of Mjust passing.” Because of this, 
many tend to rate a little high, rather than follow the 
procedure that should be followed. Often they must be re 
minded of this after a rating study has been completed.



CITY OF TUCSON PERSONNEL EVALUATION AND COUNSELING FOkM 147
Name of Employee Department Division Date of Report

JOB ab il ity 0 2 1 4 1 6 8™I iol u 14 1 16l 18 20 1 to 1 20
Unable to do important 
parts of his Job. Lacks 
decision.

Restrictions on doing 
parts of Job.

Accomplishes Job 
satisfactorily.

Has more than 
usual ability in 
doing Job.

Accomplishes things on 
job which are not 
expected normally.

JOB knowledge 0 1 1 2 | 3 4 ] 51 6 7 1 81 9 10 1 10 1 10
Serious gaps in his 
knowledge of fundamentals 
of his lob.

Has a satisfactory 
knowledge of routine 
phases of his lob.

Is well informed 
on all phases of 
his job.

Has excellent 
knowledge of all 
phases of his lob.

Has exceptional under 
standing of his job. 
Extremely well informed.

COOPERATION 0 1 1 2 1 3 4 1 51 6 7 1 8i 9 10 1 10 1 10
Inclined to create 
friction. Does not 
get along well.

Sometimes indifferent 
to others. Cooperates 
to a fair degree.

Gets along well 
with most people.

Works in harmony 
with others. Good 
team worker.

Extremely successful in 
working with others. 
Actively promotes harmony.

ATTITUDE 0 — n  T 1  3“ 4 1 51 6 fl 8l 9 10 10 1 10
Constantly griping 
and complaining about 
supervision.

Fails to try to 
understand reasons for 
supervisor's attitude.

Accepts Supervisor's 
instructions and 
policies.

Makes special 
effort to carry out 
Supervisor's and 
City policies.

Has special ability for 
encouraging respect for 
Supervisor's position.

JUDGMENT 1 1 2 | 3 4 1 51 6 7 I 9 9 10 1 10 1 10
Errors in Judgment 
have proven costly.

Does not always 
consider facts. Shows 
poor judgment.

Usually uses sound 
judgment.

Considers the facts 
before making 
decisions.

Unusual amount of common 
sense and reasoning 
ability.

INITIATIVE 0 11 2 1 3 4 I 51 6 7 1 8l 9 10 1 10 1 10
Never tries to improve. 
Opposes development of 
better methods.

Won't attempt to 
improve unless told 
what to do.

With little encour
agement works on im
proving self and job.

Tries new things or 
finds better ways 
of doing work.

Has developed methods for 
improving work and saving 
man-power and materials.

TEMPERAMENT 0 1 ] 2 1 3 4 1 5 1 6 7 1 8l 9 10 1 10 1 10
Bad temper. Falls apart 
in emergency situation.

Talks too much; easy 
going; poor temper 
control.

Even disposition. Cool-headed; better 
than average tem
perament.

Self-confident; poised, 
good head in emergencies.

SUPERVISION NEEDED 0 n  n  ~ 4 1 51 6 7 1 Si 9 in 1 in  1 10
Needs considerable 
supervision at all times.

Needs more than 
average supervision.

Only normal 
supervision needed.

Works well with only 
occasional supervi
sion.

Works well with very 
little supervision.

RELIABILITY 0 11 2 1 3 4 I 51 6 fl Si 9 10 1 10 1 10
Not reliable or 
dependable.

Not generally reliable 
or dependable.

Usually reliable 
and dependable.

Better than average 
dependability.

Always reliable and 
dependable.

UNSATISFACTORY BELOW AVERAGE AVERAGE ABOVE AVERAGE OUTSTANDING

SPECIFIC COMMENTS (Check marks in "unsatisfactory" and "outstanding" must be explained in more detail)

SCORE

Total
Score

I

Improvement plan

lite copy to Employee

lue copy to Supervisor 
nk copy thru Dept. Head to Personnel

I certify I have read this counseling report. 

I have discussed this report with employee. 
Dept. Head ____________ _

Signature

Signature

Personnel
56



INSTRUCTIONS TO RATERS

A rating system is valuable as a tool for guiding supervisors in decisions effecting the individual. The rater also has an opportunity 

to aide the development of an employee. He can show where improvement is needed. But he must consider the positive as well as the 

negative side. He should indicate not only weak points but strong ones, give not only criticism but an occasional pat on the back when it 

is deserved.
In making your Judgements, try not to be overly Influenced by single incidents, rather think of the employees general performance 

and standing on each of the qualities. Be careful of the generosity error - rating whether the employee is a "good guy" or not, instead 

of whether he gets the job done properly.
You should rate one quality at a time. Do not allow your Judgement on one quality to influence your decision on another. Place a 

check in the numbered box which most nearly expresses your Judgement. The definitions given on the rating form are only a guide and are 

not all inclusive. If any words or phrases under the section you select are inappropriate, line them out.

The "specific comments" section at the bottom of the page is the most important part of the rating. As each employees performance is

different, this is where these differences can be recorded. These comments, good, or bad, explaining the reasons for the rating, are more

meaningful to the employee and the supervisor making a decision, than a numerical total score. Specific examples of work performance

should be listed under the comments section.

When considering JOB ABILITY consider the following: When considering JUDGEMENT consider the following-
ability to get the job done
is he highly expert in own work
is he often assigned to more important Jobs
often or seldom needs help in investigation (Police)
does more than share of work
is he adaptable
how is memory, speed, neatness, analytical ability 
how is the quality of work

When considering JOB KNOWLEDGE consider the following:

does he have knowledge of all phases of his job 
does he keep well informed 
does he use equipment efficiently 
is he qualified to do assigned work 
does he have knowledge of any additional work 

he may be called upon to do beside his 
routine duties

is he versatile, well informed about other 
related work

When considering COOPERATION consider the following:

does he get along with other people 
does he have tact when dealing with public 

and others in department 
is he blunt or outspoken 
is he a good team worker
is he antagonizing when dealing with others 
might he be more considerate 
pleasant and cheerful 
polite and courteous

When considering ATTITUDE consider the following:

what is attitude toward supervisor and 
management

willingness to take assigned duties 
does he resent suggestions 
is he often grumbling and complaining 
is he loyal

does he have sound Judgement 
does he use common sense 
does he consider the facts before making 

a decision
does he jump to conclusions 
is he careless with equipment

When considering INITIATIVE consider the following;
is he indifferent or often complaining 
does he try to improve self or work 
is he willing to learn 
does he try to find new and better ways 

of doing things
does he have an unusual Interest in work 
creativeness, resourcefulIness, ambition, 

desire to succeed

When considering TEMPERAMENT consider the following:
does he have a bad temper 
is he cool headed 
a good or bad head in emergencies 
easy going, talks too much
poised, self confident, forcefullness, disposition 
does he admit mistakes or cover up

When considering SUPERVISION NEEDED consider the 
following:

does he work well without much supervision or 
does he need considerable supervision 

is he afraid to make decisions 
ability to understand and follow instructions

When considering RELIABILITY consider the following:
is he reliable and dependable
does he make many mistakes
how serious are the mistakes generally
thoroughness, a concern for accuracy
can he be relied upon to carry out orders
ability to complete assignment
does he tend to malinger
is he on time for work and assignments
is absenteeism high



CITY OF TUCSON PERSONNEL EVALUATION AND COUNSELING FORM 148
fjanie of Employee Department Division Date of Report

TOP, A B IL IT Y  ----------------------------- 2 1 4 1 6 8 1 101 12 14 1 16l 18 20 1 $0 1 20
r*— ' n a b l e  t o  do important 

p a r t s  o f  his Job. Lack, 
d e c i s i o n ^ _______________________ —

Restrictions on doing 
parts of J o b .

Accomplishes Job 
satisfactorily.

Has more than 
usual ability in 
doing job.

Accomplishes things on 
job which are not 
expected normally.

"  ™ - 1 F n o v l e d (;e  0 n n  ~ 4 1 51 6 7 1 81 9 10 1 10 1 10
1— seriou9 gaps in his

k n o w l e d g e  of fundamentals 
k i s  lob.

Has a satisfactory 
knowledge of routine 
phases of his lob.

Is well Informed 
on all phases of 
his job.

Has excellent 
knowledge of all 
phases of his Job.

Has exceptional under 
standing of his Job. 
Extremely well Informed.

^ r ^ p Z R A T l O N  0 1 1 2 1 3 4 1 51 5 7 1 81 9 10 1 10 1 10
A l i n e d  to create 
friction. Does not 
--r a long well.

Sometimes indifferent 
to others. Cooperates 
to a fair degree.

Gets along well 
with most people.

Works in harmony 
with others. Good 
team worker.

Extremely successful in 
working with others. 
Actively promotes harmony.

“ T1 2 7  T~ 4| 51 6 7 1 81 9 10 1 10 1 10
"  c o n s t a n t l y  griping

a n d  complaining about
s u p e r v i s i o n .

Falls to try to 
understand reasons for 
supervisor's attitude.

Accepts Supervisor's 
instructions and 
policies.

Makes special 
effort to carry out 
Supervisor's and 
City policies.

Has special ability for 
encouraging respect for 
Supervisor's position.

---------- ---------------------------— 1 1 2 I 3 4 1 51 6 7 1 3 9 10 1 10 1 10
zZZSis in juagmenc 
have proven costly.

_________—-----------------------------

Does not always 
consider facts. Shows 
poor Judgment.

Usually uses sound 
Judgment.

Considers the facts 
before making 
decisions.

Unusual amount of common 
sense and reasoning 
ability.

J U lT iA T IV tl  -------------------------------- 2_ ll 2 1 3 ______ LJ_ _ _ _ ll____ ! 7 1 8l 9 10 1 10 1 10
'— ^ S r “ tries to improve. 

Opposes development of 
hrrr»r methods.

Won't attempt to 
improve unless told 
what to do.

With little encour
agement works on im
proving self and Job.

Tries new things or 
finds better ways 
of doing work.

Has developed methods for 
improving work and saving 
man-power and materials.

^==b5AIffiNT 0 . H  2  I 3 4  1 51 6 7 1 Si 9 10 10 1 10
h— ^ d'~cemper. Falls apart 

In emergency situation.
Talks too much; easy 
going; poor temper 
control.

Even disposition. Cool-headed; better 
than average tem
perament.

Self-confident; poised, 
good head in emergencies.

- c .o c a V lS T O N  NEEDED 0 I- ! 2~1 3 4  1 51 6 7 1 sl 9 10 1 10 1 10
' ^ d T ^ n s i d e r a b l e

s u p e r v i s i o n  at all times.
Needs more than 
average supervision.

Only normal 
supervision needed.

Works well with only 
occasional supervi
sion.

Works well with very 
little suoervision.

r  p-ri.TTY  0 t i  n  3 4  I 51 6 7 1 8l 9 To 1 To 1 10
^ B r ^ riable or

d p p ® n d a b l e . ----------------------------------
Not generally reliable 
or dependable.

Usually reliable 
and dependable.

Better than average 
dependability.

Always reliable and 
dependable.

: -------- fecT T IS F A C T O R Y  _ . . _ BELOW AVERAGE AVERAGE ABOVE AVERAGE OUTSTANDING

SCORE

SPECIFIC COMMENTS (Check marks in "unsatisfactory" and "outstanding" must be explained in more detail)
Total
Score

MID-PROBATION REPORT

PLAN

< copy co Employee

~ copy 
copy

to Supervisor
thru Dept. Head to Personnel

I certify I have read this counseling report. 

I have discussed this report with employee. 
Dept. Head______________________________ _

Signature

Signature

Personnel



INSTRUCTIONS TO RATERS

A rating system is valuable as a tool for guiding supervisors in decisions effecting the individual. The rater also has an opportunity 

to aide the development of an employee. He can show where improvement is needed. But he must consider the positive as well as the 

negative side. He should indicate not only weak points but strong ones, give not only criticism but an occasional pat on the back when it 
is deserved.

In making your Judgements, try not to be overly influenced by single incidents, rather think of the employees general performance 

and standing on each of the qualities. Be careful of the generosity error - rating whether the employee is a "good guy" or not, instead 

of whether he gets the job done properly.

You should rate one quality at a time. Do not allow your Judgement on one quality to influence your decision on another. Place a 

check in the numbered box which most nearly expresses your judgement. The definitions given on the rating form are only a guide and are 

not all inclusive. If any words or phrases under the section you select are inappropriate, line them out.

The "specific comments" section at the bottom of the page is the most important part of the rating. As each employees performance is 

different, this is where these differences can be recorded. These comments, good, or bad, explaining the reasons for the rating, are more 

meaningful to the employee and the supervisor making a decision, than a numerical total score. Specific examples of work performance 

should be listed under the comments section.

When considering JOB ABILITY consider the following:

ability to get the Job done
is he highly expert in own work
is he often assigned to more important jobs
often or seldom needs help in investigation (Police)
does more than share of work
is he adaptable
how is memory, speed, neatness, analytical ability 
how is the quality of work

When considering JOB KNOWLEDGE consider the following:

does he have knowledge of all phases of his Job 
does he keep well informed 
does he use equipment efficiently 
is he qualified to do assigned work 
does he have knowledge of any additional work 

he may be called upon to do beside his 
routine duties

is he versatile, well informed about other 
related work

When consider!

does he get along with other people 

is he blunt or outspoken

saiupaA □
might he be more considerate
pleasant and cheerful m f  lh qP i jpolite and courteous USCCUl.clU D U  |-----1

When considering ATTITUDE consider the following:

what is attitude toward supervisor and 
management

willingness to take assigned duties 
does he resent suggestions 
is he often grumbling and complaining 
is he loyal

When considering JUDGEMENT consider the following:
does he have sound judgement 
does he use common sense 
does he consider the facts before making 

a decision
does he jump to conclusions 
is he careless with equipment

When considering INITIATIVE consider the following:

is he indifferent or often complaining 
does he try to improve self or work 
is he willing to learn 
does he cry to find new and better ways 

of doing things
does he have an unusual Interest in work 
creativeness, resourcefullness, ambition, 

desire to succeed

When considering TEMPERAMENT consider the following:
does he have a bad temper 
is he cool headed 
a good or bad head in emergencies 
easy going, talks too much
poised, self confident, forcefullness, disposition 
does he admit mistakes or cover up

When considering SUPERVISION NEEDED consider the 
following:

does he work well without much supervision or 
does he need considerable supervision 

is he afraid to make decisions 
ability to understand and follow instructions

When considering RELIABILITY consider the following:
is he reliable and dependable
does he make many mistakes
how serious are the mistakes generally
thoroughness, a concern for accuracy
can he be relied upon to carry out orders
ability to complete assignment
does he tend to malinger
is he on time for work and assignments
is absenteeism high
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Annual Budget

A few months before each fiscal year, all the City
- '

agencies m a t  submit budget estimates to the Budget 
Office. They are submitted according to different groups, 
each of which Is assigned a submitting date. The Person
nel Department Is in group 1, which means that the es
timate had to be turned In by February 16 of this year.

Three sets of forms, each having five different
colored sheets are used. Estimate A is the Summary of

, •Expenditures, and summarizes the requests on estimates B 
and C. Following are the main divisions of each form:

1. The Account Column lists the number assigned 
by the Budget Office to various types of expenses.

2. The Classification section shows the actual 
article or services needed in operating the department for 
the year. This is broken down into Personal Services—  
such as positions and salaries for each employee, Hon 
Personal Expenses— such as office supplies, oral board 
fees, advertising, and similar items.

3. Usually three numbered items are entered in
the Position Quota: Current Budget shows the actual num
ber of positions approved by the previous budget. Current 
Actual shows what exists now, as additional employees may 
have been hired after approval of the last budget. Hie 
Requested section indicates the number and types of posi
tions the Department would like to have the coming fiscal 
year. Usually this includes all of the previous column
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and any desired additions.
4. Items 4-6 list figures pertaining to each of 

the three typos of expense classifications* (Personal# 
Non-personal# and Capital Outlay*) In itom 4# Last Year 
Actual Expenditures shows the total amount used up in 
costs, not the amount allocated by the previous budget.

5. Current Year is broken down into four parts $ 
Column 5a, Actual Six Months, lists the actual six months 
expenditures from the Auditor’s December 31st budget 
statement. Only the totals are shown in this and the fol
lowing two columns for personal services. Column 5b in
dicates the anticipated expenditures for the remainder of 
the fiscal year, and is not necessarily the amount of bud
getary allotment remaining. Column C, Estimated Total, is 
a combination of the previous two totals. Column 5d lists 
the costs for each of the classifications listed at the 
far left.

6 . Next Year lists in column a the amounts an
ticipated to be necessary for the various services to be 
performed. Often this is the same or a little higher than 
the current budget figures, due to wage raises and in
creases in services rendered.

Each of the three Classification sections have sep
arate totals, with a net total on the very bottom of the 
page. -

Estimate B lists the personnel requirements in more 
detail, stating the names of each employee in the depart
ment from the highest position on down, the position title,
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and whether the employee la permanent, temporary, or 
provisional. In columns 1, 2 , and 3 respeetlvely. Mem
bers of the Civil Service Commission are also Included In 
the request.

Section 4, Present Salary, Is broken down intot 
Range— a number assigned to various types of positions In 
the classified service. Positions having the same level 
of difficulty and the same pay scale have the same range 
number. The Step refers to the different pay increases 
within the range, usually between 1 and 6 . Monthly and 1 

Annual amounts are also included in the Present Salary 
section. ■ ' : v:-:' : ' ' - '

ItemS, Adjustments, notes any cHanges to be made 
the coming year in the pay status of employees. Changes 
in range, step, amount paid per month, number of months, 
and the total amount is noted. It Is here that antici
pated pay raises and additions in employees must be shown, 
and the approximate period estimated in order to have a 
basis for stating the number of months the increase (or 
decrease) will be covered.

Item 6 , Proposed Salary will be the same as Present 
Salary with the exception of any changes noted in Item 5, 
Adjustments. This is broken down into a monthly and year
ly rate.

Estimate C, the third set of forms, lists in more 
detail the expenses and capital improvements expected for 
the coming year. Qie main section. Explanation of Re
quirements, has justifications for additional personnel,



if any. All other requests must be Justified by an ex
planation of the need for incurring an expense or making 
a capital outlay. This is to indicate its importance, 
and a request may be denied as the result of insufficient 
information to substantiate the request when it is review
ed by the City Manager, Mayor, and Council.

Forms A, B, and C are submitted in quadruplicate 
with the blue, orange, green, and pink copies sent to the 
Budget Office. The yellow copies are retained In the 
Personnel Department budget file. After the City Manager* 
recommended budget is submitted to the Mayor and Council., v ;
in May the pink copies are returned. Copies of the adopt
ed budget are distributed in July.

153
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CITY OF TUCSON

PROPOSED EXPENDITURES*
10

ESTIMATE -A -
SUMMARY OF EXPENDITURES

Fiscal B u d get
Function- 

Fund___

Department- 

Division—
Activity N o-

Requested By_
DtvUlon Head

. Approved-
D#poMm#n* M«ed

. D ate.

1.
Account CLASSIFICATION

3. POSITION QUOTA
Current
Budget

Current
Actual Request Allewed

4. Last Year
Actual

Expenditures

CURRENT YEAR
Actual 
6 Months

Estimated 
6 Months

Estimated
Total

Current
Budget

NEXT YEAR
Budget
Request

' M anager's
Recom m endation



1
5

5
B-3

CITY OF TUCSON 
PROPOSED EXPENDITURES 

Fiscal B ud get Fueiciioii- 

Fund___

. Department- 

Division____

ESTIMATE -B -
PERSONNEL REQUIREMENTS

Activity No__________

Requested By_
Divlsion Heed

-Approved- Date.
D eportm ent Heed

NAME
OF

EMPLOYEE

POSITION
OR

CLASSIFICATION

Perm.
PRESENT SALARY

a.
Range

b.
Step

Monthly
tele

Annuel
Amount

ADJUSTMENTS

tenge

H.
Step

Amount 
per Me.

d.
No. of 
Mo*.

Telel
Amount

PROPOSED SALARY

Maximum 
Me. tote

Annuel
Amount

Recom
mended

Budgeted
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IB-4 CITY OF TUCSON  

PROPOSED EXPENDITURES 

Fiscal B ud get Function- 

Fund—

Department- 

Division____

ESTIMATE -C -  
EXPENSES a n d  

CAPITAL IMPROVEMENTS

Activity N o-

Requested By_
Division Head

Approved- Date.
Department Mead

1.
Account

E X P L A N A T I O N  O F  R E Q U I R E M E N T S
State reasons for additional personnel, if any, detail estim ated expenses and  capital improvements requested, Requested Recommended

4 .
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floater Card

The Peraonnel Department maintains a service or 
roster card for each employee In the classified service 
showing the name, position title, department, salary, and 
any changes In employment status. It is a more compact 
file than the employee’s regular folder, and is more ac
cessible for reference when whole departments at a time 
must be reviewed for various projects. (See p. 89.)

Every appointment, transfer, promotion, or change 
of salary rate le reported by the departments and appro
priate postings ere made to keep the roster file up to date.

Date of Birth____________________________ _____ _________Place of Birth—------------------------------------------------

Years
Citizenship: Native ( ) Naturalized ( ) in U. S. ( ) City ( ) State ( )

Education: 1 2 3 4 5 6 7 8  H.  S. 1 2 3 4  Col. 1 2 3 4 P. G------------- --------

Remarks. ——— ______—— ——— .—.—-------  — ■ ——— ■ — -----—-— ------------------- -

Male ( ) Female ( )

Marital Status___________________ :_________________  No. of Children---------

Retirement Date_____ ___ _________________________  Remarks-----------------

Address Record: __________________________________  Telephone No.: _____

LAST FIRST DEPT.
NAME

MIDDLE



Program Activity Statistic#

The Peraoimel Departasnfc, aa well as other depart^ 
manta, submits a monthly Program Activity Statistics form
to the City Manager. Thirty different activities are

: ; ;listed on the left side of the form, such as examinations 
developed and administered, applicants screened, number of
employees, appointments, resignations, promotions, and

• ‘ . .

several others. ,
The appropriate number of each is entered in col

umns at the right, broken down into Current Fiscal Tear; 
Current Month, Year to Date. Previous Fiscal Year; Same
Month, Year to Date. This shows any significant trends! •*1in each of the various activities since the last twelve 
months. ‘

An original and one copy are sent to the Manager 
and one is retained in the Personnel Department files.

'• ^ ... • 1 5 8

/
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PROGRAM ACTIVITY STATISTICS

Monthly Report of City Manager '  ̂ Fog month of _____________________
month - Year

Report of: PERSONNEL DEPARTMENT C I T Y  O F  T U C S O Nr Current Fiscal Year 
19 - 19

Previous Fiscal Yr* 
19 - 19

Submitted by: Current
Month

Year 
to Date

Same
Month

Year
to ....department or division head

Examinations developed 
Examinations administered 
Applications evaluated 
Applicants screened 
Position studies
Classification specifications prepared
Performance ratings processed
Payrolls checked
Training courses developed
Training sessions supervised
Insurance claims processed
Insurance checks issued
Work injury studies
Compensation studies
Special project studies
Special project insurance
Civil Service Hearings
Number of employees:

Full time 
Part time 

Total
Vacations - days
Sick leaves - days
Other leaves - days
Appointments
Resignations
Retirements
Dismissals
Suspensions
Promotions
Transfers
Deaths
Military Leave

Original and 1 copy to City Manager Retain copy for files
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Qwemtlomnalr# :.;

. ■ r . : - ‘ ■ .This is an extremely detailed form, requiring
special care and attention in filling it out. It is usu
ally initiated by a department or division head who re
quests that an employee be re-classified to another posi
tion, which often involves a higher wage step. To deter
mine if the employee should be re-classified and given a 
new job title, it is necessary to have him and his immed
iate supervisor describe in detail the different types of 
work the employee performs and the amount of time he 
spends doing it. A member of the Personnel Staff usually 
interviews the employee, asking him what he does, and 
watches him perform some of the tasks. The form must be 
approved by the interviewer. Personnel Director, and is 
submitted to the City Manager along with a Personnel 
Action Form.

In 1955 Kroeger and Associates of San Francisco and 
Los Angeles made an extensive survey of the city employees 
and drew up the present classification plan. Each employ
ee was interviewed and completed this form to determine 
what his Job was and how it related to the type of work 
other employees performed. To make this analysis it was 
necessary to think beyond the concept of *amount*of work" 
because that implies only the quantitative part of the 
employee’s contribution. That part is tangible and can be 
positively checked by comparing the units produced per 
period of time. Less tangible and thus more difficult is



the part which involves skill, effort, responsibility, 
working conditions, and countless other considerations.

Evaluating positions is important for several 
reasons: It reduces all essential job facts to convenient
form and enables the city to Implement policies of fair
ness. By adopting sound principles and impartial tech
niques it trains supervisors to be more objective. By 
clarifying lines of - authority and responsibility I t
lessens misunderstanding. And, by substantiating con-..
fidenoe it lessens grievances and simplifies the wage 5 
scale. I

1 6 1



POSITION CLASSIFICATION 

QUESTIONNAIRE

L as t N am e F irs t Middle Initial 4. Com m ission, B oard , o r D e p a r tm e n t ;1. M r.

5. Division or Institution2. Official T itle  o f Position

6. Section  o r O th e r U n it o f  D ivision o r  In s titu tio nU sual W ork ing  T itle  o f P osition

7. P lace  o f W ork  o r  H e ad q u a rte rsf .  R eg u lar Schedule o f H o u rs  o f W ork

F rom
T otal H rs . p e r  W k.

E x p la in  ro ta tio n  o f sh ifts , if  an y :
8. Is  y o u r w ork  Q  F u ll-T im e t Q  P a rt-T im e ?  □  Y e a r-ro u n d ? , 

0  Seasonal ? Q  T e m p o ra ry  ?

I f  w ork  is seasonal, te m p o ra ry , o r  part-time, in d ica te  p a r t  o f  y e a r  o r  p ro p o rtio n  

o f fu ll - t im e :___________ ___________________________________________________________
f  ri.

9. Do you receive an y  m ain ten an ce  (room , m eals, lau n d ry , e tc .)  in  add ition  to  your 

cash  s a la ry ?  O  Y es 0  N o
H rs . o f  "O n-C a ll"  T im e 

p e r  W k--------------------------
L eng th  o f L unch Period.

Description of D uties:—Describe the work tha t you do. Use a separate paragraph for each kind of w ork. First explain the kind that takes up most of your time. 
Describe it fully. T hen take up  the  next most im portant, and so on , putting die special or occasional duties last. Be sure you make your descriptions definite enough 
and in enough detail to  give a clear picture of the  work. In  the  colum n at the left give your best estimate of th e  fraction or percent of your total tim e that is taken 
up  by each kind of work described.

LEAVE BLANKWORK PEEFO&WED

N am e an d  T itle  o f Y our Im m ed ia te  S uperv iso r:

3%. Give the  names and payroll titles of employees you supervise, if five o r fewer. I f  you superv ise  m ore  th a n  five em ployees, g ive th e  n u m b er u n d e r  each title . I f  you
supervise no employees, write “none.1*



C* lA g e D ate of Birth Family Status Number of D ependents Reg, Working Hours
Married Part From-

: --------1---------- Single Com olete T o.

For how many years have your duties been sub
stan tia lly  the same kind and grade as now?

t-evious Positions H eld W ith  City of Tucson (List in reverse order, showing the most recent one on the first line, etc.)

from (year)
rr""r

— -

To ( y e a r ) P o sit io n Department Starting Rate L ast Rate

tjsiuoos Held for five years previous to Employment with City of Tucson

l
F<̂ f $ o ^ a l ly 0r *m provcm ent‘ ^  y°u kave any suggestions for the improvement of your job or bettering city services, please write them below. All suggestions w ill be treated

t

k

Common
School School

C ollege or 
U niversity

D escription of sp ec ia l or techn ical course, years of work 
com pleted in each

D egrees, certifica tes, etc . and years in 
which attained

, in the sp aces preceding on this form are true and com plete answ ers to the questions to which they relate, to the best o f my knowledge
belle,e 1 accep t full resp onsib ility  lor them, and am sa tisf ied  to have my p osition  evaluated on the b a sis  of the facts presented.

Date L e g a l  or hom e r e s i d e n c e

BLANKS TO BE FILLED IN BY IMMEDIATE SUPERIOR

S ig n a tu re  o f  e m p lo y e

« ***** exam ined the en tries in a ll the preceding sp a ces on this form and have (1) no corrections or additions to make, and (2) no comments regarding the work or 
of ti»e p o sitio n , excep t a s  here stated . (Failure to make comment here in d icates approval.)

am plification s that should be re- 
fssired of a new  appointee to f ill th is  
[gpsitiom, in  c a se  o f  a vacancy . D ie- 
> g sr d  th# q u a lifica tio n s the present
-c u p b w t may happen to have, that 

gpe position may not require

Experience: Give kind and length Personal Characteristics: Specify

formal education  i s  important, sta te  
w e h  should be required in c a se  

a vacancy. Show by the letter •N* 
Tea the appropriate apace, the le a s t  
%aeat you consider should be n ecessa ry  

hv a *D» amount desirable.

Merely read and Write

^S*d by

on schoo and h Special or T echnical courses

certify that, to the b est o f my knowledge and b e lie f , the entries by the employee and by me hereon provide true and com plete answ ers to the questions, 

^ # c e p t  as in d icated  above. 1 am sa tisf ied  to have the position  evaluated on the b a sis  of the information given.

D a t e  " T itle  Signature
BLANKS TO BE FILLED BY HEAD OF DEPARTMENT OR HIS AUTHORIZED REPRESENTATIVE

% have no comment to make in correction or addition to the statem ents on th is form and no additional remarks relating to the work or pay of the 
p o s i t io n  or other m atters relating to it, except a s follow s:

■% certify that, to the b est  o f my knowledge and b e lie f , a ll the entries of this form, taken together, se t forth the information ca lled  for by the questions, 
a c c u r a te ly  and com pletely , and 1 accep t responsib ility  for them.

Date Title Signatur
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Wage Garnishment Memorandum

Occasionally it Is necessary to garnish an em
ployee * 1s wages when he has not paid hia financial obliga
tions within a reasonable time. When this happens the 
F i n a n c e  Department files the original wage garnishment
and issues "memo" copies to the City Manager, Department

r' "
Supervisor, the defendant (employee), the Auditor’s 
Office, and the Personnel Department. This Is done after 
a superior court has tried the ease following charges by 
the plalntlf— usually a bank, finance company, or depart
ment store. The Personnel Department files its copy in 
the employee’s folder. ... ;

To From

Subject ____________________________________________________Date_______ ____________

Diis office has received Writ of Garnishment Bo. from Justice Court-
l . ---------

Superior Court, Precinct No. , Pima County, Arizona. The defendant in

this case is , an employee in the C i t y _________________

Department. Full particulars are listed below.

Garnishment Amount of
No. Plaintiff Defendant Garnishment

cc: City Manager L. H. Wixson,
Personnel - Employee’s File Acting Finance Director
Department Supvr.__________________ _______
Defendant___________________________________
Auditor’s Office
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IBM Cards

A set of 1,500 I B M  cards Is m a i n t a i n e d  in the 

P e r s o n n e l  Office, a n d  e a c h  p a y  p e r i o d  the c a r d s  are run 

o ff a g a i n s t  a m a s t e r  set at the O f f i c e  S e r v i c e s  D i v i s i o n  

of the F i n a n c e  D e p a r t m e n t .  Ihis is to v e r i f y  e a c h  e m 

p l o y e e ' s  p a y  s t a t u s , a nd serves as a c h e c k  a g a i n s t  the 

C i t y  p a y i n g  m o n e y  to s o m e o n e  w h o  is not o n  the p a y r o l l s #

It takes a p p r o x i m a t e l y  f i f t e e n  m i n u t e s  to m a t c h  b o t h  decks 

of cards a g a i n s t  e a c h  other, w i t h  any that do not a l i g n  

d r o p p i n g  i n t o  s e p a r a t e  c h u t e s .

The cards are p u n c h e d  at O f f i c e  S e r v i c e s  a c c o r d i n g  

to i n f o r m a t i o n  p e r t a i n i n g  to e a c h  e m p l o y e e :  E m p l o y e e  n u m 

ber, name, c l a s s i f i c a t i o n ,  p a y  rate, h o u r s  w o r k e d ,  and 

g r o s s  e a r n i n g s .  O t h e r  cards are also u s e d  in p r i n t i n g  the 

p a y  c h e c k s . The m a c n i n e  u s e d  f o r  this p r o c e s s  g a t h e r s  

data p u n c h e d  on the cards p e r t a i n i n g  to f e d e r a l  and state 

Income tax, social s e c u rity, p e n sion, i n s u r a n c e ,  c r e d i t  

u n i o n  d e d u c t i o n ,  o v e r t i m e  worked, etc., and " d i g e s t s ” it, 

a r r i v i n g  at a f i n a l  net figure.

l I L I 1 1
EMPLOYE* NO I EMPLOYEE NAME CLASS ACCT. CODE P.tLNCXEXFMP1 PEG. RATE I O. T. RATE REG. HRS. GROSS EARNINGS

EMPLOYEE
NUMBER

0 0 0 0 0 
12 14 5 
1 1 1 1 1

2 2 2 2 2

3 3 3 3 3

4 4 4 4 4

5 5 5 5 5

6 6 6 6 6

7 7 7 7 7

8 8 8 8 8 

9 9 9 9 9
12 14 5

EMPLOYEE NAME CLASS ACCOUNT
COPE

RATE OF PAY REG.
HOURS

REG. GROSS 
EARNINGS

C
CANNUAL HOURLY

RFC. I O. T
0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0
S 7 1 9 10 11 12 11 14 15 IS 17 18 19 20 21 22 21 24 25
1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1

2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2

3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3

4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4

5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5

6 6 6 6 6 6 6 6 6 6 6 6 6 6 6 6 6 6 6 6

7 7 7 7 7 7 7 7 7 7 7 7 7 7 7 7 7 7 7 7

8 8 8 8 8 8 8 8 8 8 8 8 8 8 8 8 8 8 8 8

9 9 9 9 9 9 9 9 9 9 9 9 9 9 9 9 9 9 9 9
6 7 1 9 10 11 12 11 14 15 IS 17 16 19 20 21 22 21 24 25

0 0 0 
26 27 21
1 1 1

2 2 2 

3 3 3 

444

5 5 5

6 6 6 

7 7 7 

888  

9 99
76 27 21

0 0 0 0 0 0
29 10 11 12 13 14
111111
2 2 2 2 2 2

3 3 3 3 3 3

4 4 4 4 4 4

5 5 5 5 5 5

6 6 6 6 6 6

7 7 7 7 7 7

8 8 8 8 8 8

9 9 9 9 9 9
|It9 30 11 17 1? 31

0 0 0 0
35 36 37 38
1111  

2 2 2 2

3 3 3 3

4 4 4 4

5 5 5 5

6 6 6 6

7 7 7 1

8 8 8

9 9 9 !
M35 36137 1

0 0 0 0 0 0 0 
39 40 41 42 43|44 45
1 1 1 1 1 1 1

1
22222122

1
3 3 3 3 313 3

1
44444144

1
5 5 5 5 515 5

1
6 6 6 6 6 6 6

1
77777177

8 8 8 8 8 8 8
1

) 9 9 999i 99
ll39 40 41 42 43 44 4

0D 0 0 0
I6|47 48 49 50
m i l l
1

2i2 2 2 2
l

3 3 3 3 3
1

4i4 4 4 4
1

5 5 5 5 5
l

6 6 6 6 6
1

7 7 7 7 7
1

8 8 8 8 8
1

9 9 9 9 9
146 47 48 49 50

0 0 0 0 0
1152 53 54 55
HI 1 11
1

2 2 2 2 2
1

3 3 3 3 3
1

4>4 4 4 4
1

5'5 5 5 5
1

6 6 6 6 6
1

7 7 7 7 7
1

8 8 8 8 8 

9 9 9 9 9
111 52 S3 54 5

0 OC
56 57 58|59
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Conaolldatlon of Forma

Each of the following five forms are treated as a 
unit to Illustrate the possibility of consolidating them 
into one form. If such a proposal could work satisfacto
rily, other forms which require 50 to 75 per cent or more 
of the same information could also be consolidated, there
by helping to reduce the large amount of special forms 
needed, it is expected that routine patterns and reluc
tance to change to a newer method would be obstacles to 
overcome. If this could be done, however, the cost in 
printing and the time used in processing the forms could 
be reduced considerably.

Ihe first of these forms, Discharge-Suspension, al
ready represents the combining of two forms into one. 
Previously, a separate form was used for discharging an 
employee, and another for suspending him temporarily. By 
combining the two titles, all that is necessary Is to 
check the one that is appropriate. Ihe rest of the infor
mation is the same.

By providing a space for explanations, the Resig
nation form could be added to the list of consolidated 
forms. So could the Merit Recommendation, Salary In
crease, and regular Personnel Action forma. The Transfer 
form listed on the back of page 109 could very easily be 
worked in as well.

The master form becomes an action form to use when 
the status of an employee changes from one type to another.



1 6 6

The main task Is to add on the extra spaces to check for 
the appropriate type of action without having the fora 
become too cumbersome to handle. It Is conceivable that 
a huge form the size of a wall map could be constructed 
to handle every type of form. This, obviously, would de
feat the purpose. Forms would have to be grouped accord
ing to several related characteristics, each having only 
slight deviations from the other. From these smaller 
units, one master form similar in construction to the pro 
posed sample on page 172 could accommodate them.
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Original 
To Employee

Civil Service Commission
CITY OF TUCSON 

ARIZONA

DISCHARGE ( ) 
SUSPENSION ( ) CheCk 0116

Date

M
For the reasons stated below, you are hereby 
Effective Date__________________

suspended
discharged from the position of------------

Reasons:

********##*****»*#»*»*#

RECORD OF SERVICE ON EMPLOYEE

Date Served..................................- ......................

How Served....... ...................................................

By Whom--------------------------- --------------------

Head of Department

Title

NOTE: Any person suspended for more than 10 days or discharged from the service may file a written 
answer and demand a hearing before the Civil Service Commission, providing such answer or demand is filed 
with the Commission within ten (10) days after tiie serving of the notice of such suspension or discharge.



RESIGNATION

168

Date:

To Hr.

I hereby tender my resignation from the position of

___________ . ______________________________ Department,

effective__________ _______ for reasons of

Signature

RECEIVED BY APPOINTING OFFICER:

Date: Hour:

Accepted without prejudice. Accepted with prejudice. 

Reasons: ______________

Appointing Officer

Appointing Officer

DISTRIBUTION:

White - Employee 
Pink - Personnel 
Yellow - Auditor 
Blue - Department



MERIT RECOMMENDATION
169

Date made out:

The following employees are recommended for a merit Increase in monthly salary:

PRESENT PROPOSED
Date it was Date to be

Name IBM# Classification Salary Step effective Salary Step effective

Recommended by: Service rating verified:

Division Head

Division

Personnel Director 

Budget status:
The above action is budgeted

(not budgeted)

Department Head Budget Officer

Approved:

Department

City Manager
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Cl: ' \'ivJ '

NOTICE OF AUTOMATIC SALARY AND WAGE INCREASE

SUBJECT: Compensation Step Increases Date?____________________

In accordance with Ordinance No. 1980, the following employees are 
entitled to an automatic step increase:

DEPARTMENT:_________________________________EFFECTIVE DATE:_____________________________

IBM N O . NAME TITLE SALARY STEP 2 STEP 3
MO. HR.

White to Personnel
Yellow to Auditor •
Blue to Department Department Head
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CIVIL SERVICE COMMISSION 
CITY OF TUCSON 

PERSONNEL ACTION

The following personnel action is reconunended in accordance with the Civil 
Service Rules and Regulations and Compensation Plan.

Name
Present Classification 

and Salary
Proposed 

Change in Status

It is requested that the vacancy in the 
for , be filled by non-competit
examination, in accordance with Rule 5, Section 2, sub-sc 
and Regulations of the Civil Service Commission. I propc

, who is now holding tt

Department 
rive promotional 
iction c of the Rules 
>se that 
te position of 
>ove position of, be promoted to the at

effective

Approved:

Recommended:

City Manager

Department Head Date:

___________________________________ CIVIL SERVICE COMMISSION
■ Division Head

By:_________________
Director of Personnel

cc: Civil Service Commission
City Auditor 
Department Head 
Division Head



CIVIL SERVICE COMMISSION 
c m  C F TUCSON

172

ACTION FORK

1« Name 2. Emp # 4. Civ. 5* Dept.

I I Merit Increase Non-Competitive Promotion
PBSSSMt PROPOSED

8 Pres Class Salary Step 111 gffec Date 12.Salary IJ. Step 114. Eff. Date

that above named employee be promoted to budgeted/not budgeted
Bud. Officer

17 I I Resignation 
*2 lT

1 8 1 | Suspension 1 9 i iLischarge 20 □  Lay Off
Explanation of Actiont

For Resignation, Employee Signature 2J. Effective Cate

♦NOTEt Any person suspended for nore than 10 days or discharged from the service 
nay file a written appeal and demand a hearing before the Civil Service 
Commission, providing such appeal is filed with the Commission within ten days 
after the serving of the notice of such suspension or discharge.

Resignation Accepted$ 
Date Hour

I I Without prejudice

□  With Prejudice

Recommendt

Date Served 

How Served 

By Whoa

No. Days Suspended 

Approved:

Dept. Head City Manager Date

Div. Head Personnel Date
Distribution:

Pink- Personnel White- Suspense copy when used for merit or non- 
Yellow- Auditor competitive. Employee copy when used for
Blue- Department- _ Resignation, Suspension, Discharge, or Lay Off
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