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~ i UNIVERSITY OF MINNESOTA THE CIVIL SERVICE COMMITTEE 

September 4, 1987 

Dear Colleagues: 

We are pleased to provide you with a copy of the executive summary of the 
Recommendations of the Civil Service Personnel Advisory Committees. The 
recommendations relate to almost all aspects of civil service "life" at the 
University of Minnesota. Many of the recommendations offer practical ideas for 
changes in Personnel Department procedures and polices; others suggest new 
program ideas to improve civil service employment. 

A special thanks goes to the members of the advisory committees who 
tackled these issues with enthusiasm ~nd dedication. We feel this was a very 
successful joint project of the Civil Service Committee and the Personnel 
Department and we look forward to working together to implement many of the 
recommendations. 

We would be pleased to receive your comments on the recommendations. 
Should you wish additional information, please contact the individuals who 
chaired the committees. 

Sincerely, 

R~~ug~/f;~/ ~~ 
Roger Forrester 
Director, Personnel Department Chair, Civil Service Committee 
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In October 1986, five Civil Service Personnel Advisory Committees were 
established to make recommendations to the director of Personnel and the Civil 
Service Committee on issues related to employee benefits, employment, 
recognition, supervision, and training. Volunteers were recruited from among 
the civil service staff, and 80 people were selected to serve on the committees. 
Each was chaired by a member of the Civil Service Committee and had ~s a 
special advisor a staff member from the Personnel Department. The committees 
met for approximately eight months and submitted their final reports and 
recommendations on April 30, 1987. A recognition luncheon was held on May 28, 
1987, to thank the individuals who served on the committees. 

The executive summary provides a brief capsule of the issues discussed by each 
committee and lists the recommendations forwarded by the committees in their 
final reports. 

As of this date, the committees' reports have been reviewed by the director of 
Personnel, Roger Forrester, by the chair of the Civil Service Committee, 
Raleigh Kaminsky, and by senior staff members of the Personnel Department. The 
director has prepared a preliminary response for each of the recommendations. 
The notation following each recommendation indicates the proposed status of the 
recommendation. Because many of the recommendations have an impact on other 
University units, have cost implications, or suggest new directions or policy 
changes for the Personnel Department, clearances with those other units and 
further discussion are needed. For some recommendations no action is proposed 
because they do not appear to be feasible in terms of cost-effectiveness, ease 
of implementation, or because other recommendations have a higher priority. 
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BENEFITS ADVISORY COMMITTEE 
Mary Stafford, Chair 

Robert Fahnhorst, Special Advisor 

At an institution of our size, employee benefits issues are broad and complex. 
The scope and diversity of the topic demanded an approach focused specifically 
on attainable goals. Discussion within the committee, as well as input from 
other Big Ten schools and the local business community, led to the following 
recommendations, which are listed in order of priority. It should be noted 
that in addition to the specific concerns, two general themes were addressed: 
flexible benefits and communication about benefits. 

Reconmendations: 

1. Allow dependent care expense (Section 129 of the Internal Revenue Code) to 
be set aside on a "before-tax" basis. The committee endorses the Phase I 
recommendation of a report entitled "University of Minnesota Flexible 
Benefits for Academic and Civil Service Employees" prepared by David 
Swanson (1/1/87). [Implement in 1987-88] 

2. Provide benefits for civil service staff members who work 50 to 74 percent 
time at the percentage of appointment. [Need clearances/more information] 

3. Lobby in favor of a permanent "Rule of 85," and recommend that the "Rule 
of 85" be established as a permanent rule for University civil service 
staff members. (The rule states that age plus years of service must total 
at least 85 for a person to be eligible for full retirement benefits.) 
The committee further supports lowering the early retirement reduction 
factor to a flat 3 percent per year (1/4 of 1 percent per month). It 
further supports the MSRS recommendation to increase the formula percentage 
earned for each of the first 10 years from 1 percent to 1.5 percent (this 
would increase retirees' benefit by 5 percent over the 5 high-year average 
salary). [Implement in 1987-88] 

4. Grant a maternity/paternity or adoption paid two-week leave of absence to 
a University civil service staff member who is a natural or adoptive 
parent when requested in conjunction with the birth or adoption of a child 
and allow the use of up to 20 additional sick days (if accumulated) and 
the use of additional vacation days. [Proposed C.S. Rule change] 

5. Convert, at the time of retirement, the civil service staff member's 
accumulated sick leave to a flat fee payment in support of health care 
insurance payable monthly for no fewer than 18 months following retirement 
to retired staff member, or to her or his estate. Factored into the 
payment formula would be years of service (not years of continuous 
service), total amount of sick time accumulated, and age of the staff 
member at the time of retirement. [May not be feasible] 

6. Treat the Regents' Scholarship Program as any other University employment 
benefit with equal access to all eligible civil service staff members. 
[Departmental decision] 
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7. Add the following classes and programs to the Regents' Scholarship 
Program: Continuing Education and Extension (CEE) Independent Study 
classes; television, radio, video cassette, and correspondence courses 
offered by CEE Independent Study; Professional Development and Conference 
Services seminars and courses; Continuing Education for Women (CEW) 
courses; noncredit courses; and MacPhail Center courses. [Need 
clearances/more information] 

8. Change the Civil Service Rules to allow civil service staff members to use 
accrued sick time to enhance their physical and mental wellness. [Proposed 
C.S. Rule change] 

9. Present the equitable retirement package(s) in draft form to the Civil 
Service Committee, or its designate. The committee further recommends 
that the Civil Service Committee hold open forums (or hearings) on these 
drafts before such plans are in the final stages. [Need clearances/more 
information] 

10. Develop reference materials in two areas: job-sharing and flex-time. 
These reference materials would cite recent research and corresponding 
literature regarding these options, documenting possible benefits/risks to 
both the employer and the employee. These reference materials, once 
developed, should be made available on a University-wide basis to assist 
supervisors in making informed decisions. [Implement in the future] 

11. Continue to lend support to the Civil Service Wellness Subcommittee by 
becoming actively and financially involved in its activities. The 
committee supports the ongoing efforts of the Civil Servic~ Wellness 
Subcommittee in its efforts to establish wellness and health-related 
programs for all civil service staff members. [Need clearances/more 
information] 

13. Conduct a feasibility study for a tuition reimbursement 
members' spouses and children and a program for tuition 
staff members attending other educational institutions. 
1987-88] 
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EMPLOYEE RECOGNITION ADVISORY COMMITTEE 
Chris Olsen, Chair 

David Johnson, Special Advisor 

The goal of the Employee Recognition Advisory Committee was to recommend a 
recognition program that would improve job pride, reduce employee turnover and 
absenteeism, promote employee loyalty to the University, create positive 
employee attitudes, and provide the basic recognition that everyone needs. The 
advisory committee recommends establishment of four programs to recognize a 
broad range of civil service staff members for consistent performance and 
dedication to the University and identify individuals whose service to the 
University is especially meritorious. 

Recommendations: 

1. Recognize, with an appropriate award, civil service staff members' length 
of service at the University, beginning with five years of service and at 
five year intervals thereafter. [Need clearances/more information] 

2. Create a recognition award for "Special Persons." The special person's 
contributions could include positive attitude, professionalism, 
conscientiousness, community service, and actions "above and beyond the 
call of duty." [Need clearances/more information] 

3. Establish an employee cost/time sharing program. This program would 
reward civil service staff members who have made a significant contribution 
toward cost/time savings. Areas to be considered here are work 
simplification, safety, or generating additional revenues in a University 
department or unit. [Need clearanc~s/more information] 

4. Continue the Retirement Reception sponsored by University Relations. 
Provide additional publicity to increase University and community awareness 
of civil service staff members who are retiring. 
[Implement in 1987-88] 

5. Establish a Recognition Advisory Committee to assist in developing, 
implementing, and maintaining the recommended recognition programs. 
[Implement in 1987-88] 
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EMPLOYMENT ADVISORY COMMITTEE 
Barbara Bartholomew, Chair 
Patti Oion, Special Advisor 

The Employment Advisory Committee addressed four major areas: affirmative 
action, forms and qualifications, promotional priority, and secretarial pool. 
Four subcommittees discussed these issues and made recommendations. Each 
subcommittee's recommendations are in order of priority. The committee members 
felt that there was not enough time to adequately explore the many issues that 
emerged during the investigative period. Other areas of concern were lack of a 
positive image of civil service staff members, lack of communication and 
accessibility to information, and lack of recognition as professionals by 
faculty members and/or supervisors. 

Affirmative Action 

The Subcommittee on Affirmative Action concentrated on two areas: 

1. the lack of a complete and concise description of relevant policies 
and procedures; and 

2. the inordinate amount of time it can take to fill a position that is 
covered by Form 18 procedures. 

The following recommendations reflect those concerns. 

Recommendations: 

1. Publish a comprehensive and easily understood information document 
outlining the entire process involved in administering and utilizing a 
Form 18 document/position. This information would be available to all 
persons involved in the hiring process. [Need clearances/more information] 

2. Offer two workshops per year, sponsored jointly by the Department of 
Personnel and the Office of Equal Opportunity and Affirmative Action, to 
all persons involved in the hiring process. This would provide up-to
date information on current EEO/AA policies and procedures. [Need 
clearances/more information] 

3. Disseminate information on current EEO/AA policies and procedures more 
often and to a broader segment of the University community. This 
information should also include policies specifically covering Vietnam era 
veterans and the handicapped. [Need clearances/more information] 

4. Revise the current document, Collect Applications Procedures, to refer 
anyone involved in a Form 18 posting to specific documentation needed to 
adequately administer the Form 18. [Implement in future] 

5. Revise the hiring pool procedures for secretarial positions to yield a 
significantly greater number/percentage of viable referrals from the pool. 
Applicants must have the opportunity to identify their preferences for or 
against particular locations and/or departments in which they would like 
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to work. (This recommendation supports a similar recommendation from the 
Subcommittee on the Secretarial Pool.) [Implement in future] 

6. Modify the Civil Service Rules to require performance documentation during 
the probationary period. (This recommendation is made in support of a 
rule change proposal being made by the Civil Service Committee.) [Proposed 
C.S. Rule change] 

(NOTE: Two areas the subcommittee did not have time to explore were the 
perception of affirmative action policies and procedures as viewed by the 
members of protected classes and the process by which the Personnel Department 
recruits individuals in these protected classes.) 

Forms and Qualifications 

The recommendations of the Subcommittee on Forms and Qualifications are to 
improve the civil service hiring process with an eye toward reducing the time 
the Personnel Department and departments/units will ultimately spend 
implementing that process. 

Recommendations: 

1. Establish a training program specifically for hiring supervisors to inform 
them of their obligations and familiarize them with the forms and 
qualifications necessary to fill openings in their departments. [Need 
clearances/more information] 

2. Improve communication between applicants and the Personnel Department by 
providing an "applicant-centered" system for publicizing vacancies and 
collecting applicant information. [Implement in 1987-88] 

3. Provide hiring supervisors with a pool of aualified and interested 
applicants for all job openings. Revision of the current forms and 
handouts is needed to reflect appropriate qualifications of applicants and 
must be done to reduce the amount of time hiring supervisors spend during 
the interview process. Testing procedures currently used by the Personnel 
Department need to be redesigned to meet the needs of departments and 
hiring supervisors. It is also recommended that the current forms used by 
Personnel be redesigned since they do not provide a format in which 
education and work experience and skills can be adequately described. 
[Implement some aspects (e.g., pilot testing program) in 1987-88 - need 
clearances/more information] 

4. Communicate regularly with hiring supervisors or departments during the 
hiring process. Ongoing, direct communication would minimize error in the 
hiring process and encourage timely actions by both Personnel and the 
departments. [Implement in 1987-88] 

5. Implement an orientation program for new civil service staff members to 
inform them of policies and procedures, civil service rules, and 
the probationary period. [Implement in 1987-88] 
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Promotional Priority 

The Promotional Priority Subcommittee felt strongly about the issue of 
promotional priority and the inability of civil service staff members to move 
upward in the civil service system. Although statistics show that more 
"internal" staff members are promoted or hired for certain positions than are 
"outside" applicants, this does not pacify staff members who have experienced 
the frustrations of trying to move within the system. The subcommittee further 
believes that the University does not place enough value on current civil 
service staff members. Actively encouraging better communication, emphasizing 
career development, and allowing more participation of civil service staff 
members in the direction and management of their employment would be a method of 
addressing this issue. 

Recommendations: 

1. Adopt the following definition of promotional priority: 

A University civil service staff member who has passed probation in 
his or her current classification has the right to preferential 
consideration over other applicants for positions that qualify as a 
promotion. [Need clearances/more information] 

2. Publish, in the Minnesota Daily or other official publications of the 
University of Minnesota, job vacancies that qualify as promotional 
priority. This would include establishing a method of communicating this 
information to employees on the coordinate campuses. [May not be feasible] 

3. Recommend that salary advancement opportunities be incorporated into 
existing job classifications. Implementation of this recommendation would 
allow departments to retain valuable civil service staff members, to 
provide incentives for staff members to meet their maximum potential, and 
to encourage staff members to take on more duties and responsibilities. It 
would also give departments an alternative to reclassification of 
positions. [Need clearances/more information] 

4. Encourage departments or units to appoint a civil service staff member to 
disseminate information on civil service issues. A common complaint among 
civil service staff members is that of noncommunication between them and 
their departments on issues affecting their employment at the University 
of Minnesota. Information is sent to deans, directors, and department 
heads with the assumption that the information will be passed on to civil 
service staff members. This is not always true. 
[Departmental decision] 

5. Update and offer to all personnel on a regular basis training sessions for 
the Job Evaluation Questionnaire {JEQ). A guidebook should also be made 
available for distribution with each JEQ. [Implement in 1987-88] 

6. Enclose in glass and lock job posting boards. These boards should also be 
accessible after normal working hours. A concerted effort must be made to 
keep these boards up to date and complete. [Implement as funds become 
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available - Boards are accessible when buildings are open - postings are 
currently updated daily] 

7. Update the "Paper Cycle" and the "Communication Cycle/Leadership Guide." 
[Implement in future] 

8. Re-channel monies currently being used by the Personnel Department for 
recruiting new civil service staff members in order to address the issue 
of maximizing the opportunities available to current staff members and for 
promotional priority. [May not be feasible - try to achieve in other ways] 

9. Offer a Career Counseling Service to current University civil service staff 
members to assist them in moving upward with the system. (This addresses 
the issue of promotional priority.) [Need clearances/more information] 

10. Notify a staff member when his or her application is referred to a hiring 
department. This can be done by the use of a form letter. [Need 
clearances/more information] 

11. Implement a dial-a-tape system for current job openings. The tape should 
be accessible 24 hours. It would also be an alternative for coordinate 
campuses to the proposed computerized system. [May not be feasible] 

Secretarial Pool 

The computerized secretarial pool is probably the most controversial method of 
employing individuals at the University of Minnesota. To better understand the 
concerns of civil service staff members and hiring supervisors regarding this 
system, the Subcommittee on the Secretarial Pool developed two questionnaires 
that were sent to a random sample of staff members hired under this system and 
to supervisors who have hired civil service staff members. The response rate 
was 54 percent. As a result of the responses and from independent 
investigations, the following recommendations are presented: 

Reconrnendations: 

1. Reorganize the reception area at 1919 University. The staff and physical 
appearance should always reflect a positive image of the University of 
Minnesota. [Implement in 1987-88] 

2. Implement a new and more efficient testing procedure for secretarial and 
clerical positions. The subcommittee believes this area has been severely 
neglected in the hiring process. [Implement pilot project in 1987-88] 

3. Revise the existing computerized secretarial employment application 
process and procedures to provide more acceptable and accurate information 
to hiring departments and to facilitate applicants' abilities to enter 
data. [Need clearances/more information] 

4. Match applicant skills and work preferences with those of specific jobs 
available and the needs of departments/units. [Need clearances/more 
information] 
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5. Require hiring departments to make their initial contact with pool 
applicants by letter and enclose a written job description. [Need 
clearances/more information] 

6. Update in a routine and timely manner the computerized entry-level 
secretarial hiring pool, eliminating applicants who are no longer actively 
seeking employment. [Implement in 1987-88] 

The subcommittee further recommends that the Personnel Department reexamine the 
"secretarial" job family. It is the feeling of the subcommittee that once the 
proposed secretary/senior secretary meld takes place, the first promotional 
opportunity for secretaries will vanish and that under the present employment 
system, promotional priority and accessibility to advanced classifications and 
positions will be nonexistent. 
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SUPERVISION ADVISORY COMMITTEE 
Dennis Hill, Chair 

Francine Morgan and Rodney Johnson, Special Advisors 

The mission of the Supervision Advisory Committee was to make recommendations 
for development of an effective supervisory staff. The committee's goals were 
to examine the supervisory role from the perspective of both supervisor and 
staff member, to assess the effectiveness of current supervisory practices, and 
to recommend strategies to develop and enhance management skills of civil 
service staff members. Desired results would be to improve relations between 
supervisors and their staff members, to improve productivity, to establish a 
progressive and innovative work environment, and to develop supervisory 
training programs and resources. The committee's recommendations are based on 
the following findings: 

a. The role of the University civil service staff is to assist in 
carrying out the University's mission by providing support services 
to the administration, faculty, and students. · 

b. A well-trained supervisory staff is necessary to coordinate and 
direct the efforts of the civil service staff. The quality of 
supervision has a major impact on productivity, performance, and job 
satisfaction. 

c. The University has the ability to develop a model supervisory training 
and development program, utilizing the many resources unique to the 
University community. 

d. Greater emphasis must be placed on defining the responsibilities of 
faculty members who also serve in a supervisory capacity. 

e. Organizational accountability and communication at the University can 
be improved through periodic reviews of the goals and objectives of 
work units and employees. The performance of all members of the work 
unit would be assessed by these reviews. 

Recommendations: 

1. Require all employees assuming supervisory responsibilities to complete 
one workshop or seminar on performance appraisal within their first year 
of employment or document their previous training in this area. The 
preference of the committee is mandatory training for all new supervisors 
whether they are faculty or civil service. Training should cover: 
a) Civil Service Rules; b) grievance procedures; c) performance evaluation 
procedures; d) rights/responsibilities of supervisors and employees (from 
pages 6-7 of the current Civil Service Rules); e) conflict management; 
f) supervisory resource materials. The training should also be available 
to non-supervisors who are anticipating leadership positions. [Need 
clearances/more information] 

2. Require all current supervisors to complete one workshop or seminar each 
calendar year. Examples of appropriate topics include performance 
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appraisal, management styles, communication skills, principles of effective 
supervision, managing employees experiencing personal problems. It is 
recommended that the performance appraisal workshop be taken at least 
every six years. Shorter review workshops should be available for 
individuals who have been supervisors for more than three years. [Need 
clearances/more information] 

3. Develop, maintain, and distribute annually to civil service staff members 
a list of available and recommended resources on supervision, including 
University policy statements, people to contact, available classes, books, 
periodicals, and audiovisual materials. This resource guide should be 
concise (2-3 pages) for ease in maintaining and updating. [Need 
clearances/more information] 

4. Encourage departments to involve civil service staff members in a biennial 
appraisal of the performance of their departments. [Departmental decision] 

5. Publicize more prominently information about on-site information sessions 
currently held on the performance appraisal process. The sessions that 
Personnel offers to University departments, as part of their "Consulting 
and Customized Training Service," should be specifically described and 
listed prominently in the quarterly flyer announcing workshops offered by 
the Personnel Department. [Implement in 1987-88] 

6. Encourage departments to develop, for each civil service staff member, a 
complete and up-to-date job description, and ensure that the duties listed 
in the job description are those that appear on the performance appraisal 
form. [Departmental decision - is part of new performance appraisal 
process] 

7. Establish an annual Supervision Week at the University to raise awareness 
among students, staff, and faculty of the importance of good supervision. 
Events during the week would provide information and education on 
supervision and promote the importance of good supervision at the 
University. [May not be feasible, can achieve same results in other ways] 

8. Improve communication at the department and collegiate/administrative 
units level by: 

a. conducting staff meetings on a regular basis to encourage 
communication within the department. Such meetings provide an 
opportunity to identify potential problems and to address them 
immediately. 

b. developing an orientation supplement to be distributed to all 
employees new to the unit on issues pertinent to that unit. 
(This would be in addition to the orientation packet currently 
distributed by the University.) Among the materials included in 
the supplement should be an organizational chart of the 
collegiate/administrative unit. An organizational chart of the 
department should also be distributed during the orientation 
period. 
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c. establishing civil service staff associations within collegiate 
or administrative units. The associations, consisting of 
employees who address pertinent concerns (including supervisory 
issues} raised by any staff member in the unit, will encourage 
open communication within the entire unit. These associations 
would also serve as liaisons between the Civil Service Committee 
and staff members in the units they serve. 

[8.a.b.c. Departmental decision] 

9. Improve communication on a University-wide level by having the Civil 
Service Committee serve as an information and referral source for any 
employees who wish to discuss work-related problems or concerns with 
someone outside of their own work units. In those cases when it is not 
appropriate to discuss issues with co-workers, a third party such as the 
Employee Assistance Program can sometimes be helpful in suggesting 
creative solutions for internal problems. [Currently is informal role of 
the CSC] 
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TRAINING ADVISORY COMMITTEE 
Vivian Jenkins Nelsen, Chair 

Michael McGlynn, Special Advisor 

The Training Advisory Committee dealt with the issues of training, retraining, 
and skills and technical training. Three subcommittees were established 
(training, orientation, and pathing/education/professional development) and 
their recommendations merged into one set of recommendations. 

Recommendations: 

1. Expand the major function of the Personnel Department from management 
consultants for supervisors to employee development specialists for all 
civil service staff members. [Need clearances/more information] 

2. Establish an orientation program for all new employees (on a University 
level) and encourage similar programs at the department level. [Implement 
in 1987-88 on a University level] 

3. Provide funding for a professional advocacy program responsible for career 
assistance, employee relations, and facilitation of the resolution of 
issues involving management and civil service staff members on a full 
range of civil service issues. [Need clearances/more information] 

4. Encourage all University departments/units to develop a policy statement 
regarding training and development, and to set both performance and 
training goals at the annual performance appraisal. [Departmental decision] 

5. Provide management training and mentoring for non-managers and provide 
orientation, training, and mentoring for all new managers. [Need 
clearances/more information] 

6. Develop an annual schedule or comprehensive resource guide listing 
training and development opportunities both on and off campus and make it 
available to all employees. [Implement on-campus guide in 1987-88] 

7. Contract with a career pathing firm to offer its services to civil service 
staff members at a discount. [Need clearances/more information] 

8. Organize a Big Ten Universities conference on civil service matters, 
especially those related to training and development. [Need 
clearances/more information] 

9. Amend the Civil Service Rules to strengthen the University's commitment to 
staff training. [Proposed C.S. Rule change] 
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