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The Of f i ce  of t he  Auditor General has  conducted a  performance a u d i t  of t h e  

S t a t e  of Arizona, Department of Administrat ion - Personnel  Div is ion  i n  

response t o  a  January 30, 1980, r e s o l u t i o n  of t he  J o i n t  L e g i s l a t i v e  

Oversight Committee. This  performance a u d i t  was conducted a s  a  p a r t  of 

t he  Sunset review s e t  f o r t h  i n  Arizona Revised S t a t u t e s  (A.R.S.) $541-2551 

through 41-2379. 

Most of t he  S t a t e  funct ioned under an  appoin t ive  personnel  system u n t i l  

1968. During t h e  1968 l e g i s l a t i v e  s e s s i o n  t h e  L e g i s l a t u r e  enacted laws 

e s t a b l i s h i n g  a  S t a t e - se rv i ce  m e r i t  system," a  Personnel  Commission and a  

s t a f f  u n i t  under a  personnel  d i r e c t o r  t o  adminis te r  day-to-day 

a c t i v i t i e s .  I n  1973 Personnel  Commission s t a f f  members were moved t o  a  

d i v i s i o n  wi th in  t h e  newly c rea t ed  Department of Adminis t ra t ion  
\ 

(DOA-personnel) ,  and t h e  Personnel  Commission was renamed t h e  Personnel  

Board. The 1973 conso l ida t ion  d i d  n o t ,  however, c e n t r a l i z e  S t a t e - se rv i ce  

personnel admin i s t r a t i on .  S t a t e  agencies  continued t o  ope ra t e  t h e i r  own 

personnel  o f f i c e s .  I n  1977, i n  response t o  l e g i s l a t i v e  concern regarding 

the  c o s t  and e f f e c t i v e n e s s  of t h i s  decen t r a l i zed  condi t ion ,  the  

L e g i s l a t u r e  used i ts  appropr i a t ive  power t o  c e n t r a l i z e  personnel  

administ  r a t i o n  by abo l i sh ing  agency-based personnel  p o s i t i o n s  wi th in  S t a t e  

s e r v i c e  and c r e a t i n g  47 new p o s i t i o n s  i n  DOA-Personnel. 

The Arizona work f o r c e  t o t a l s  33,000 permanent f u l l - t i m e  employees, 

earn ing  more than  $600 m i l l i o n  a  year .  Approximately h a l f  t h i s  work f o r c e  

i s  included i n  t h e  S ta t e - se rv i ce  mer i t  system, while t h e  remainder works 

i n  agencies  covered by o t h e r  personnel  systems. 

" The term S t a t e  s e r v i c e  i s  app l i ed  t o  employees and agencies  governed 
by t h e  mer i t  system of 1968. The t h r e e  S t a t e  u n i v e r s i t i e s ,  Department 
of Pub l i c  Sa fe ty ,  t h e    over nor's Of f i ce ,  the  Leg i s l a tu re ,  t he  c o u r t s ,  
t he  School f o r  t h e  Deaf and t h e  Blind,  t h e  Board of Regents and Board 
of D i rec to r s  f o r  Community Colleges were exempted from t h i s  system. 
A l l  o t h e r  departments a r e  s u b j e c t  t o  t h e  mer i t  system laws. 



Our review found t h a t  t he  Div is ion  has  f a i l e d  t o  maintain the  Uniform 

C l a s s i f i c a t i o n  P lan  properly.  An ongoing c l a s s i f i c a t i o n  maintenance 

review (CPB) program was not  implemented u n t i l  f i s c a l  year  1980-81. More 

than h a l f  t h e  c l a s s e s  i n  t h e  Uniform C l a s s i f i c a t i o n  Plan,  represent ing  

I hal f  t he  p o s i t i o n s  i n  S t a t e  s e r v i c e ,  have not  been reviewed wi th in  the  

l a s t  f i v e  years .  A s  a  r e s u l t ,  t h e  foundat ion of t h e  personnel system i s  

obsole te  and t h e  D i v i s i o n ' s  a b i l i t y  t o  achieve o t h e r  personnel  o b j e c t i v e s  

i s  s e r i o u s l y  impaired. I n  a d d i t i o n ,  surveyed S ta t e - se rv i ce  superv isors  

and managers express  a  s u b s t a n t i a l  l a c k  of confidence i n  t he  

c l a s s i f i c a t i o n  plan.  (page 17)  

Our review a l s o  found t h a t  DOA-Personnel succes s fu l ly  r e c r u i t s  s u f f i c i e n t  

numbers of q u a l i f i e d  a p p l i c a n t s  f o r  most S t a t e - se rv i ce  jobs. However, a  

number of job c l a s s e s  - p a r t i c u l a r l y  those  i n  short-supply occupat ional  

groups - a r e  d i f f i c u l t  t o  f i l l .  The Div is ion  conducts a  l a r g e l y  pass ive  

recrui tment  program a s  compared t o  those  of nongovernmental employers and 

o the r  governmental j u r i s d i c t i o n s  i n  Arizona. Unless more aggress ive  

recrui tment  methods a r e  used, the  S t a t e  w i l l  cont inue t o  compete a t  a  

disadvantage i n  a t t r a c t i n g  q u a l i f i e d  a p p l i c a n t s  f o r  p o s i t i o n s  i n  

short-supply occupat ional  groups. A s  a  r e s u l t ,  the S t a t e  may be 

a t t r a c t i n g  l e s s - q u a l i f i e d  a p p l i c a n t s  f o r  hard-to-f ill c l a s s e s .  (page 37) 

I n  a d d i t i o n ,  our  review found t h a t  many personnel  r e q u i s i t i o n s  received by 

the  Div is ion  a r e  canceled by reques t ing  agencies  a f t e r  t h e  recrui tment  

process  has  begun. I n  1980, the  percentage of r e q u i s i t i o n  cance la t ions  

was v i r t u a l l y  t h e  same a s  t h e  percentage i n  1972, when r e q u i s i t i o n  

cance la t ions  were s i m i l a r l y  i d e n t i f i e d  a s  a  problem. Canceled 

r e q u i s i t i o n s  genera te :  1 )  a s u b s t a n t i a l  amount of nonproductive work, 

.and 2 )  s i g n i f i c a n t  pub l i c  r e l a t i o n s  problems f o r  t h e  Divis ion.  Although 

the  Div is ion  has  addressed some of t h e  causes f o r  r e q u i s i t i o n  

cance la t ions ,  a  f u r t h e r  r educ t ion  i n  t he  percentage '  of cance la t ions  i s  

u n l i k e l y  un le s s  t h e  Div is ion  c o l l e c t s  and ana lyzes  d a t a  regard ing  the  

sources of and reasons f o r  cance la t ions .  (page 55)  



F i n a l l y ,  our  review found t h a t  t he  Div is ion  has performed i t s  t r a i n i n g  

r e s p o n s i b i l i t i e s  on a  l i m i t e d  and i n c o n s i s t e n t  b a s i s .  A s  a r e s u l t ,  

agencies  have been without d i r e c t i o n  f o r  t h e i r  t r a i n i n g  a c t i v i t i e s ,  and 

wide d i s p a r i t y  e x i s t s  among agencies  i n  employee development and t r a i n i n g  

oppor tun i t i e s .  I n  a d d i t i o n ,  t h e r e  i s  a  p o t e n t i a l  f o r  d u p l i c a t i o n  of 

t r a i n i n g  programs among agencies .  The D i v i s i o n ' s  l imi t ed  and i n c o n s i s t e n t  

t r a i n i n g  record appears  t o  be due to :  1) a  l a c k  of c l e a r l y  defined r o l e s  

f o r  t he  Div is ion  and o t h e r  S t a t e  agencies  and 2 )  i n c o n s i s t e n t  funding f o r  

Div is ion  t r a i n i n g  programs. (page 61) 

Considerat ion should be g iven  t o  t he  fol lowing recommendations: 

1. Amend S t a t e  law and Personnel  Board r u l e s  t o  r equ i r e  a n  ongoing 

c l a s s i f i c a t i o n  maintenance review (CMR) program and t o  express  a  

goa l  of reviewing a l l  c l a s s e s  w i t h i n  f ive-year  cyc les .  

2 .  S t a f f  t he  CMR u n i t  cont inuously a t  a  l e v e l  which w i l l  enable  t h e  

Div is ion  t o  sys t ema t i ca l ly  review a l l  c l a s s e s  by 1985 and take 

appropr i a t e  measures t o  p r o t e c t  those  resources  from d i v e r s i o n  t o  

s p e c i a l  p r o j e c t s .  

3 .  S t a b i l i z e  t he  inc reas ing  backlog of i n d i v i d u a l  review r q u e s t s  by: 

a .  Inc reas ing  t h e  resources  devoted t o  t h i s  a c t i v i t y  a t  t he  

Div is ion  c e n t r a l  o f f i c e ,  o r  

b. Delegat ing more a u t h o r i t y  t o  agency-based personnel  o f f i c e s  

t o  handle such r eques t s ,  and e s t a b l i s h i n g  a  s t rong  a u d i t  

func t ion  a t  t h e  Div is ion  t o  monitor t h e s e  decen t r a l i zed  

a c t i v i t i e s .  

4.  E s t a b l i s h  a  formal,  comprehensive t r a i n i n g  and development 

program f o r  c l a s s i f i c a t i o n  a n a l y s t s .  

5. Conduct c l a s s i f i c a t i o n  and s a l a r y  s t u d i e s  f o r  c l a s s i f i c a t i o n  

a n a l y s t  pos i t i ons  t o  determine i f  i n c r e a s e s  a r e  needed so the  

Div is ion  w i l l  be competi t ive with o t h e r  j u r i s d i c t i o n s .  



6. The D i v i s i o n  i n c l u d e  i n  i t s  budget r e q u e s t  t h e  r e s o u r c e s  needed 

t o  accomplish  t h e s e  recommendations, s u b j e c t  t o  review by t h e  

J o i n t  L e g i s l a t i v e  Budget Committee s t a f f .  

We a l s o  recommend t h a t :  

1. The D i v i s i o n  improve i t s  management i n f o r m a t i o n  system r e g a r d i n g  

r e c r u i t m e n t  a c t i v i t i e s  i n  o r d e r  t o  de te rmine  p e r i o d i c a l l y :  

a. Which employment c l a s s e s  need s p e c i a l  r e c r u i t m e n t  methods, 

and . 

b. How e f f e c t i v e  s p e c i f i c  r e c r u i t m e n t  t a c t i c s  a r e  i n  a t t r a c t i n g  

q u a l i f i e d  a p p l i c a n t s .  

2. The D i v i s i o n  f u l l y  u t i l i z e  o p p o r t u n i t i e s  f o r  f r e e  p u b l i c  s e r v i c e  

announcements on r a d i o  and t e l e v i s i o n  t o  promote 

d i f f i c u l t - t o - f i l l  j o b  openings .  

3 .  The D i v i s i o n ,  i n  c o n j u n c t i o n  w i t h  a p p r o p r i a t e  S t a t e  a g e n c i e s ,  

t a k e  t h e  f o l l o w i n g  s t e p s  t o  r e c r u i t  f o r  openings  i n  shor t - supp ly  

o c c u p a t i o n a l  groups  : 

a. I n c r e a s e  t h e  r e c r u i t i n g  o f  i n d i v i d u a l s  a t  t e c h n i c a l  s c h o o l s  

and c o l l e g e s  and deve lop  S t a t e  agency employees a s  pa r t - t ime  

r e c r u i t e r s .  

b. P u b l i s h  r e c r u i t m e n t  b rochures  d e s c r i b i n g  ca ree r /p romot iona l  

o p p o r t u n i t i e s  a v a i l a b l e  i n  S t a t e  s e r v i c e .  

c .  E s t a b l i s h  i n t e r n s h i p  programs which w i l l  be a t t r a c t i v e  t o  

s t u d e n t s  o f  s h o r t - s u p p l y  occupa t ions .  

d. U t i l i z e  immediate t e s t i n g  and r e f e r r a l  p rocedures  more o f t e n  

f o r  h a r d - t o - f i l l  c l a s s e s .  

4 .  The D i v i s i o n  u s e  t h e  e x p e r t i s e  of p r o f e s s i o n a l  a d v e r t i s i n g  

a g e n c i e s  more o f t e n  f o r  h a r d - t o - f i l l  j o b  c l a s s e s .  



5. The L e g i s l a t u r e  consider:  

a .  Increas ing  DOA-Personnel funding f o r  a d v e r t i s i n g  job 

openings, and 

b. Revising A.R.S. $35-196.01 t o  allow t h e  S t a t e  t o  pay 

in t e rv i ew expenses of  out-of-State  candida tes  f o r  s e l e c t e d  

hard- t o-f ill c la s ses .  

I n  a d d i t i o n ,  we recommend t h a t :  

1. The Divis ion  develop an  informat ion  system which w i l l  a l low 

c o l l e c t i o n  and a n a l y s i s  of d a t a  on a  continuous b a s i s  regarding 

the  sources  of and reasons f o r  cance la t ions .  An adequate system 

can  be developed by us ing  e x i s t i n g  equipment and modifying 

cu r ren t  forms. 

2 .  Based on such a n a l y s i s ,  t he  Div is ion  i d e n t i f y  those agencies  wi th  

excess ive  cance la t ion  r a t e s ,  determine t h e  causes f o r  such 

cance la t ions  and i n i t i a t e  c o r r e c t i v e  ac t ion .  

3. The Div is ion  monitor t h e  impact of c o r r e c t i v e  a c t i o n s  by 

cont inuing t o  c o l l e c t  and anaylze cance la t ion  da ta .  

F i n a l l y ,  we recommend t h a t :  

1. The Leg i s l a tu re  determine and d i s t i n g u i s h  appropr i a t e  t r a i n i n g  

r o l e s  f o r :  1 )  DOA-Personnel and 2 )  o t h e r  S t a t e  agencies ,  and 

c l e a r l y  express  t h e s e  r o l e s  and t h e i r  r e s p o n s i b i l i t i e s  

s t a t u t o r i l y .  

2. The t r a i n i n g  r o l e s  of t h e  Div is ion  and o t h e r  agencies  be 

s p e c i f i e d  i n  Personnel  Board r u l e s  and/or w r i t t e n  p o l i c i e s  i s sued  

by t h e  Governor 's Off ice .  

3. The Div is ion  reques t  s u f f i c i e n t  funds and s t a f f  t o  enable i t  t o  

meet i t s  t r a i n i n g  r e s p o n s i b i l i t i e s .  



I N T R O D U C T I O N  AND BACKGROUND 

The Of f i ce  of t he  Auditor  General has  conducted a  performance a u d i t  of t he  

S t a t e  of Arizona, Department of Administrat ion - Personnel  Div is ion  i n  

response t o  a  January 30, 1980, r e s o l u t i o n  of the  J o i n t  L e g i s l a t i v e  

Oversight Committee. This  performance a u d i t  was conducted a s  a  p a r t  of 

the  Sunset review s e t  f o r t h  i n  Arizona Xevised S t a t u t e s  (A.R.s.) $$41-2351 

through 41-2379. . 

Arizona c rea t ed  i t s  f i r s t  mer i t  system i n  1942, but l i m i t e d  i t  t o  those  

agencies  which were requi red  t o  h i r e  employees under a  mer i t  system i n  

order  t o  q u a l i f y  f o r  Federa l  funds. I n  1948, t he  Arizona Law Enforcement 

Merit  System Council  was e s t a b l i s h e d  f o r  t h e  Highway P a t r o l ,  which l a t e r  

was incorpora ted  i n t o  a  Department of Pub l i c  Sa fe ty  (DPS). Most of t he  

S t a t e ,  however, funct ioned under a n  appoin t ive  system u n t i l  1968. During 

the  1968 l e g i s l a t i v e  se s s ion ,  t h e  Leg i s l a tu re  enacted laws e s t a b l i s h i n g  a  

S t a t e  s e r v i c e  mer i t  system,* a Personnel  Commission composed of f i v e  

appointed members t o  adminis te r  t h a t  system and an  ope ra t ing  u n i t  under a  

personnel d i r e c t o r  t o  adminis te r  Commission-delegated, decision-making 

powers and day-to-day a c t i v i t i e s .  I n  September 1969 t h e  Commission 

adopted personnel  r u l e s  and r egu la t ions ,  and by J u l y  1970 i t  had 

e s t ab l i shed  a  Statewide job c l a s s i f i c a t i o n  p l an  and s a l a r y  schedule.  

* The term S t a t e  s e r v i c e  i s  appl ied  t o  employees and agencies  governed 
by t h e  mer i t  system of 1968. The t h r e e  S t a t e  u n i v e r s i t i e s ,  DPS, t h e  
Governor 's Of f i ce ,  the  L e g i s l a t u r e ,  t h e  c o u r t s ,  t h e  School f o r  t h e  
Deaf and t h e  Blind,  t h e  Board of  Regents and Board of D i r e c t o r s  f o r  
Community Col leges  were exempted from t h i s  system. A l l  o t h e r  
departments a r e  s u b j e c t  t o  t h e  mer i t  system laws. 



P r i o r  t o  1969, each S t a t e  agency was r e spons ib l e  f o r  i t s  own personnel  

ma t t e r s  and each operated according t o  i t s  own procedures.  A s  such, no 

uniformity o r  c r i t e r i a  Statewide regarding s a l a r i e s ,  b e n e f i t s ,  

q u a l i f i c a t i o n s  f o r  p o s i t i o n s ,  h i r i n g ,  f i r i n g ,  promoting and demoting 

ex is ted .  Consequently,  t h e r e  were wide d i s p a r i t i e s  among agencies  i n  

s a l a r i e s  and q u a l i f i c a t i o n s  f o r  comparable pos i t i ons .  

I n  1972, t he  Leg i s l a tu re  e s t a b l i s h e d  by s t a t u t e  the  Department of 

Administrat ion ( D O A ) ,  a n  umbrella agency conso l ida t ing  s e v e r a l  S t a t e  

func t ions .  ' Ef fec t ive  J u l y  1, 1973, Personnel  Commission s t a f f  members 

were moved t o  a  d i v i s i o n  wi th in  DOA (DOA-personnel) ,  t h e  personnel  

d i r e c t o r  became t h e  DOA a s s i s t a n t  d i r e c t o r  f o r  personnel  admin i s t r a t i on  

and t h e  Personnel  Commission was renamed the  Personnel  Board. 

I n i t i a l l y  t he  terms of t he  incumbent members were r e t a ined .  Board members 

s i n c e  then  have been appointed by t h e  Governor t o  f ive-year  terms. 

Curren t ly ,  no more than  t h r e e  Board members can be a f f i l i a t e d  wi th  t h e  

same p o l i t i c a l  pa r ty .  The Board must i nc lude  two persons i n t e r e s t e d  i n  

personnel  admin i s t r a t i on ,  one p ro fe s s iona l  personnel  admin i s t r a to r ,  one 

S t a t e  employee and one person a c t i v e  i n  bus iness  management. (A.R.S. 

$41-781 .A)  

The Personnel  Board i s  requi red  t o  "promulgate r u l e s  and r egu la t ions  

r e l a t i n g  t o  personnel  mat te rs" ,  t o  "hear  and review appeals"  and t o  

"conduct i n v e s t i g a t i o n s  when necessary regarding personnel  mat te rs . .  . ." 
(A.R.s. $41-782), and t h e  DOA-Personnel a s s i s t a n t  d i r e c t o r  i s  au thor ized  

t o  develop and adminis te r  a  program of personnel  admin i s t r a t i on  f o r  t h e  

S t a t e  s e r v i c e  i n  conformance with r u l e s  and r egu la t ions  of t h e  Personnel 

Board (A.H.s. $41-763). 



The 1973 c o n s o l i d a t i o n  o f  t h e  P e r s o n n e l  D i v i s i o n  i n t o  DOA d i d  n o t ,  

however, c e n t r a l i z e  S t a t e  s e r v i c e  p e r s o n n e l  a d m i n i s t r a t i o n .  S t a t e  

a g e n c i e s  con t inued  t o  o p e r a t e  t h e i r  own p e r s o n n e l  o f f i c e s .  I n  1977,  i n  

response t o  l e g i s l a t i v e  concern  r e g a r d i n g  t h e  c o s t  and e f f e c t i v e n e s s  of 

t h i s  d e c e n t r a l i z e d  c o n d i t i o n ,  t h e  L e g i s l a t u r e  used i t s  a p p r o p r i a t i v e  power 

t o  c e n t r a l i z e  p e r s o n n e l  a d m i n i s t r a t i o n .  The 1977 a p p r o p r i a t i o n s  b i l l  

a b o l i s h e d  agency-based p e r s o n n e l  p o s i t i o n s  w i t h i n  S t a t e  s e r v i c e  and 

c r e a t e d  47 new p o s i t i o n s  i n  DOA-Personnel t o  s t a f f  D i v i s i o n  branch 

p e r s o n n e l  o f f i c e s  i n  t h e  l a r g e r  a g e n c i e s  ( ~ ~ e n c y  P e r s o n n e l  Management 

S e r v i c e s  s e c t i o n ) .  . 

I n  1978, t h e  Board h i r e d  a  s t a f f  r e s p o n s i b l e  d i r e c t l y  t o  i t  and s e p a r a t e d  

i t s  o f f i c e  p h y s i c a l l y  from t h e  Div i s ion .  I n  f i s c a l  y e a r  1979-80 t h e  Board 

was a p p r o p r i a t e d  f u n d s  s e p a r a t e  from t h o s e  of t h e  D i v i s i o n .  According t o  

t h e  B o a r d ' s  s p e c i a l  a s s i s t a n t ,  t h e s e  changes were des igned  t o  m a i n t a i n  t h e  

Board a s  a n  independent  body, a d e s i r a b l e  s t a t u s  f o r  t h e  e x e c u t i o n  o f  t h e  

Board ' s  r e s p o n s i b i l i t y  t o  a d j u d i c a t e  D i v i s i o n  d e c i s i o n s .  

I n  1979 t h e  Governor appo in ted  a M e r i t  System Reform Commission t o  d e f i n e  

phi losophy and purpose  o f  t h e  sys tem,  review s t a t u t e s ,  r u l e s  and 

r e g u l a t i o n s ,  and review t h e  a d m i n i s t r a t i o n  o f  p e r s o n n e l  f u n c t i o n s .  I n  

J u l y  1980 t h e  Commission r e p o r t e d  i t s  f i n d i n g s  and recommendations t o  t h e  

Governor. * 

Table  1 p r e s e n t s  s e v e r a l  major  workload i n d i c a t o r s  f o r  t h e  P e r s o n n e l  

D i v i s i o n  f o r  f i s c a l  y e a r s  1977-78 through 1981-82. 

* According t o  i t s  r e p o r t ,  t h e  Commission reviewed s e v e r a l  major  a r e a s  
o f  concern:  u t i l i z a t i o n  o f  p e r s o n n e l  r e s o u r c e s ;  compensation and 
b e n e f i t s ;  pro  blem-solving p rocedures ;  compliance w i t h  F e d e r a l  l aws ;  
f l e x i b i l i t y ;  o r g a n i z a t i o n ;  and a d m i n i s t r a t i o n .  Appendix I c o n t a i n s  a 
sunmary o f  42 Commission recommendations. 



TABLE 1 

DOA-PERSONNEL WORKLOAD INDICATORS 
FOR FISCAL YEARS 1977-78 THROUGH 1981-82 

F i s c a l  Year 
Workload Ind ica to r  1977-78 1978-79 1979-80 1980-81 1981-82 

( ~ s t i m a t e )  

Requisi t ions received 6,937 7,500 8 , 1 5 1  7,345 6,800 
Applicat ions processed 60,659 61,000 80,636 77,642 78,000 
Pos i t ions  f i l l e d  8,018 8,047 8,456 7,538 7,000 
Employees pa . r t ic ipa t ing  

i n  S t a t e  h e a l t h  
insuranc e  p lans  26,586 27,659 28,394 30,750 31,850 

Employees p a r t i c i p a t i n g  
i n  S t a t e  den ta l  
insurance plan 0" 0" 27,643 31,607 33,000 

Permanent fu l l - t ime 
employees i n  S t a t e  
se rv ice  agencies 16,575 16,504 17,040 17,328 17,500 

The Arizona work f o r c e  t o t a l s  33,000 permanent fu l l - t ime employees, 

earning more than $600 mi l l ion  a  year.  Approximately ha l f  t h i s  work fo rce  

i s  included i n  the  S t a t e  s e r v i c e  meri t  system, while the  remainder works 

i n  agencies covered by o ther  personnel systems."" A s  of J u l y  1981 

DOA-Personnel provided s e r v i c e s  t o  approximately 8 5  agencies,  17,500 

fu l l - t ime  employees and an a d d i t i o n a l  3,000 part-time, temporary o r  

seasonal  employees. The Division a l s o  i s  respons ib le  fo r :  

1) administer ing insurance programs f o r  a l l  permanent fu l l - t ime  employees, 

and 2 )  providing personnel a s s i s t a n c e  t o  hea l th  and emergency serv ices  

agencies i n  eleven counties .  

Expenditures and fu l l - t ime  equivalent  employees of DOA-Personnel f o r  

f i s c a l  years  1977-78 through 1981-82 a r e  summarized i n  Table 2. 

* S t a t e  den ta l  insurance plan was not  ava i l ab le .  
** See footnote on page 1 f o r  a  l ist  of these  agencies. 



TABLE 2 

PERSONNEL DIVISION ACTUAL EXPENDITURES AND FULL-TIME 
EQUIVALENT EMPLOYEES FOR FISCAL YEARS 

1977-78 THROUGH 1979-80, AND ESTIMATES 
FOR FISCAL YEARS 1980-81 AND 1981-82 

GENERAL FUND* 

1977-78 1978-79 1979-80 1980-81 1981-82 
Actua l  Ac tua l  Ac tua l  Es t ima t e  Es t ima t e  

Fu l l - t ime  equ iva l en t  p o s i t i o n s  120.5 

Expendi tures  
Pe r sona l  s e r v i c e s  $1,583,287 $1,788,891 $1,936,281 $2,347,300 $2,610,700 
Employee-related expenses 267,601 328,607 353,678 477,400 526,300 
P r o f e s s i o n a l  and o u t s i d e  

s e r v i c e s  100,451 122,875 127,203 122,200 198,700 
Trave l  - 

I n -S t a t e  10,927 11,595 14,398 13,400 19,000 
Out-of-State 3 , 538 3,532 3,429 3,700 4 ,100  

Other ope ra t i ng  expenses  273,565 269,832 331,064 395,400 460,100 
Equipment 19,498 4,945 3,698 18,100 39,200 
Executive r ec ru i tmen t  0 0 0 17,500 19,300 

$2,258,867 $2,530,277 $2,769.751 $3,395,000 $3.877.400 

@ FEDERAL FUNDS 

Ful l - t ime  equ iva l en t  
posi t ions** 2% 52 ZL.2 37.5 f 

Expendi tures  - Projects*** 
In te rgovernmenta l  pe rsonne l  

g r a n t s  $ 215,500 $ 145,400 $ 171,300 $ 169,800 $ 169,800 
P u b l i c  S e r v i c e  Employment 

CETA**** 6,174,300 4,528,500 3,171,400 4,860,900 ***** 
P u b l i c  Works 

Ant i r e c e s s i o n  0 0 17,500 41,900 5 , 700 
$6,389,800 $4,673,900 $7,360,200 $5,072,600 $ 175.500 

I, * Source: Appropr ia t ions  Report  ( p e r t i n e n t  y e a r s ) ,  pub l i shed  by 
t h e  J o i n t  L e g i s l a t i v e  Budget Committee. 

** Source: D iv i s i on  e s t i m a t e s .  
*** Source: Fede ra l  Programs ( p e r t i n e n t  pub l i shed  by t h e  

Execut ive  Budget Of f i c e .  
**** Most of t h e  CETA (comprehensive Employment and T ra in ing  ~ c t )  

0 funds were used t o  pay s a l a r i e s  o f  CETA p a r t i c i p a n t s  working i n  
S t a t e  agenc ies .  The remainder  suppor ted  D i v i s i o n  a d m i n i s t r a t i o n  
of t h e  CETA program. *=** No CETA funds a v a i l a b l e  i n  f i s c a l  y e a r  1981-82. 



The Audi to r  General  e x p r e s s e s  g r a t i t u d e  t o  t h e  employees o f  t h e  P e r s o n n e l  

Board and  Department o f  A d m i n i s t r a t i o n  - P e r s o n n e l  D i v i s i o n  f o r  t h e i r  

c o o p e r a t i o n ,  a s s i s t a n c e  and c o n s i d e r a t i o n  d u r i n g  t h e  c o u r s e  o f  t h e  a u d i t .  



SUNSET FACTORS 

Nine f a c t o r s  were reviewed t o  a i d  i n  t h e  process  of determining whether 

the Department of Administrat ion - Personnel  Div is ion  (DOA-personnel) 

should be continued o r  te rmina ted ,  i n  accordance with A.R.S. $$41-2351 

through A.R .S. 41-2379. 

SUNSET FACTOR: OBJECTIVE AND 

PURPOSE I N  ESTABLISHING THE DIVISION 

There i s  no e x p l i c i t  s ta tement  of l e g i s l a t i v e  i n t e n t  i n  t h e  s t a t u t e s  ' 

e s t a b l i s h i n g  DOA-Personnel. However, A.R.S. s41-763 does p r e s c r i b e  t h a t  

the  a s s i s t a n t  d i r e c t o r  f o r  personnel  s h a l l  perform c e r t a i n  d u t i e s :  

"2. Have a u t h o r i t y  f o r  developing and adminis te r ing  a  
Drogram of ~ e r s o n n e l  admin i s t r a t i on  f o r  t h e  s t a t e  
s e r v i c e  i n  conformance with t h e  r u l e s  and r e g u l a t i o n s  
of t he  personnel  board. 

"3. Have a u t h o r i t y  t o  e s t a b l i s h  such o f f i c e s  a s  may be 
necessary t o  main ta in  an  e f f e c t i v e  and economical 
program of personnel  admin i s t r a t i on .  

"4. Have t h e  power t o  deput ize  employees i n  va r ious  
s t a t e  agencies  where c e r t a i n  of t h e  func t ions  of t h e  
personnel  admin i s t r a t i on  d i v i s i o n  can be performed by 
such deput ies .  

"5. Subjec t  t o  approval  of t he  personnel  board, make 
an  annual  recommendation t o  t h e  l e g i s l a t u r e  and t h e  
j o i n t  l e g i s l a t i v e  budget committee of a  s a l a r y  p lan  and 
adjustments  t o  t h e  p l an  f o r  employees i n  t h e  s t a t e  
s e r v i c e  and execut ive serv ice .  . . . " ( ~ m p h a s i s  added) 



Fur ther ,  Personnel  Board Rule R2-5-02 expla ins  t h e  i n t e n t  of a personnel  

system based on mer i t :  

"A. Purpose: The purpose of t hese  Rules i s  t o  
implement and g i v e  e f f e c t  t o  t h e  i n t e n t  and 
requirements of t he  Act which e s t a b l i s h e s  f o r  t h e  S t a t e  
a system of personnel  admin i s t r a t i on  based on mer i t  
p r i n c i p l e s  and s c i e n t i f i c  methods governing t h e  
recru i tment .  examination. a ~ ~ o i n t m e n t .  ~ r o m o t i o n .  
t r a n s f e r ,  l a y o f f ,  removal, d i s c i p l i n e ,  development and 
wel fare  of i t s  c i v i l  employees and o t h e r  i n c i d e n t s  of 
S t a t e  employment." ( ~ m p h a s i s  added) 

For f i s c a l  yea r  1980-81 t h e  Div is ion  adopted the  fol lowing goals :  

" 1. Hi r ing  o r  promoting i n d i v i d u a l s  with t h e  
q u a l i f i c a t i o n s  t o  s a t i s f y  o r  exceed performance 
s t anda rds ,  and who have t h e  d e s i r e  f o r  cont inuing 
ca ree r s .  

"2. Retaining employees who have demonstrated t h e  
requi red  knowledge, a b i l i t i e s  and s k i l l s  t o  meet 
o r  exceed performance s tandards  f o r  t h e i r  
p o s i t i o n s ,  thereby minimizing unwanted turnover.  

"3. Improving employee performance, conduct and 
p roduc t iv i ty  l e v e l s .  

"4. Del iver ing personnel  s e r v i c e s  i n  such a manner a s  
t o  f a c i l i t a t e  agencies  achieving t h e i r  goa ls  and 
ob jec t ives . "  

SUNSET FACTOR: THE DEGREE TO WHICH THE DIVISION 

HAS BEEN ABLE TO RESPOND TO THE NEEDS OF THE 

PUBLIC AND THE EFFICIENCY WITH WHICH I T  HAS OPERATED 

The Divis ion  was no t  c r ea t ed  t o  serve  d i r e c t l y  t h e  needs of t h e  gene ra l  

publ ic ,  except  t h a t  a S t a t e  government personnel  system based on mer i t  

p r i n c i p l e s  and which promotes p roduc t iv i ty  i s  i n  t he  publ ic  i n t e r e s t .  



Our a u d i t  revealed t h a t  some improvements a r e  needed t o  enhance the  

~ i v i s i o n ' s  a b i l i t y  t o  opera te  e f f i c i e n t l y :  

1. The S t a t e  s e r v i c e  p o s i t i o n  c l a s s i f i c a t i o n  p l a n  i s  s e r i o u s l y  

outda ted ,  impair ing t h e  a b i l i t y  of agency managers t o  conduct 

S t a t e  programs e f f i c i e n t l y  and e f f e c t i v e l y ,  and jeopard iz ing  the  

mer i t  p r i n c i p l e s  under ly ing  t h e  personnel  system. (page 17) 

2. The Div is ion  gene ra l ly  provides  s u f f i c i e n t  numbers of q u a l i f i e d  

a p p l i c a n t s  f o r  S t a t e  s e r v i c e  p o s i t i o n s .  However, i t  has  

d i f f i c u l t y '  f i l l i n g  some p o s i t i o n s ,  t hus  impair ing some agency 

programs. (page 27) 

3. A c o n s i s t e n t l y  high propor t ion  of r e q u e s t s  f o r  h i r i n g  l i s t s  a r e  

canceled,  causing recru i tment  work which i s  never used. (page 55) 

4.  The p o t e n t i a l  f o r  c o s t l y  d u p l i c a t i o n  of agency t r a i n i n g  programs 

e x i s t s  due t o  a  l a c k  of coord ina t ion  by DOA-Personnel. (page 61) 

Overa l l  e f f i c i e n c y  of t h e  Div is ion  f o r  t he  period 1977.-78 through 1980-81 

appears t o  have improved. Table 3 r e v e a l s  t h a t  i n c r e a s e s  i n  major 

workload i n d i c a t o r s  have ou t s t r i pped  a  6 .1  percent  i nc rease  i n  Div is ion  

s t a f f ,  sugges t ing  a n  improvement i n  o v e r a l l  e f f i c i ency .  



TABLE 3  

COMPARISON OF DIVISION STAFFING LEVEL TO 
SEVERAL MAJOR WORKLOAD INDICATORS, 

FISCAL YEARS 1977-78 THROUGH 1980-81 

Percentage 
Increase  1980-81 

1977-78 1978-79 1979-80 1980-81 over  1977-78 
4 

Full- t ime equiva len t  employees 154.5 15r .5 159.0 164 .O 6.1% 

Appl ica t ions  processed 60,659 61,000 80,636 77,642 28.0 

Requis i t ions  received 6,937 7,500 8 , 151 7,345 5.9 

Employees p a r t i c i p a t i n g  i n  
S t a t e  h e a l t h  insurance  p lans  26,586 27,659 28,394 30,750 15 - 7  

Employees p a r t i c i p a t i n g  i n  
S t a t e  d e n t a l  insurance  p lan  8 * 27,643 31,607 N/ A 

SUNSET FACTOR: THE EXTENT TO WHICH THE DIVISION 

HAS OPERATED W I T H I N  THE PUBLIC INTEREST 

I n  A p r i l  1981 Auditor General s t a f f  surveyed d i r e c t o r s ,  

supervisors/managers and employees of S t a t e  s e r v i c e  agencies  

regarding s e v e r a l  major a c t i v i t y  a r e a s  of t h e  Divis ion.  Sample 

s i z e s  and response r a t e s  f o r  each group were a s  fol lows:  

Number Number 
Receiving Completing Response 
Quest ionnaire  Ques t ionna i r e  Rate 

Agency d i r e c t o r s  
with more than  t h r e e  FTEs 5  7  3  8 6  7% 

~ u ~ e r v i s o r s / m a n a ~ e r s  936 293 3  1% 
Ful l -  t ime permanent 

employees 1,357 574 42% 

Appendices 11, 111 and I V  con ta in  t h e  ques t ionna i r e s  and summary of 

responses f o r  t hese  surveys. H igh l igh t s  a r e  presented i n  t h e  

fol lowing t e x t  according t o  func t ion:  t r a i n i n g ,  recru i tment  and 

s e l e c t i o n ,  c l a s s i f i c a t i o n  and compensation and employee gr ievance  

procedures. 

* No plan  of fered .  



DOA-Personnel promotes i t s  superv isory  t r a i n i n g  programs f a i r l y  

e f f e c t i v e l y  i n  t h a t  72 percent  of t h e  supe rv i so r s  and managers responding 

were aware of the  programs. Survey respondents  c i t e d  Div is ion  p u b l i c i t y  

most o f t e n  a s  t he  source  of t h e i r  information.  

Most supervisors/managers (64 percent )  and employees (61  percent )  have - no t  

d iscussed  t h e i r  c a r e e r  o r  promotional oppor tun i t i e s  o r  t r a i n i n g  needs with 

t h e i r  supe rv i so r s  o r  a n  agency o f f i c i a l .  

Recruitment and S e l e c t i o n  

Nost agency d i r e c t o r s  ( 6 1  percent )  and supervisors/managers (64 percent )  

i nd ica t ed  t h a t  job candida tes  r e f e r r e d  t o  them from t h e  Div is ion  u s u a l l y  

o r  always meet minimum q u a l i f i c a t i o n s .  Of the  d i r e c t o r s  and 

supervisors/managers responding, 64 percent  and 53 pe rcen t ,  r e s p e c t i v e l y ,  

i nd ica t ed  t h a t  h i r i n g  l is ts  usua l ly  o r  always a r e  cur ren t .  

Of t h e  d i r e c t o r s  and supervisors/managers responding, 44 percent  and 31 

percent ,  r e s p e c t i v e l y ,  i nd ica t ed  t h a t  h i r i n g  l is ts  u s u a l l y  o r  always 

ranked candida tes  g e n e r a l l y  i n  t h e  o r d e r  i n  which they  would have ranked 

them. Twenty-five percent  of t he  d i r e c t o r s  and 32 percent  of 

supervisors/managers i n d i c a t e d  t h e  need f o r  s u b s t a n t i a l  improvements i n  

t he  Div i s ion ' s  recrui tment  and s e l e c t i o n  a c t i v i t i e s .  

C l a s s i f i c a t i o n  and Compensation 

The Div i s ion ' s  c l a s s i f i c a t i o n  a c t i v i t i e s  gene ra l ly  received poor marks 

from respondents.  Only 31  percent  of supervisors/managers and 43 percent  

of d i r e c t o r s  i nd ica t ed  t h a t  t h e  S t a t e  p o s i t i o n  c l a s s i f i c a t i o n  p l a n  i s  

b a s i c a l l y  sound and he lps  them run e f f e c t i v e ,  e f f i c i e n t  and economical 

organiza t ions .  



Approximately h a l f  t h e  supervisors/managers responding answered t h r e e  

questions* nega t ive ly  regarding t h e  q u a l i t y  of c l a s s i f i c a t i o n  a n a l y s t s '  

a c t i v i t i e s  i n  t h e i r  o rganiza t ions .  D i rec to r s  responded more p o s i t i v e l y  t o  

these  same ques t ions ,  however. 

A l l  t h r e e  groups - employees, supervisors/managers and agency d i r e c t o r s  - 
i nd i ca t ed  t h a t  compensation f o r  S t a t e  p o s i t i o n s  gene ra l ly  i s  not  

competi t ive wi th  s i m i l a r  jobs o u t s i d e  Arizona government. Agency 

d i r e c t o r s  expressed t h e  s t r o n g e s t  sent iment  of  t h e  t h r e e  groups wi th  68 

percent  i n d i c a t i n g  t h a t  compensation i s  not  competi t ive.  

Employee Grievance Procedures 

Wri t ten  procedures  f o r  submi t t ing  gr ievances  o r  complaints appear  t o  be 

r e a d i l y  a v a i l a b l e  t o  most employees. Most employees (64 ~ e r c e n t )  , 
supervi  sors/managers (79 pe rcen t )  and d i r e c t o r s  (92 pe rcen t )  , responded 

favorably when quest ioned about a v a i l a b i l i t y  of w r i t t e n  procedures.  

Most employees (55 ~ e r c e n t ) ,  however, a r e  undecided a s  t o  t h e  f a i r n e s s  of 

gr ievance procedures t o  a l l  p a r t i e s ,  while  only 19 percent  of 

supervisors/managers and none of t h e  d i r e c t o r s  c r i t i c i z e d  procedures  a s  

u n f a i r .  

Most supervisors/managers (68 pe rcen t )  and d i r e c t o r s  (89 pe rcen t )  f e e l  

adequately prepared t o  handle employee gr ievances  and complaints.  I n  

add i t i on ,  52 percent  of supervisors/managers and 76 pecent of d i r e c t o r s  

i nd ica t ed  t h a t  they  rece ive  s u f f i c i e n t  a s s i s t a n c e  from DOA-Personnel i n  

co r r ec t ing  employee d i s c i p l i n a r y  problems. 

SUNSET FACTOR: THE EXTENT TO WHICH RULES AND 

REGULATIONS PROMULGATED BY THE DIVISION ARE 

CONSISTENT WITH THE LEGISLATIVE IUNDATE 

The Divis ion  does n o t  promulgate r u l e s  and r egu la t ions  governing personnel 

mat te rs .  That i s  t h e  duty  of t h e  Personnel  Board, a s  expressed i n  A.R.S. 

* See ques t ions  17, 18 and 19 i n  Appendix 111. 



SUNSET FACTOR: THE EXTENT TO WHICH THE DIVISION 

HAS ENCOURAGED INPUT FROM THE PUBLIC BEFORE 

PROMULGATING ITS RULES AND REGULATIONS AND THE 

EXTENT TO WHICH I T  HAS INFORMED THE PUBLIC AS TO 

ITS ACTIONS AND T H E I R  EXPECTED IMPACT ON THE PUBLIC 

Although t h e  Div is ion  does n o t  promulgate r u l e s  and r e g u l a t i o n s ,  i t  has 

published a  manual f o r  S t a t e  agency managers and supe rv i so r s  e n t i t l e d  

S t a t e  Personnel  Board Rules and I n t e r p r e t a t i o n s .  I n  a d d i t i o n ,  t h e  

Div i s ion ' s  agency-based o f f i c e s  provide a  means of :  1) ob ta in ing  inpu t  

from agency managers and employees regard ing  Board r u l e s ,  and 

2 )  expla in ing  Board r u l e s  and t h e i r  impact t o  agency managers and 

superv isors .  The Div is ion  a l s o  pub l i shes  and d i s t r i b u t e s  a  monthly 

n e w s l e t t e r ,  Personnel H igh l igh t s ,  which announces Personnel  Board r u l e s  

and dec i s ions  and expla ins  t h e i r  impact on employees and agency managers. 

SUNSET FACTOR: THE EXTENT TO WHICH THE DIVISION 

HAS BEEN ABLE TO INVESTIGATE AND RESOLVE 

COMPLAINTS THAT ARE W I T H I N  ITS JURISDICTION 

The Divis ion becomes involved i n  t h e  i n v e s t i g a t i o n  of employee complaints 

under t he  fol lowing circumstances: 

1. When a  formal gr ievance  i s  no t  resolved w i t h i n  a n  agency and i s  

f i l e d  wi th  t h e  Divis ion.  (page 81) 

2.  When the  Personnel  Board a sks  t h e  Div is ion  t o  i n v e s t i g a t e  a n  

a l l eged  v i o l a t i o n  of a  Board r u l e .  (page 80 )  

3. When a  probat ionary employee i s  dismissed and the  DOA-Personnel 

a s s i s t a n t  d i r e c t o r  accep t s  a  reques t  t o  review t h e  matter .  



The Div i s ion  a l s o  h a s  t h e  r e s p o n s i b i l i t y  f o r  reviewing c l a s s i f i c a t i o n  of 

i n d i v i d u a l  p o s i t i o n s  when requested by management and p o s i t i o n  

incumbents. These r eques t s  come from employees, supe rv i so r s  o r  managers 

who be l i eve  t h e i r  p o s i t i o n s  a r e  i nappropr i a t e ly  c l a s s i f i e d .  The Divis ion 

devoted a  s u b s t a n t i a l  p o r t i o n  of i t s  c l a s s i f i c a t i o n  resources  t o  t h i s  

a c t i v i t y  u n t i l  f i s c a l  1980-81, when i t  implemented a  sys temat ic  

maintenance review program. (page 17)  

There appears  t o  .be  some confusion among employees a s  t o  app ropr i a t e  

avenues f o r  pursuing va r ious  complaints.  (page 83 )  

SUNSET FACTOR: THE EXTENT TO WHICH THE 

ATTORNEY GENERAL OR ANY OTHER APPLICABLE 

AGENCY OF STATE GOVERNPENT HAS THE AUTHORITY 

TO PROSECUTE ACTIONS UNDER ENABLING LEGISLATION 

According t o  A.R.S. $41-775 v i o l a t i o n s  of p rov i s ions  of t h e  personnel  

s t a t u t e s  a r e  considered misdemeanors and a r e  s u b j e c t  t o  prosecut ion  by t h e  

S t a t e  Attorney General o r  t h e  county a t to rney .  However, v i r t u a l l y  a l l  

personnel s t a t u t e s  a r e  incorpora ted  i n t o  r u l e s  of t h e  Personnel  Board; 

t h e r e f o r e ,  a  s t a t u t o r y  v i o l a t i o n  gene ra l ly  a l s o  i s  a v i o l a t i o n  of a Board 

ru l e .  According t o  t h e  Board ' s  s p e c i a l  a s s i s t a n t ,  personnel - re la ted  

impropr i e t i e s  u s u a l l y  a r e  pursued a s  Board r u l e  v i o l a t i o n s  r a t h e r  t han  a s  

s t a t u t o r y  v i o l a t i o n s  r equ i r ing  Attorney General involvement. 

A.R.S. $41-782.01 g i v e s  t h e  Board a u t h o r i t y  t o  enforce  i t s  r u l e s  by 

i n v e s t i g a t i n g  a l l eged  v i o l a t i o n s ,  holding hear ings  and i s s u i n g  orders .  I f  

t h e  Board f i n d s  a  v i o l a t i o n ,  i t  may o rde r  t h e  o f f e n d e r ' s  compensation 

suspended u n t i l  t he  r u l e  no longer  i s  being v io l a t ed .  I n  a d d i t i o n ,  the 

Board may apply t o  t h e  Super ior  Court f o r  i n j u n c t i v e  r e l i e f  a g a i n s t  an  

agency, o f f i c e r  o r  employee be l ieved  t o  be v i o l a t i n g  a  Board r u l e .  



P r i o r  t o  1980 t h e  Off ice  of t he  Attorney General r e g u l a r l y  provided l e g a l  

counsel t o  t he  Board. However, i n  June 1980 the  Attorney General 

determined t h a t  such a  p r a c t i c e  c o n s t i t u t e s  a  c o n f l i c t  of i n t e r e s t  because 

of h i s  r e s p o n s i b i l i t y  t o  represent  S t a t e  agencies  a t  Board hear ings .  H i s  

dec i s ion  was based on Arizona S t a t e  Bar E t h i c s  Opinion Number 79-2, i s sued  

i n  December 1979 concerning a  s i m i l a r  s i t u a t i o n  i n  t h e  C i t y  of Phoenix 

personnel  system. A s  a  r e s u l t ,  t h e  Personnel  Board now c o n t r a c t s  wi th  an 

ou t s ide  a t t o r n e y  f o r  l e g a l  advice.  

The Board 's  s p e c i a l  a s s i s t a n t  c i t e s  two weaknesses i n  t h e  Board 's  a b i l i t y  

t o  enforce  i t s  r u l e s :  1) no s t a f f  resources  t o  i n v e s t i g a t e  a l l eged  r u l e  

v i o l a t i o n s  by o r  involv ing  DOA-Personnel, and 2 )  inadequate  a u t h o r i t y  t o  

enforce  a  d e c i s i o n  a g a i n s t  a n  agency i n  a n  appea ls  case. 

A.R.S. $41-782.01 permi ts  t h e  Board t o  de l ega te  i t s  power t o  i n v e s t i g a t e  

a l l eged  r u l e  v i o l a t i o n s  t o  t h e  Div is ion  except  when t h e  Div is ion  i t s e l f  i s  

t h e  a l l eged  v i o l a t o r .  Under t h e  l a t t e r  circumstance, t h e  Board 's  own 

l i m i t e d  s t a f f  must conduct t h e  i n v e s t i g a t i o n  a s  t ime permi ts .  According 

t o  t h e  Board's s p e c i a l  a s s i s t a n t ,  12 a l l e g e d  r u l e  v i o l a t i o n s  were pending 

a g a i n s t  o r  involv ing  t h e  Div is ion  a s  of  August 12 ,  1981, extending a s  f a r  

back a s  January 1981. The Board i n t e n d s  t o  r eques t  another  f u l l - t i m e  

p o s i t i o n  f o r  f i s c a l  y e a r  1982-83 t o  i n v e s t i g a t e  a l l e g e d  Divis ion  r u l e  

v i o l a t i o n s ,  a long wi th  o t h e r  i n v e s t i g a t i v e  d u t i e s .  

A.R.S. $41-785 a l lows  a n  employee who i s  dismissed,  demoted o r  suspended 

f o r  more than  40 hours  t o  appea l  such a c t i o n  t o  t h e  Board. However, i f  

t h e  Board dec ides  i n  f avo r  of t h e  employee i t  h a s  no way t o  enforce  i t s  

dec is ion .  S t a t u t e s  do n o t  permit t h e  Board t o  f i l e  wi th  t h e  cou r t  t o  

f o r c e  agency o f f i c i a l s  t o  comply, a l though t h a t  enforcement method i s  

a v a i l a b l e  f o r  r u l e  v i o l a t i o n s .  I n  f i s c a l  1980-81 agency o f f i c i a l s  re fused  

t o  honor t h e  Board 's  d e c i s i o n  i n  two appea l  ca ses ,  and t h e  employees had 

t o  i n i t i a t e  r e s t i t u t i o n  through the  c o u r t s  on t h e i r  own. The Board 

in t ends  t o  d r a f t  proposed l e g i s l a t i o n  which would enable t h e  Board i t s e l f  

t o  seek cour t  enforcement of i t s  appea ls  d e c i s i o n s  aga ins t  agencies .  



SUNSET FACTOR: THE EXTENT TO WHICH THE DIVISION HAS 

ADDRESSED DEFICIENCIES I N  THE ENABLING STATUTES WHICH 

PREVENT IT  FROM FULFILLING ITS STATUTORY MANDATE 

The p r e s e n t  a s s i s t a n t  d i r e c t o r ,  DOA-Personnel, h a s  i n i t i a t e d  o r  suppor ted  

many proposed changes  t o  t h e  s t a t u t e s  r e g a r d i n g  p e r s o n n e l  a d m i n i s t r a t i o n  

s i n c e  he  assumed t h e  p o s t  i n  November 1977. The p r o p o s a l s  covered many 

t o p i c s ,  i n c l u d i n g :  employee b e n e f i t s ,  over t ime  pay,  m e r i t  i n c r e a s e s  and a 
m e r i t  awards ,  fund ing  of p o s i t i o n  r e c l a s s i f i c i a t i o n s ,  employee g r i e v a n c e  

p rocedures ,  a p p e a l  o f  d i s c i p l i n a r y  a c t i o n s  and r e t i r e m e n t .  Many o f  t h e  

p r o p o s a l s  became law. Appendix V c o r t a i n s  a b r i e f  d e s c r i p t i o n  o f  each 

p roposa l  and i t s  d i s p o s i t i o n .  

SUNSET FACTOR: THE EXTENT TO WHICH CHANGES ARE 

NECESSARY I N  THE LAWS OF THE DIVISION TO ADEQUATELY 

COMPLY WITH THE FACTORS LISTED I N  SUBSECTION 

Our review determined s t a t u t o r y  changes  a r e  needed f o r  DOA-Personnel t o  

comply a d e q u a t e l y  w i t h  t h e  Sunse t  f a c t o r s .  These  changes  a r e  d e t a i l e d  on 

pages 34, 54 and 73. 



FINDING I 

THE DEPARTPENT OF ADMINISTRATION - PERSONNEL DIVISION HAS FAILED TO 

M A I N T A I N  THE UNIFORM CLASSIFICATION PLAN PROPERLY. 

S t a t e  law r e q u i r e s  t h e  Personnel  Board t o  adopt  a  c l a s s i f i c a t i o n  p l a n  

which a p p r o p r i a t e l y  groups and de f ines  jobs f o r  S t a t e  s e r v i c e  pos i t i ons .  

The Board h a s  promulgated r u l e s  s t a t i n g  such a  p l a n  s h a l l  be maintained 

by: 1 )  e s t a b l i s h i n g  new job  c l a s s e s ,  and 2 )  a l t e r i n g  o r  abo l i sh ing  

e x i s t i n g  ones. Fu r the r ,  Board r u l e s  s t a t e  t h a t  t h e  Department of 

Administrat ion - Personnel  Div is ion  (DOA-personnel),  h e r e i n a f t e r  a l s o  

r e f e r r e d  t o  a s  t h e  Div is ion ,  must a s s i s t  t h e  Board wi th  t h e s e  d u t i e s .  

A s  t h e  foundat ion of t h e  S t a t e  s e r v i c e  personnel  system, t h e  usefu lness  of 

a  p o s i t i o n  c l a s s i f i c a t i o n  p l a n  r ap id ly  erodes un le s s  i t  i s  maintained on a  

c u r r e n t  bas i s .  The Div is ion  has  f a i l e d  t o  main ta in  t h e  Arizona Uniform 

C l a s s i f i c a t i o n  P l a n  proper ly  s i n c e  i t s  adopt ion  i n  1969-70. More than  

h a l f  t h e  P l a n ' s  c l a s s e s ,  r ep re sen t ing  a t  l e a s t  50 percent  of t h e  p o s i t i o n s  

i n  S t a t e  s e r v i c e ,  have not  been reviewed w i t h i n  t h e  l a s t  f i v e  yea r s .  The 

Div i s ion ' s  c l a s s i f i c a t i o n  s t a f f  resources  have been consumed l a r g e l y  by 

ind iv idua l  p o s i t i o n  reviews a s  requested by management and p o s i t i o n  

incumbents. Therefore,  t h e  S t a t e  s e r v i c e  personnel  system may we l l  be 

incu r r ing  s u b s t a n t i a l  hidden c o s t s  of i n e q u i t i e s  and low morale r e s u l t i n g  

from obso le t e  p o s i t i o n  c l a s s i f i c a t i o n s .  

Uniform P o s i t i o n  C l a s s i f i c a t i o n  P l a n  Adopted 

Arizona Revised S t a t u t e s  (A.R.s.) $41-783 d e f i n e s  t h e  Personnel  Board 's  

du ty  regarding a p o s i t i o n  c l a s s i f i c a t i o n  p l a n  and s t a t e s ,  i n  p a r t :  

"The r u l e s  of t he  personnel  board s h a l l  inc lude :  
"1. A p o s i t i o n  c l a s s i f i c a t i o n  p l a n  f o r  a l l  p o s i t i o n s  
i n  t he  s t a t e  se rv ice ."  



P o s i t i o n  c l a s s i f i c a t i o n  i s  t h e  o rgan iza t ion  of  jobs i n t o  groups o r  c l a s s e s  

on t h e  b a s i s  of t h e i r  d u t i e s ,  r e s p o n s i b i l i t i e s  and required 

q u a l i f i c a t i o n s .  A c l a s s  i s  defined i n  t h e  Personnel  Board Rule R2-5-01.10 

a s  fol lows:  

" 'C l a s s '  means a group of p o s i t i o n s  s u f f i c i e n t l y  
s i m i l a r  a s  t o  d u t i e s  ~ e r f o r m e d .  scoDe of d i s c r e t i o n  and 
r e s ~ o n s i b i l i t v .  minimum reauirements  of t r a i n i n g .  
experience,  o r  s k i l l ,  and such o t h e r  c h a r a c t e r i s t i c s  
t h a t  t he  same t i t l e ,  t h e  same t e s t  of f i t n e s s ,  and t h e  - 
same schedule of compensation have been o r  may be 
app l i ed  t o  each  p o s i t i o n  i n  t h e  group and f o r  which a  
c l a s s  s p e c i f i c a t i o n  has  been approved. " ( ~ m ~ h a s i s  
added) 

I n  f i s c a l  y e a r  1969-70, t h e  Personnel  Board adopted a  S t a t e  s e r v i c e  

Uniform C l a s s i f i c i a t i o n  Plan. Personnel  Board Rules d e f i n e  t h e  Board's 

a u t h o r i t y  t o  change t h e  P l a n  by e s t a b l i s h i n g  new c l a s s e s  and d iv id ing ,  

combining, a l t e r i n g  o r  abo l i sh ing  e x i s t i n g  c l a s s e s  ( ~ 2 - 5 - 4 1 . ~ . 2 ) .  The 

Div is ion  i s  charged wi th  recommending appropr i a t e  changes t o  t h e  Board 

a f t e r  conducting a n a l y t i c a l  reviews. 

C l a s s i f i c a t i o n  P l a n  Is t h e  

Foundation of a  Personnel  System 

The Uniform C l a s s i f i c i a t i o n  P lan  i s  t h e  foundat ion of t he  S t a t e  s e r v i c e  

personnel  system. According t o  a u t h o r i t a t i v e  l i t e r a t u r e ,  t h e  purpose of 

such a  p l an  i s  t o  a s s i s t  such b a s i c  personnel  func t ions  a s  s a l a r y  

admin i s t r a t i on ,  recru i tment ,  examination of candida tes  and in-serv ice  

t r a i n i n g .  0 .  Glenn S t a h l ,  au tho r  of numerous pub l i c  personnel  

admin i s t r a t i on  textbooks,  summarizes t h e  p r i n c i p a l  u ses  and advantages of 

p o s i t i o n  c l a s s i f i c i a t i o n  a s  fol lows:  

"1. F a c i l i t a t i n g  o t h e r  personnel  ob jec t ives :  
a .  I t  provides  a  r a t i o n a l  c r i t e r i o n  f o r  c o n t r o l  

of pay l e v e l s  by making i t  p o s s i b l e  t o  equate 
whole c l a s s e s  of p o s i t i o n s  wi th  common s a l a r y  
ranges. 



"b. I t  reduces a  v a r i e t y  of occupat ions and 
p o s i t i o n s  t o  manageable propor t ions  so  t h a t  
recru i tment .  q u a l i f i c a t i o n  reauirements .  
examination, and s e l e c t i o n  can be made f o r  
whole c l a s s e s  of p o s i t i o n s  o r  more a t  a  time. 

c .  I t  de f ines  i n  o b j e c t i v e  terms t h e  content  of - 
jobs ( o r  what i s  expected)  a g a i n s t  which t h e  
performance of incumbents (how we l l  i t  i s  
done) can be measured. 

d. I t  f u r n i s h e s  job informat ion  upon which t h e  
content  of o r i e n t a t i o n  and o t h e r  i n - se rv i ce  
t r a i n i n g  can be based. 

e.  Although i t  does no t  of i t s e l f  guarantee a  
good promotion and placement po l i cy ,  i t  
s u p p l i e s  a  sys temat ic  p i c t u r e  o  f  
o p p o r t u n i t i e s  and p o s i t i o n  r e l a t i o n s h i p s ,  
which i s  e s s e n t i a l  t o  a n  o r d e r l y  promotion 
and placement procedure. 

f .  I t  provides a  foundat ion  f o r  common 
understanding between supe rv i so r  and employee 
a s  t o  t h e  job and pay, which f a c i l i t a t e s  
employee-management r e l a t i o n s  and h e l p s  
promote work-centered motivat ion.  

"3.  P a r t i c u l a r  va lues  i n  t h e  pub l i c  se rv ice . . .  
a.  I t  a s s u r e s  t h e  c i t i z e n  and taxpayer  t h a t  

t h e r e  i s  some l o g i c a l  r e l a t i o n s h i p  between 
expenditures  f o r  personal  s e r v i c e s  and t h e  
s e r v i c e s  rendered. 

b. I t  o f f e r s  a s  good a  p r o t e c t i o n  a s  has  been 
found aga ins t  p o l i t i c a l  o r  personal  
preferment i n  de te rmina t ion  of pub l i c  
s a l a r i e s . "  ( ~ m p h a s i s  added) 

Thus, e f f e c t i v e  personnel  admin i s t r a t i on  i s  s u b s t a n t i a l l y  dependent on t h e  

ex i s t ence  of a  r a t i o n a l ,  e q u i t a b l e  and o b j e c t i v e  p o s i t i o n  c l a s s i f i c a t i o n  

plan. 

P l an  Must Be  Cont inua l ly  Maintained 

A p o s i t i o n  c l a s s i f i c a t i o n  p l a n ' s  u se fu lnes s  r a p i d l y  erodes i f  i t  i s  not  
D 

con t inua l ly  rev ised  and updated t o  account  f o r  changes which a f f e c t  t he  

r e s p o n s i b i l i t i e s ,  d u t i e s  and q u a l i f i c a t i o n s  f o r  i n d i v i d u a l  jobs. 



D r .  S t a h l  expla ins :  

"Because of changes i n  personnel ,  i n  governmental 
func t ions ,  and i n  t h e  s t r u c t u r e  of t h e  pub l i c  s e rv i ce ,  
no sooner i s  a  c l a s s i f i c i a t i o n  p l a n  adopted than  i t s  
r e v i s i o n  and adap ta t ion  must be undertaken." 

While Personnel  Board Rule R2-5-41.B.1 r e q u i r e s  t h a t  m a t e r i a l  and 

permanent changes i n  t h e  d u t i e s  and r e s p o n s i b i l i t i e s  of a  p o s i t i o n  be 

reported t o  t h e  Board, such changes i n  a c t u a l  p r a c t i c e  a r e  repor ted  t o  

Div is ion  s t a f f .  Changes a r e  repor ted  by: 1 )  agency managers wanting t o  

reorganize  and so  t o  t r a n s f e r  e x i s t i n g ,  and/or e s t a b l i s h  new, p o s i t i o n s ,  

2 )  p o s i t i o n  incumbents who b e l i e v e  t h e i r  jobs should be r e c l a s s i f i e d  

(assigned t o  a  d i f f e r e n t  c l a s s  of p o s i t i o n s ) ,  and 3) agency managers who 

be l i eve  t h e  p o s i t i o n s  of t h e i r  employees should be r e c l a s s i f i e d .  

According t o  Div is ion  s t a f f ,  p o s i t i o n  incumbents u s u a l l y  a r e  hopefu l  t h a t  

t h e  r e c l a s s i f i c i a t i o n  w i l l  provide h igher  compensation. When such changes 

a r e  r epo r t ed ,  Div is ion  a n a l y s t s  review t h e  p o s i t i o n s  t o  determine i f  a  

c l a s s i f i c a t i o n  change i s  needed. For t h e  period J u l y  1980 through Apr i l  

1981, t h e  r e s u l t s  of i n d i v i d u a l  p o s i t i o n  reviews ( n o t  i nc lud ing  

r eo rgan iza t ions )  were a s  fol lows:  e i g h t  percent  downgraded, 57 percent  

upgraded and 35 percent  unchanged. Sometimes t h e  Div is ion  a l s o  recommends 

t h e  c r e a t i o n  of new c l a s s e s  o r  r e v i s i o n s  t o  e x i s t i n g  c l a s s  spec i f i ca t ions .*  

* According t o  Personnel  Board Rules R2-5-01.11: 
"Class s p e c i f i c a t i o n  i s  a n  o f f i c i a l  d e s c r i p t i o n  of t he  
type and l e v e l  of d u t i e s  and r e s p o n s i b i l i t i e s  of t h e  
p o s i t i o n s  ass igned  t o  a  c l a s s ,  and t h e  necessary 
p r e r e q u i s i t e s  f o r  performing those  d u t i e s .  The 
o f f i c i a l  s p e c i f i c a t i o n  w i l l  i nc lude  t h e  t i t l e  of t he  
c l a s s ,  d e s c r i p t i o n  of t he  type  of d u t i e s  and 
r e s p o n s i b i l i t i e s ,  knowledge, a b i l i t i e s  and s k i l l s ,  t h e  
requi red  t r a i n i n g  and experience,  a  c l a s s  code, and 
o f f i c i a l  d a t e  of adoption o r  rev is ion ."  



The Divis ion  does not  and, according t o  a u t h o r i t a t i v e  l i t e r a t u r e ,  should 

no t ,  r e l y  e n t i r e l y  on managers and incumbents t o  r e p o r t  changes i n  

p o s i t i o n  d u t i e s  and r e s o n s i b i l i t i e s .  

D r .  S t a h l  warns: 

" In  s p i t e  of t h e  most consc ien t ious  e f f o r t s  t o  main ta in  
currency through t h e s e  means, unreported changes a r e  
almost c e r t a i n  t o  occur.  Because of t h i s ,  pe r iod ic  
a u d i t s  o r  resurveys  a r e  e s s e n t i a l  t o  keep t h e  
c l a s s i f i c a ~ t i o n s  i n  tune  wi th  t h e  f a c t s  of t h e  
s i t u a t i o n . "  

I n  a  1979 r epor t  reviewing Ar izona ' s  DOA - Personnel  Div is ion ,  t h e  U.S. 

Off ice  of Personnel  Management (OPM) sa id :  

"The only [ ~ e d e r a l ]  Meri t  Systems Standards* 
requirement regard ing  c l a s s i f i c a t i o n  i s  t h a t  t h e  
j u r i s d i c t i o n  main ta in  i t s  c l a s s i f i c a t i o n  p l an  on a  
c u r r e n t  bas i s .  To meet t h i s  requirement,  a schedule of 
c l a s s i f i c a t i o n  reviews must be e s t a b l i s h e d  and c a r r i e d  
ou t .  

OPM recommends t h a t  a l l  p o s i t i o n s  i n  a  s t a t e  government mer i t  system be 

reviewed s y s t e m t i c a l l y  every f i v e  years .  This  r e q u i r e s  a  formal 

maintenance review schedule based on occupat iona l  groups and/or  

o rgan iza t iona l  u n i t s  so  t h a t :  1 )  a l l  p o s i t i o n s  i n  a  p a r t i c u l a r  c l a s s  ( o r  

s e r i e s  of c l a s s e s )  o r  o rgan iza t iona l  u n i t  a r e  reviewed simultaneously,  

and 2 )  w i th in  a  f ive-year  per iod  a l l  p o s i t i o n s  thus  would be reviewed a t  

l e a s t  once. ** 

* S t a t e  and l o c a l  governmental agencies  p a r t i c i p a t i n g  i n  des igna ted  
Federa l  grant- in-aid programs must be covered by personnel  systems 
which meet t h e  Federa l  Meri t  System Standards.  

** Some c l a s s e s  deserve even more f requent  a t t e n t i o n  because of t h e  
rapidly-changing na tu re  of those c a r e e r  f i e l d s .  



Uniform C l a s s i f i c a t i o n  P l a n  

Is S u b s t a n t i a l l y  Obsolete 

P r i o r  t o  f i s c a l  y e a r  1980-81, the  Div is ion  d i d  n o t  conduct 

c l a s s i f i c a t i o n  reviews on a  formal ,  planned bas i s .  C l a s s i f i c a t i o n  

resources  were dedica ted  almost e n t i r e l y  t o  responding t o  review 

reques t s  from agency managers and p o s i t i o n  incumbents. A s  a  r e s u l t ,  

the  Uniform C l a s s i f i c a t i o n  P l a n  i s  s u b s t a n t i a l l y  obsole te .  A l l  

c l a s s e s  e x i s t i n g  a s  of Apr i l  9 ,  1981, were analyzed a s  t o  when each 

c l a s s .  s p e c i f i c a t i o n  was adopted o r  l a s t  rev ised .  Table 4 summarizes 

by ca l enda r  y e a r  t h e  r e s u l t s  of t h i s  analysis ."  

TABLE 4 

AGE OF CLASS SPECIFICATIONS I N  USE 
AS OF APRIL 9 ,  1981"" 

Number of 
Years S ince  

Class  S p e c i f i c a t i o n  
Was Adopted 

o r  L a s t  Revised 
(whichever i s  l a t e r )  

Less  than  3 y e a r s  
3-5 y e a r s  
5-8 y e a r s  
More than  8 yea r s  

T o t a l s  

( 1 )  ( 2  
P o s i t i o n s  Included i n  
Classes  i n  Column ( 1 )  

Classes  )e o f  4 
A s  a  Percentage a l l  S t a t e  Se rv i ce  

Number of A l l  C lasses  Number*"" Po s i t i o n s  

* Appendix V I  con ta ins  a  more d e t a i l e d  a n a l y s i s  of t he  d a t a  
summarized i n  Table 4.  

** A l l  nonexempt c l a s s e s .  
*** Inc ludes  temporary, par t -  t ime, seasonal  and permanent fu l l - t ime  

p o s i t i o n s ,  a s  w e l l  a s  p o s i t i o n s  which were no t  being u t i l i z e d  
a s  of A p r i l  9 ,  1981. 



A s  shown i n  Table 4 ,  51 percent  of t h e  c l a s s  s p e c i f i c a t i o n s ,  r ep re sen t ing  

50 percent  of a l l  S t a t e  s e r v i c e  p o s i t i o n s ,  were adopted o r  l a s t  rev ised  

(whichever i s  l a t e r )  more than  f i v e  y e a r s  ago. Some of t he  r e v i s i o n s  were 

only minor and d i d  no t  i nc lude  a n  e n t i r e  c l a s s  review. Therefore,  Table 4 

o v e r s t a t e s  t h e  number of c l a s s  reviews completed, and -- more than  51  percent  

of a l l  c l a s s e s  have no t  been reviewed i n  f i v e  yea r s .  I n  a d d i t i o n ,  

Div is ion  s t a f f  repor ted  such c l a s s  reviews conducted before f i s c a l  y e a r  

1980-81 were completed on a c r i s i s  b a s i s ,  n o t  as p a r t  of a sys temat ic  

long-term approach t o  p l an  maintenance. 

Table 5 i d e n t i f i e s  high-volume c l a s s  s e r i e s *  which have received l i t t l e  o r  

no review s i n c e  t h e i r  es tab l i shment  more than  f i v e  yea r s  ago. 

* A c l a s s  s e r i e s  i s  a group of ca ree r - r e l a t ed  c l a s s e s .  Often a s e r i e s  
con ta ins  s e v e r a l  c l a s s e s  which form a promotional ladder--such a s  
Sec re t a ry  I ,  I1 and 111. 



TABLE 5  

HIGH-VOLUME CLASS SERIES WHICH HAVE RECEIVED 
LITTLE OR NO REVIEW SINCE CALENDAR YEAR 1975" 

Stenographic and s e c r e t a r i a l  
Typing 
Pub l i c  and s o c i a l  s e r v i c e s  
Cash c o l l e c t i o n  and disbursement*" 
S t o r e s  and r e l a t e d  c l a s s e s  
Food s e r v i c e s  
Cor rec t iona l  custody 
Building and i n d u s t r i a l  t r a d e s  
General l a b o r  
Labor, t r a d e s  and c u s t o d i a l  

supe rv i s ion  
Mechanical t r a d e s  
Mechanical equipment ope ra t ion  
P ro fe s s iona l  nu r s ing  and therapy  
Budget and management analysis*" 
Legal and r e l a t e d  c l a s s e s  
C i v i l  engineering and related*** 

c l a s s e s  
Audit ing and accounting** 
Cor rec t iona l  counsel ing and 

t reatment  
Cartography and drafting*** 
Right-of-way and r e a l  proper ty  

P o s i t i o n s  i n  Classes  
Not Reviewed s ince  

T o t a l  Number of Calendar Year 1975**** 
P o s i t i o n s  Covered A s  a  

by C las ses  i n  Percentage 
t h i s  S e r i e s  Number of Column 1 

-x- Only those  c l a s s  s e r i e s  which meet both of t h e  fol lowing 
cond i t i ons  were s e l e c t e d  f o r  t h i s  t a b l e :  
1 )  t he  s e r i e s  i nc ludes  more than  100 p o s i t i o n s ,  and 
2 )  a t  l e a s t  70 percent  of t h e  p o s i t i o n s  a r e  i n  c l a s s e s  which 

have no t  been reviewed s i n c e  1975. 
) ~ t  P a r t  of t h i s  s e r i e s  was included i n  t h e  f i s c a l  y e a r  1980-81 

maintenance review schedule.  
w* The e n t i r e  s e r i e s  was included i n  t he  f i s c a l  y e a r  1980-81 

maintenance review schedule.  
+*++ The l is t  was compiled under t h e  assumption t h a t  a  c l a s s  

s p e c i f i c a t i o n  r e v i s i o n  d a t e  means t h a t  - a l l  p o s i t i o n s  i n  t h e  c l a s s  
were reviewed a t  t h a t  t ime, a l though t h i s  was no t  always t r u e .  



A l l  bu t  two of t he  s e r i e s  i n  Table 5 con ta in  c l a s s e s  which a r e  common t o  

more than  one agency. I t  should be noted t h a t  t h e  b a s i c  theory  of  a  

p o s i t i o n  c l a s s i f i c a t i o n  p l a n  assumes common c l a s s e s  a r e  p e r i o d i c a l l y  

reviewed t o  ensure  t h a t  s i m i l a r  p o s i t i o n s  a r e  c l a s s i f i e d  c o n s i s t e n t l y  from 

agency t o  agency. 

Lack of P l an  Maintenance Can Be Cost ly 

I f  a  c l a s s i f i c a t i o n  p l an  i s  not  maintained c u r r e n t l y ,  low morale and 

s a l a r y  i n e q u i t i e s  r e s u l t .  According t o  D r .  S t ah l :  

"Once a  c l a s s i f i c a t i o n  ~ l a n  i s  a d o ~ t e d .  i t  i s  ~ o i n t l e s s  
-- - -  - 

t o  do anything l e s s  t han  provide f o r  continuous, 
pa ins tak ing  maintenance on a  c u r r e n t  b a s i s ,  e l s e  once 
d i f f e r e n t  p o s i t i o n s  t h a t  have a c t u a l l y  become s i m i l a r  
t o  each o t h e r  remain i n  d i f f e r e n t  c l a s s e s ,  and some 
former cognates t h a t  have become q u i t e  d i f f e r e n t  
cont inue i n  t h e  same c l a s s .  Such a  program o f t e n  seems 
expensive. But t o  s t i n t  too  much on t h i s  out-of-pocket 
c o s t  may c r e a t e  s t i l l  h igher  hidden c o s t s  growing out  
of lowered morale. Door ~ r o d u c t i o n .  delayed opera t ing  
Dronrams. excess ive  Dav f o r  s i m ~ l e  work. and low -oav 
f o r  r e spons ib l e  work ( r e s u l t i n g  i n  poorly q u a l i f i e d  
execut ives  and p r o f e s s i o n a l s ) - a l l  normal concomitants 
of inadequate ,  h a s t y ,  o r  out-of-date c l a s s i f i c a t i o n . "  

Keeping p o s i t i o n  c l a s s i f i c a t i o n s  c u r r e n t  a l s o  f a c i l i t a t e s  a t t r a c t i o n  and 

s e l e c t i o n  of we l l -qua l i f i ed  candida tes ,  employee mot iva t ion ,  performance 

a p p r a i s a l ,  and e f f e c t i v e  i n - s e r v i c e  t r a i n i n g .  Thus, a  poorly maintained 

p lan  w i l l  adverse ly  a f f e c t  s u b s t a n t i a l  f a c t o r s  i n  e f f e c t i v e  personnel  

adminis t ra t ion .  

Lack of a  sys temat ic  maintenance review program has  undermined t h e  

confidence o f :  1 )  supe rv i so r s  and managers w i t h i n  t h e  Uniform 

C l a s s i f i c a t i o n  P lan ,  and 2 )  agency d i r e c t o r s .  A s  mentioned e a r l i e r ,  OPM 

conducted reviews of t h e  Div is ion  i n  1978 and 1979 and l eve l ed  c r i t i c i s m  

a t  t h e  absence of a  maintenance program. I n  i t s  1978 review OPM noted a  

l a c k  of confidence among agency personnel  and recommended ongoing 

maintenance reviews a s  a  means of r e s t o r i n g  confidence. 



This  l a c k  of confidence i s  s t i l l  present .  A s  p a r t  of t h i s  a u d i t  the  

Auditor  General surveyed S t a t e  s e r v i c e  supe rv i so r s ,  managers and agency 

d i r e c t o r s  regarding t h e  p o s i t i o n  c l a s s i f i c a t i o n  p l a n  and Divis ion  

c l a s s i f i c a t i o n  a c t i v i t i e s . "  Superv isors ,  managers and agency d i r e c t o r s  

were asked whether they  agreed o r  disagreed wi th  t h e  fol lowing s tatement:  

"The S t a t e  p o s i t i o n  c l a s s i f i c a t i o n  p l a n  i s  b a s i c a l l y  
sound and h e l p s  me a s  a supervisor/manager t o  run  a n  
e f f e c t i v e ,  e f f i c i e n t  and economical organization."** 

Two hundred ' and seventy-f ive supervisors/managers and 35 agency d i r e c t o r s  

responded t o  t h i s  s ta tement  a s  shown i n  Table 6. 

TABLE 6 

SURVEY OPINIONS REGARDING SOUNDNESS OF CLASSIFICATION PLAN 

Respondents were asked t o  i n d i c a t e  how much they agreed o r  d i sagreed  with 
t h i s  s ta tement :  "The S t a t e  p o s i t i o n  c l a s s i f i c a t i o n  p l an  is b a s i c a l l y  
sound and h e l p s  me a s  a supervisor/manager t o  run  a n  e f f e c t i v e ,  e f f i c i e n t  
and economical organizat ion."  

S t rongly  S t rongly  
Disagree Disagree Undecided Agree Agree 

~ u ~ e r v i s o r s / m a n a g e r s  
Number 2 5 81 8 5 82  2 
Percentage 9.1 29.5 30 9 29.8 0 7 

Agency d i r e c t o r s  
Number 4 10 6 15 0 
Percentage 11.4 28.6 17.1 42 *9  0 

* See page 10 f o r  d e s c r i p t i o n  of sample s i z e s  and response r a t e s .  ** See Ques t ion  2 1  i n  Appendices I11 and I V .  



A s  demonstrated i n  Table 6 ,  39 percent of surveyed supervisors/managers 

and 40 percent of the  responding agency d i r e c t o r s  disagreed with the  

statement while another 31 percent and 17 percent ,  respect ive ly ,  had no 

opinion, Only a  t h i r d  of the  supervisors/managers (30 percent)  and l e s s  

than hal f  the d i r e c t o r s  (43 percent)  responding t o  the  survey expressed 

confidence i n  the  c l a s s i f i c a t i o n  plan. 

Further ,  more than two-thirds (71  percent)  of the  surveyed agency 

d i r e c t o r s  i d e n t i f i e d  c l a s s e s  of pos i t ions  i n  t h e i r  agencies which they 

"strongly bel ieve need adjustment i n  order  t o  maintain a  f a i r  

c l a s s i f i c a t i o n  plan."* When asked t o  comment on the  e f f e c t s  of these  

i n e q u i t i e s ,  they mentioned many of D r .  S t a h l ' s  c i t e d  e f f e c t s  - low 

employee morale, d i f f i c u l t y  i n  r e c r u i t i n g  well-qualif ied employees, more 

rapid turnover, d i f f i c u l t y  i n  motivating employees and hindrance t o  

employees' ca ree r  development. 

Reasons f o r  the  Absence of 

Maintenance Review Program 

There i s  no evidence t h a t  before 1979 the  Division attempted a  sustained 

maintenance review program. Ins tead ,  individual  requests  from agency 

managers and pos i t ion  incumbents consumed ava i l ab le  c l a s s i f i c a t i o n  s t a f f  

resources. According t o  Division o f f i c i a l s ,  e n t i r e  c l a s ses  were reviewed 

on a  c r i s i s  b a s i s  only with the  l a r g e r  agencies and more i n f l u e n c i a l  

agency d i r e c t o r s  receiving f i r s t  p r i o r i t y .  Consequently, the  Division 

reviewed some c l a s s e s  severa l  times, ignored o thers  and adjusted c l a s s e s  

without regard t o  o the r  r e l a t ed  personnel system c lasses .  According to  

Division s t a f f ,  t h i s  piecemeal approach u l t imate ly  was se l f -defea t ing  i n  

t h a t  i t  merely created add i t iona l  review requests  from pos i t ion  incumbents 

who believed an inequ i ty  had been es tab l i shed ,  f u r t h e r  d ive r t ing  Division 

s t a f f  from la rge  sca le  reviews. 

* See Quest ion  20 i n  Appendix I V .  



A s tudy by t h e  J o i n t  L e g i s l a t i v e  Budget Committee s t a f f  i n  f i s c a l  y e a r  

1977-78 concluded t h a t  t h e  Uniform C l a s s i f i c a t i o n  P lan  was no t  func t ioning  

proper ly  and recommended a  consul tan t  be h i r e d  t o  guide a  major overhaul  

of  t h e  e n t i r e  c l a s s i f i c a t i o n  system. Div is ion  s t a f f  agreed and requested 

funds f o r  t h i s  p r o j e c t .  The L e g i s l a t u r e  r e j e c t e d  t h e  reques t  i n  two 

consecut ive  y e a r s  and d i r e c t e d  t h e  Div is ion  t o  overhaul  and main ta in  the  

p l an  wi th  e x i s t i n g  resources.  Consequently, i n  1979 t h e  Div is ion  prepared 

a  four-year  maintenance review schedule covering a l l  c l a s s e s  i n  t h e  S t a t e  

se rv ice .  However, l e s s  t han  20 percent  of t h e  f i r s t  y e a r ' s  schedule was 

a c t u a l l y  accomplished. According t o  Div is ion  o f f i c i a l s ,  cont inuing 

pressure  from S t a t e  agencies  f o r  c l a s s i f i c a t i o n  s e r v i c e s  ( s i n g l e  p o s i t i o n  

review r e q u e s t s  and r eo rgan iza t ions )  prevented g r e a t e r  accomplishments; 

however, poor management of t he  maintenance review program and 

inexperienced a n a l y s t s  a l s o  appear t o  be f a c t o r s .  

CMR Program Implemented i n  F i s c a l  Year 1980-81 

I n  October 1980 a  one-year c l a s s i f i c a t i o n  maintenance review (CMR) 

schedule was adopted t o  review approximately o n e - f i f t h  of t h e  S t a t e  

s e r v i c e  pos i t i ons .  The DOA d i r e c t o r  and t h e  a s s i s t a n t  d i r e c t o r ,  Personnel  

Div is ion ,  claimed fundamental po l i cy  and o rgan iza t iona l  changes were 

needed t o  improve t h e  p o s s i b i l i t y  of t h e  schedu le ' s  success .  The DOA 

d i r e c t o r  s e n t  p o l i c y  memorandums t o  agency d i r e c t o r s ,  s t a t i n g  maintenance 

reviews would r ece ive  f i r s t  p r i o r i t y  among t h e  ~ i v i s i o n ' s  c l a s s i f i c a t i o n  

a c t i v i t i e s .  Four personnel  a n a l y s t s  were t r a n s f e r r e d  t o  t h e  Div is ion  

c e n t r a l  o f f i c e  from agency-based personnel  o f f i c e s  and f o u r  a n a l y s t s  

w i th in  t h e  c e n t r a l  o f f i c e  were ass igned  t o  accomplish t h e  CMR schedule.  

Three a n a l y s t s  were committed t o  handl ing r eques t s  f o r  new p o s i t i o n s  and 

agency r eo rgan iza t ions ,  while  t h e  equiva len t  of only - one was a v a i l a b l e  f o r  

i nd iv idua l  review requests ."  Another p o s i t i o n  was e s t a b l i s h e d  i n  t he  

a s s i s t a n t  d i r e c t o r ' s  o f f i c e  t o  review c l a s s i f i c a t i o n  appeals .  

* Limi t ed -c l a s s i f i ca t ion  a u t h o r i t y  i s  delegated t o  agency-based 
personnel  o f f i c e s .  However, few r e c l a s s i f i c a t i o n  reviews a r e  
performed by agency-based a n a l y s t s .  I n  t h e  four-month period January 
through A p r i l  1981, only 24 reviews were performed by agency-based 
ana lys t s .  



A s  of J u l y  1981, the  Division had made s u b s t a n t i a l  progress i n  the  f i s c a l  

year  1980-81 CMR schedule, but most completion da tes  had not  been met.* 

The Division a n t i c i p a t e s  add i t iona l  setbacks and a t t r i b u t e s  review delays 

to :  

1. The d ivers ion  of CMR s t a f f  t o  unexpected s p e c i a l  p r o j e c t s ,  

2 .  Inexperienced ana lys t s ,  

3. Sta f f ing  shortages,  and 

4 .  Unrea l i s t i c  scheduling. 

Special  P ro jec t s  Disrupt CMR Schedule 

Actions by S t a t e  agencies, the  Legis la ture ,  the  vo te r s  and the  Federal  

government i n  f i s c a l  yea r  1980-81 generated a  number of unexpected s p e c i a l  

p ro jec t s  and d iver ted  CMR s t a f f  from t h e i r  schedule. Spec i f i ca l ly ,  the  

following p ro jec t s  have consumed hundreds of CMR s t a f f  hours s ince  October 

1980 : 

1. The S t a t e  l o t t e r y ,  approved by the  vo te r s  i n  November 1980, 

2 .  The new Department of Water Resources, 

3. A new s e r i e s  of s p e c i a l  agent c l a s s e s  f o r  the  Office of the  

Attorney General,  and 

4.  Transfer  of the  Navajo Ordnance Depot from the  Federal  government 

t o  the  S ta te .  

Each of these p r o j e c t s  required the  c r e a t i o n  of new c l a s s e s  of pos i t ions  

and thus  t h e  d ive r s ion  of CMR s t a f f .  

Inexperienced Analysts 

According t o  Division s t a f f ,  c l a s s i f i c a t i o n  maintenance work ( including 

developing and a l t e r i n g  c l a s s  spec i f i ca t ions )  i s  t h e  most d i f f i c u l t  of 

c l a s s i f i c a t i o n  analys t  functions.  I f  ana lys t s  a r e  not thorough and 

profess ional  i n  c l a s s i f i c a t i o n  work, t h e i r  decis ions  w i l l  not be 

well-received by agency managers and employees, and thus  w i l l  generate 

add i t iona l  d iscontent  and mis t rus t  of the  system. Hence the  need f o r  

well- t rained c l a s s i f i c a t i o n  analys ts .  

* Only two of the  eleven s e r i e s  i n  the  1980-81 review schedule were 
completed according t o  o r i g i n a l  deadlines.  The o the r  nine s e r i e s  were 
completed o r  a r e  expected t o  be completed one t o  n ine  months l a t e r  
than o r i g i n a l  deadlines.  



Two-thirds of t h e  c l a s s i f i c a t i o n  a n a l y s t s  have advanced wi th in  the 

Division and have not received s u b s t a n t i a l  academic education o r  

experience which would prepare them appropr ia te ly  f o r  c l a s s i f i c a t i o n  

a c t i v i t i e s .  I n  i t s  1978 repor t  on the  Division, OPM noted t h i s  l ack  of 

exper t i se  and recommended t h a t  the  Division "develop and implement a  

comprehensive t r a i n i n g  and ca ree r  development program f o r  c l a s s i f i c a t i o n  

analys ts ."  The 1979 OPM r epor t  r e i t e r a t e d  t h i s  need f o r  technica l  

t r a in ing .  

According t o  the  Div i s ion ' s  c l a s s i f i c a t i o n  group manager, CMR ana lys t s  

need s u b s t a n t i a l  t echn ica l  t r a i n i n g ,  but l imi ted  budget resources and 

f i s c a l  yea r  1980-81 CMR schedule deadlines forced them t o  forego formal, 

planned t r a in ing .  

S t a f f  Shortages 

The Division has had d i f f i c u l t y  h i r i n g  qua l i f i ed  senior  c l a s s i f i c a t i o n  

analys ts .  Although i t  committed e igh t  ana lys t  pos i t ions  t o  CMR i n  the  

f a l l  of 1980, s t a f f  members were not obtained f o r  a l l  pos i t ions  u n t i l  May 

1981. The c l a s s i f i c a t i o n  group manager s t a t e d  t h a t  Arizona i s  a t  a  

se r ious  disadvantage i n  r e c r u i t i n g  experienced c l a s s i f i c a t i o n  ana lys t s  

because s a l a r i e s  a r e  not  competitive with o ther  ju r i sd ic t ions .  Our 

l imi ted  ana lys i s  of s a l a r i e s  paid by adjacent  s t a t e s  f o r  comparable 

pos i t ions  revealed t h a t  th ree  of the  f i v e  s t a t e s  pay s a l a r i e s  14 to  30 

percent higher than i n  Arizona. 

Unrea l i s t i c  Scheduling 

The schedule overrun a l s o  can be a t t r i b u t e d  p a r t i a l l y  t o  the  Divis ion ' s  

inexperience with a  maintenance review program. According t o  Division 

s t a f f ,  s u b s t a n t i a l l y  more time has been required t o  ga ther  da ta  and t o  

i n v e s t i g a t e  thoroughly f o r  c l a s s  reviews than had been o r i g i n a l l y  

estimated. 



Five-Year Goal W i l l  Not Be Accomplished 

The Division claims a five-year review of the  e n t i r e  c l a s s i f i c a t i o n  plan 

i s  e s s e n t i a l .  However, the  c l a s s i f i c a t i o n  group manager has s t a t e d  the 

five-year goal w i l l  not be met i f  present  condit ions and s t a f f i n g  l e v e l s  

continue. I n  order  t o  meet the  schedule the re  would have t o  be l e s s  da ta  

ga ther ing ,  fewer desk a u d i t s  and fewer sess ions  with the  supervisors  and 

employees involved i n  the  reviews. Division s t a f f  members f e a r  t h a t  such 

shor tcu t s  would generate more challenges of analys t  decis ions  and g r e a t e r  

mis t rus t  o f '  the  c l a s s i f i c a t i o n  system. Resul ts  of our survey of 

supervisors  and managers i n d i c a t e  one-third o r  fewer o f  the  respondents 

had favorable a t t i t u d e s  regarding personnel ana lys t s '  a c t i v i t i e s .  Table 7 

summarizes the  responses t o  t h r e e  survey quest ions r e l a t i n g  t o  

c l a s s i f i c a t i o n  a c t i v i t i e s .  



TABLE 7 

I;CTE: Respondents were asked: 
,, . 
hcw m ~ c h  do y c u  ag ree  o r  

d l s a g r e e  wlth t h e  fo l lowing 
s ta tements?"  

RESPONSES TO SUPERVISORY SURVEY QUESTIOLJS 
ABOUT CLASSIFICATION ACTIVITIES* 

A l l  Respondents Having Involvement wi th  
C l a s s i f i c a t i o n s  A c t i v i t i e s  a t  Some Time During: 

Las t  
Las t  3  Yeers 12 Months 

S t r c n e l y  
Disagree 

S t rong ly  S t rong ly  c r 
Disagree Disagree Undecided & Agree Disagree 

17.  Personnel  Divis ion  a n s l y s t s  o b t a i n  an  
adequate unde r s t and i ly  of ny o rgan iza t ion  
and t h e  p o s i t i o n s  being reviewed when doing 
c l a s s i f i c a t i o n  work. 1.1% 33% 29% 25% 2% 44% 

18. I am adequate ly  involved and consu l t ed  
by the  Personnel  D iv i s ion  when c l a s s i f i c a t i o n  
work i s  being done i n  my a r e a  of supe rv i s ion .  8% 34% 24% 33% 1% 40% 

19. The Personnel  Divis ion  makes adequate e f f o r t  
t o  educate  supervisors/menagers about t h e  
c l a s s i f i c a t i o n  p rcces s  and procedures.  14% 38% 2 1% 26% 1% 52% 

* See ques t ions  17,  18 and 19 i n  Appendix 111. 

I) a 6 



A s  Table 7 demonstrates ,  42-52 percent  of t h e  respondents  d i sag ree  o r  

s t rong ly  d i sag ree  wi th  t h e  t h r e e  s ta tements  concerning a n a l y s t s '  

a c t i v i t i e s  (compared wi th  only 27-34 percent  ag reed ) ,  i n d i c a t i n g  t h e  need 

f o r  cont inued,  if n o t  i nc reased ,  o n s i t e  a n a l y s i s  and t h e  involvement of 

agency personnel  a f f e c t e d  by t h e  reviews. 

Backlog of R e c l a s s i f i c a t i o n  

Reauests Threatens CMR Schedule 

An inc reas ing  backlog of i n d i v i d u a l  r eques t s  f o r  r e c l a s s i f i c a t i o n  reviews 

a l s o  t h r e a t e n s  t h e  t imely  implementation of a long-term CMR program. Such 

r eques t s  o r i g i n a t e  from agency managers and p o s i t i o n  incumbents asking f o r  

review of  t h e i r  pos i t i ons .  A s  noted e a r l i e r ,  t h e  equiva len t  of one 

ana lys t  only a t  t h e  c e n t r a l  personnel  o f f i c e  has  been assigned t o  t h i s  

type of c l a s s i f i c a t i o n  a c t i v i t y  s i n c e  t h e  f a l l  of 1980. Requests a r e  

f i l e d  a s  received and normally a r e  addressed on a f i rs t -come,  f i r s t - s e r v e d  

bas i s .  Table 8 shows t h e  inc reas ing  backlog of  r eques t s  s i n c e  J u l y  1980. 

TABLE 8 

I N D I V I D U A L  REV1 EW REQUESTS PENDING AND COMPLETED 
AT CENTRAL PERSONNEL, JULY 1980 - APRIL 1981 

Month 

J u l y  1980 
August 
September 
October 
November 
December 
January 1981 
February 
March 
Apr i l  

Reviews 
Completed 

During Month 

Percentage Increase  
Requests Over t h e  Requests 
Pending a t  Pending a t  t he  End 

End of Month of October 1980" 

60 
3 6 
7 0 
6 9 
86 

14 3 
9 9 

13 8 
14 9 
18 5 

* The 1980-81 CMR schedule began i n  October 1980; a t  t h a t  t ime t h e  s t a f f i n g  
changes occurred a s  explained on page 28. 



Table 8 r e v e a l s  t h a t  t h e  backlog of i n d i v i d u a l  review reques t s  increased  

from 69 a t  t h e  end of  October 1980 t o  185 a t  t h e  end of A p r i l  1981, a  168 

percent  i n c r e a s e  i n  only s i x  months. The Div i s ion ' s  c l a s s i f i c a t i o n  group 

manager expec ts  t h i s  backlog t o  cont inue increas ing .  

CONCLUSION 

The Personnel  Div is ion  has  f a i l e d  t o  main ta in  the  Uniform C l a s s i f i c a t i o n  

P l a n  properly.  An ongoing c l a s s i f i c a t i o n  maintenance review (CMR) program 

was not  implemented u n t i l  f i s c a l  yea r  1980-81. More than  h a l f  t h e  c l a s s e s  

i n  t h e  Uniform C l a s s i f i c a t i o n  P lan ,  r ep re sen t ing  h a l f  t h e  p o s i t i o n s  i n  

S t a t e  s e r v i c e ,  have no t  been reviewed w i t h i n  t h e  l a s t  f i v e  years .  A s  a  

r e s u l t ,  t h e  foundat ion of t h e  personnel  system i s  obso le t e  and the  

Div is ion '  s a b i l i t y  t o  achieve o the r  personnel  o b j e c t i v e s  i s  s e r i o u s l y  

impaired. I n  a d d i t i o n ,  surveyed S t a t e  s e r v i c e  supe rv i so r s  and managers 

express  a  s u b s t a n t i a l  l a c k  of confidence i n  t h e  c l a s s i f i c a t i o n  plan.  

S ince  a n  ongoing CMR program i s  e s s e n t i a l  t o  a n  e f f e c t i v e  S t a t e  s e r v i c e  

mer i t  system, t h e  Div is ion  appears  t o  be committed t o  a maintenance review 

program. However, t h e  s chedu le ' s  t imely  implementation i s  endangered by 

the  fol lowing condi t ions :  

1. Diversion of CMR s t a f f  t o  s p e c i a l  p r o j e c t s ,  u s u a l l y  on t h e  

r eques t  o r  a c t i o n  of t h e  L e g i s l a t u r e  o r  t h e  Governor. 

2. Lack of t r a i n i n g  and experience i n  c l a s s i f i c a t i o n  maintenance 

work. 

3 .  Inadequate  s t a f f i n g  l e v e l s  t o  accomplish a  f ive-year  CMR schedule 

and respond t o  o t h e r  r eques t s  without reducing t h e  q u a l i t y  of 

c l a s s i f i c a t i o n  work. 

REC OMMENDATI ONS 

Cons idera t ion  should be g iven  t o  t h e  fol lowing recommendations: 

1. Amend S t a t e  law and Personnel  Board Rules t o  r equ i r e  a n  ongoing 

CMR program and t o  express  a  goa l  of reviewing a l l  c l a s s e s  w i th in  

f ive-year  cyc les .  



2 .  S t a f f  t he  CMR u n i t  cont inuously a t  a  l e v e l  which w i l l  enable  t he  

Div is ion  t o  sys t ema t i ca l ly  review a l l  c l a s s e s  by 1985 and t ake  

appropr i a t e  measures t o  p r o t e c t  those  resources  from d i v e r s i o n  t o  

s p e c i a l  p ro j ec t s .  

3. S t a b i l i z e  t h e  inc reas ing  backlog of i n d i v i d u a l  review r q u e s t s  by: 

a. Inc reas ing  t h e  resources  devoted t o  t h i s  a c t i v i t y  a t  t he  

Div is ion  c e n t r a l  o f f i c e ,  o r  

b. Delegat ing more a u t h o r i t y  t o  agency-based personnel  o f f i c e s  

t o  handle such r eques t s ,  and e s t a b l i s h i n g  a  s t rong  a u d i t  

func t ion  a t  t h e  Div is ion  t o  monitor t h e s e  decen t r a l i zed  

a c t i v i t i e s .  

4 .  E s t a b l i s h  a  , formal,  comprehensive t r a i n i n g  and development 

program f o r  c l a s s i f i c a t i o n  a n a l y s t s .  

5. Conduct c l a s s i f i c a t i o n  and s a l a r y  s t u d i e s  f o r  c l a s s i f i c a t i o n  

a n a l y s t  p o s i t i o n s  t o  determine i f  i n c r e a s e s  a r e  needed s o  the  

Div is ion  w i l l  be competi t ive with o t h e r  j u r i s d i c t i o n s .  

6. The Div is ion  inc lude  i n  i t s  budget reques t  t h e  resources  needed 

t o  accomplish t h e s e  recommendations, s u b j e c t  t o  review by t h e  

J o i n t  L e g i s l a t i v e  Budget Committee s t a f f .  



FINDING I1 

IMPROVEPENTS ARE NEEDED I N  THE PERSONNEL DIVISION'S RECRUITMENT EFFORT FOR 

HARD-TO-FILL JOB CLASSIFICATIONS. 

The Personnel  Div is ion  i s  a b l e  t o  a t t r a c t  s u f f i c i e n t  numbers of q u a l i f i e d  

a p p l i c a n t s  f o r  most S t a t e  pos i t i ons .  However, some job c l a s s i f i c a t i o n s ,  

inc luding  some high-volume c l a s s e s ,  a r e  hard t o  f i l l .  Our review of  t h e  

Div i s ion ' s  recrui tment  e f f o r t  f o r  t hese  h a r d - t o - f i l l  c l a s s e s  revea led  t h a t  

the  Div is ion  has  a  competi t ive disadvantage wi th  nongovernmental employers 

and o t h e r  governmental e n t i t i e s  i n  Arizona because competing employers use 

more aggress ive  recrui tment  programs. A s  a  r e s u l t ,  t he  S t a t e  may be 

a t t r a c t i n g  l e s s - q u a l i f i e d  a p p l i c a n t s  f o r  h a r d - t o - f i l l  c l a s s e s .  The 

Divis ion has used s u c c e s s f u l l y  spec i a l i zed  recru i tment  p r a c t i c e s  on a  

l imi t ed  b a s i s  f o r  h a r d - t o - f i l l  c l a s se s .  The Div is ion  should u s e  t h e s e  

succes s fu l  recrui tment  p r a c t i c e s  more of ten .  



DOA-Personnel General ly  

Provides Q u a l i f i e d  A ~ ~ l i c a n t s  

Our review revealed t h a t  t h e  Div is ion  i s  succes s fu l  i n  a t t r a c t i n g  

s u f f i c i e n t  numbers of q u a l i f i e d  a p p l i c a n t s  f o r  most job openings." Audit 

s t a f f  members gathered and analyzed f o u r  i n d i c a t o r s  of  t h e  D i v i s i o n ' s  

e f f e c t i v e n e s s  i n  providing q u a l i f i e d  a p p l i c a n t s  t o  h i r i n g  agencies  f o r  t he  

period March through December 1980. These f o u r  i n d i c a t o r s  a r e  the  

percentages of :  1) personnel  r e q u i s i t i o n s  which involved a  r eques t  f o r  a  

supplemental h i r i n g  l i s t ,  2 )  h i r i n g  l is ts  which e i t h e r  had fewer t han  

seven o r  fewer t han  f o u r  applicar-;s, 3 )  h i r i n g  l is t  ques t ionnai re  

responses which i n d i c a t e d  t h a t  t h e  h i r i n g  l is t  was of poor q u a l i t y ,  and 

4 )  surveyed supe rv i so r s  and managers who ind ica t ed  d i s s a t i s f a c t i o n  with 

candida tes  r e f e r r e d  by t h e  Divis ion.  DOA-Personnel o f f i c i a l s  d i scussed  

t h e  appropr ia teness  of  t h e  f i r s t  t h r e e  i n d i c a t o r s  wi th  a u d i t  s t a f f  and 

agreed t h a t  they  a r e  app ropr i a t e  i n d i c a t o r s  of h a r d - t o - f i l l  job c l a s s e s ,  

a l though t h e  supplemental h i r i n g  l i s t  percentage was judged t o  be t h e  most 

r e l i a b l e  of t h e  th ree .  Table 9 shows t h e  f i r s t  t h r e e  i n d i c a t o r s  and t h e  

o v e r a l l  r e s u l t s  of ou r  ana lyses .  

* When a n  agency wants candida tes  f o r  S t a t e  s e r v i c e  p o s i t i o n s  from 
o u t s i d e  S t a t e  government, i t  sends a  r e q u i s i t i o n  t o  t h e  Div is ion  
i n d i c a t i n g  t h e  c l a s s  and number of vacant  pos i t i ons .  Upon r e c e i p t ,  
t h e  Div is ion  begins t h e  recru i tment  process:  1 )  a d v e r t i s i n g  the  
vacancy, 2 )  sc reening  a p p l i c a t i o n s  and t e s t i n g  a p p l i c a n t s  ( s e l e c t i o n  
phase) ,  3 )  ranking t h e  t o p  candida tes  on a  l i s t  ( l i s t  of  c e r t i f i e d  
a p p l i c a n t s )  and 4 )  sending the  l i s t  t o  t h e  reques t ing  agency. The 
agency in t e rv i ews  candida tes  on t h e  l i s t  and makes a  s e l ec t ion .  



TABLE 9 

ANALYSIS OF THREE INDICATORS OF DOA-PERSOIINEL'S ABILITY 
TO PROVIDE QUALIFIED APPLICANTS TO AGENCIES 

D U R I N G  THE PERIOD hL4RCH THROUGII DECEMBER 1980 

I n d i c a t o r  Resu l t s  of Analys is  

1. The percentage  of r e q u i s i t i o n s  which required  Number of r e q u i s i t i o n s  i n  ana lys i s :  4,732 
a  r eques t  f o r  a  supplemental  h i r i n g  l i s t .  Number of r e q u i s i t i o n s  r equ i r ing  supplements: 506 
( A  supplemental  l i s t  is required  when t h e  f i r s t  l i s t  Percentage:  10.7% 
s e n t  t o  t h e  agency is  not adequate . )  

2 .  The percentage  of h i r i n g  l i s t s  which had 
a. fewer than seven c e r t i f i e d  app l i can t s*  

b. fewer  t han  f o u r  c e r t i f i e d  a p p l i c a n t s  

3 .  The percentage  of h i r i n g  l i s t  ques t ionna i r e  
responsesY* which i n d i c a t e d  t h a t  t he  h i r i n g  
l i s t  was of poor q u a l i t y .  

Number of h i r i n g  l ists  i n  sample: 951 
a. Number wi th  fewer t han  seven c e r t i f i e d  

a p p l i c a n t s :  2 40 
Percentage: 25.25% 

b. Number wi th  fewer t han  f o u r  c e r t i f i e d  
a p p l i c a n t s :  131 

Percentage: 17.8$ 

lumber of ques t ionna i r e s  i n  ana lys i s :  1,406 
Number of responses  i n d i c a t i n g  poor q u a l i t y :  108 
Percentage: LLd$ 

* Personnel  Board Rule R2-5-13.B.1 s t a t e s  t h e  D iv i s ion  should r e f e r  t o  
t h e  agency t h e  seven most q u a l i f i e d  a p p l i c a n t s  f o r  a n  opening, 
a l though fewer t han  seven names s t i l l  c o n s t i t u t e s  a  v a l i d  h i r i n g  l i s t .  

** P r i o r  t o  March 1981, a  s imple  ques t ionna i r e  was s e n t  t o  t h e  agencies  
with each h i r i n g  l is t .  The ques t ionna i r e  asked: "Was t h e  q u a l i t y  of 
t h e  ma jo r i t y  of app l i can t s :  [ ] Exce l l en t  [ S a t i s f a c t o r y  
[ j Below l e v e l  requi red ."  Agencies were asked t o  r e t u r n  t h e  
ques t ionna i r e  a long wi th  t h e  used h i r i n g  l ist ,  a l though t h i s  was no t  
always done. S ince  the  convers ion t o  a n  automated system i n  March 
1981, t he  ques t ion  i s  p r i n t e d  d i r e c t l y  on t h e  h i r i n g  l ist .  



Table 9 demonstrates t h a t  gene ra l ly  t h e  Div is ion  provides reques t ing  

agencies  wi th  s u f f i c i e n t  numbers of q u a l i f i e d  app l i can t s .  Only eleven 

percent  of personnel  r e q u i s i t i o n s  r equ i r e  a  supplemental l i s t ,  a  

s i g n i f i c a n t  improvement over  t h e  20 percent  r a t e  i n  October 1977, a s  c i t e d  

i n  a  1978 J o i n t  L e g i s l a t i v e  Budget Committee r e p o r t .  Of a l l  h i r i n g  l is ts ,  

75 percent  contained a t  l e a s t  seven c e r t i f i e d  a p p l i c a n t s ,  and 86 percent  

contained a t  l e a s t  fou r .  Only e i g h t  percent  of t h e  re turned  h i r i n g  l i s t  

ques t ionna i r e s  were r a t e d  a s  poor. 

The f o u r t h  i n d i c a t o r  of e f f e c t i v e n e s s  i s  an  A p r i l  1981 Auditor  General 

survey of a  random sample of S t a t e  s e r v i c e  supe rv i so r s  and managers. 

Respondents were asked t o  what ex ten t  o r  how o f t e n  the  fol lowing s tatement  

i s  t r u e :  

"Candidates r e f e r r e d  t o  me by t h e  Personnel  Divis ion 
meet t h e  minimum q u a l i f i c a t i o n s  needed f o r  t h e  job." 

Only those supervisors/managers who had p a r t i c i p a t e d  i n  a  h i r i n g  dec i s ion  

i n  t h e  l a s t  12 months were asked t o  respond t o  t h e  statement." Table 10 

summarizes t h e i r  responses.  

TABLE 10 

RESULTS OF AN AUDITOR GENERAL SURVEY OF 
SUPERV ISORS AND MANAGERS REGARDING THE QUALITY 

OF C AND1 DATES REFERRED BY THE DIVISION 

Respondents were asked how o f t e n  t h i s  s ta tement  i s  t rue :  
"Candidates r e f e r r e d  t o  me by t h e  Personnel  Div is ion  meet 
the  minimum q u a l i f i c a t i o n s  needed f o r  t he  job." 

Response Category 
Never Seldom Sometimes Usual ly Alwavs 

Resu l t s  
Number 1 15 6 5 117 2 6 

Percentage 0.4% 6.7% 2 9% 52 2% 11.6% 

* Nine hundred t h i r t y - s i x  supe rv i so r s  and managers rece ived  t h e  
ques t ionnai re .  Two hundred n ine ty- three  completed and re turned  the  
ques t ionna i r e ,  a  31 percent  response r a t e .  Of these  293, 224 
responded t o  t h e  s tatement .  



A s  Table 10 shows, 64 percent  of t h e  respondents  i nd ica t ed  t h a t  a p p l i c a n t s  

"usua l lyn  o r  "always" were q u a l i f i e d  f o r  t h e  pos i t i on .  Appendix I11 

summarizes t h e  responses t o  s e v e r a l  o t h e r  recru i tment - re la ted  ques t ions  

asked of supe rv i so r s  and managers. 

Too Few Q u a l i f i e d  A ~ ~ l i c a n t s  

f o r  Some Classes  

Although t h e  Div is ion  gene ra l ly  i s  succes s fu l  i n  a t t r a c t i n g  q u a l i f i e d  

a p p l i c a n t s ,  o u r  a n a l y s i s  i d e n t i f i e d  c l a s s e s  of p o s i t i o n s  which apparent ly  

a r e  d i f f i c u l t  t o  f i l l .  Some of t hese  a r e  r e l a t i v e l y  high-volume c l a s s e s  

i n  t h a t  t h e  S t a t e  h a s  s e v e r a l  openings i n  each of them every year.  

Table 11 l is ts  some of t hese  high-volume c l a s s e s  and t h e i r  a s soc i a t ed  

supplemental h i r i n g  l i s t  r a t e  f o r  t h e  per iod  March through December 1980. 

TABLE 11 

SUMMARY OF HIGH-VOLUME CLASSES AND THEIR 
ASSOCIATED SUPPLEMENTAL H I R I N G  LIST RATE* 

FOR THE PERIOD MARCH THROUGH DECEMBER 1980 

Class  T i t l e  

T o t a l  r e q u i s i t i o n s  and percentage 
average 

Data Entry Operator I1 
Data Entry Operator I11 
Sec re t a ry  I1 
Administrat ive Sec re t a ry  I 
Word Process ing  Equipment Operator I1 
Cashier I 
Licensed P r a c t i c a l  Nurse 
P s y c h i a t r i c  Licensed P r a c t i c a l  Nurse 
Building Maintenance Worker I1 
Nurse I1 
P s y c h i a t r i c  Nurse 
Program and P r o j e c t  S p e c i a l i s t  I1 
Teacher I n s t i t u t i o n a l  Program 

Number of 
Requ i s i t i ons  
March through 
December 1980 

Associated 
Supplemental 

H i r ing  
L i s t  Rate 

(percentage)  

* Only those  c l a s s e s  wi th  t e n  o r  more r e q u i s i t i o n s  and a  supplemental 
r a t e  of 20 percent  o r  h ighe r  a r e  l i s t e d  i n  t h i s  t a b l e .  



Table 11 is  based on a n  a n a l y s i s  of r e q u i s i t i o n s  received between March 1 

and December 31, 1980. The supplemental h i r i n g  l is t  r a t e  f o r  each c l a s s  

l i s t e d  i n  Table 11 i s  we l l  above t h e  average r a t e  of e leven percent  f o r  

a l l  r e q u i s i t i o n s .  According t o  Div is ion  o f f i c i a l s ,  t he  supplemental 

h i r i n g  list r a t e  i s  probably t h e  most r e l i a b l e  i n d i c a t o r  of a 

d i f f i c u l t - t o - f i l l  c l a s s i f i c a t i o n . *  

Unable t o  Compete wi th  Other 

Employers f o r  Short-supply Groups 

P r i v a t e  s e c t o r  employers and non-State governmental j u r i s d i c t i o n s  i n  

Arizona have more a g r e s s i v e  recru i tment  programs t h a n  does DOA-Personnel, 

p a r t i c u l a r l y  f o r  prospec t ive  employees i n  short-supply occupat ional  groups. 

Audit  s t a f f  contac ted  t h e  s i x  l a r g e s t  Arizona c i t i e s ,  Maricopa County and 

s e v e r a l  l a r g e  Phoenix bus iness  f i rms  t o  determine t h e i r  normal recru i tment  

p r a c t i c e s ,  a s  we l l  a s  t h e i r  s p e c i a l  r e c r u i t i n g  a c t i v i t i e s  f o r  short-supply 

occupat ional  a r eas .  Table 12 compares t h e  a d v e r t i s i n g  budget f o r  job 

vacancies  of t h e  Div is ion  wi th  those  of Phoenix, Tucson, Mesa, Tempe, 

Glendale, S c o t t s d a l e  and Maricopa County. 

* Analyses of the  second and t h i r d  i n d i c a t o r s  revealed a d d i t i o n a l  
c l a s s e s  which may have recru i tment  problems. The a n a l y s i s  r e s u l t s  a r e  
presented i n  Appendix V I I  . The gene ra l  o f f i c e  group and 
nursing/ therapy s e r i e s  appeared most f r equen t ly  a s  h a r d - t o - f i l l  i n  t h e  
t h r e e  k inds  of a n a l y s i s .  Other c l a s s e s  may have recrui tment  problems 
bu t  f a i l  t o  appear  i n  Table 11 o r  Appendix V I I  because they  d id  not  
have enough openings t o  q u a l i f y  f o r  ana lys i s .  
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A s  revea led  i n  Table 12,  t h e  Div is ion  has  t h e  sma l l e s t  a d v e r t i s i n g  budget 

of t h e  e i g h t  governmental j u r i s d i c t i o n s  shown, based on t h e  number of job 

openings f i l l e d  through o u t s i d e  recrui tment .  The next  sma l l e s t  

recru i tment  budget p e r  job opening (phoenix) i s  more t h a n  twice the  

Div is ion '  s. 

The c i t i e s  of Mesa and S c o t t s d a l e  c o n t r a c t  wi th  a p ro fe s s iona l  a d v e r t i s i n g  

agency to :  I) research  occupat iona l  markets,  2 )  determine where t h e  bes t  

recrui tment  o p p o r t u n i t i e s  a r e  f o r  p a r t i c u l a r  k inds  of short-supply s k i l l s ,  

and 3)  des ign  and p l ace  a d v e r t i s i n g  which w i l l  reach prospec t ive  

employees. O f f i c i a l s  i n  both c i t i e s  t o l d  a u d i t  s t a f f  t h a t  they  a r e  

s a t i s f i e d  wi th  t h e  r e s u l t s  of t h e i r  con t r ac t s .  

Nongovernmental employers a l s o  have more aggress ive  a d v e r t i s i n g  programs 

than  does t h e  S t a t e .  For example, t h e  fol lowing page con ta ins  a photocopy 

of s e v e r a l  adver t i sments  from t h e  same page of a n  Arizona newspaper da ted  

March 15 ,  1981. The d i f f e r e n c e  between t h e  D i v i s i o n ' s  small  advert isement  

a t  t h e  l e f t  of those  of va r ious  h o s p i t a l s  i s  s i g n i f i c a n t ,  p a r t i c u l a r l y  i n  

t h a t  each advert isement  i s  designed t o  r e c r u i t  nurses .  



( R e p r i n t e d  w i th  pe rmiss  ion  from t h e  Arizona Kepubl i c )  

iaing in the core of the odult 

FAMILY PRACTICE 

Are you interested in 

;;Ophthalmology . - flexible staff ing? 1 0  and 12 h;. shifts availa- 
ble on most units. 

' . today with our Nurse Recruiter , 0 Telemetry Unit - 2nd 8 3rd Shiftr 
ON CALL, ER, FAMILY '\, - #IKI O'KEEFFE, R.1. ;. 
PRACTICE & MED/SURG " 258-7373  EX^. 606 - - 0 SICU - 1st 8 2nd hik - 

7 p m..7 0.m. -tends. 0 Med-Surg Unit-Limited number on 
.. IstShift , : 
0. Medicol-Primory Nursing Unh-2,,d . 

B 3rd Shifts .. 

Part ond full time positions available 

PT 7.3 8 3-1 1 On-Call. on obove shifts. Prefer recent hospital 

Contact Our nurse Recruiter Sandy 
A1 st.w P n y n n *  01" Laaonte, 994-9616 11 2620. For additional information 

~ U I  w J I - r W  pn. 0 x 0 7  contact: 

HELEN MECHALSKE, RN, MSN 
NURSING OFFICE 

(602) 977-7211, Ext 302 

7400 E. OSBORN ROAD 
XOTTSDALE. ARIZONA 85251 
TELEPHONE: 994-9616 

HIGHER PAY RATES caUSurgical/Trauma ICU, Cardiovascu- 

' CHOICE OF SHIFTS, LOCATION, 

FULL OR PART-TIME WORK 

INSURANCE - COMPLETE COVERAGE 

VACATION PAY 

OVERTIME PAY, DIFFERENTIAL PAY 

REFERRAL BONUSES , 

MUCH MORE 

CALL US TODAY NURSE, Good Samaritan Hospital s: 
A N 0  WORK SMARTER! 1010 E. XlcDoweil Rd., Phoenir -fs. 
5251 N. 16th Street, Suite 707 

Phoenix. Arizona 86016 
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I n  a d d i t i o n  t o  using l a r g e r  adver t i sements ,  competing p r i v a t e  s e c t o r  

employers and o t h e r  s t a t e s  a l s o  u s e  o t h e r  recru i tment  methods f a r  more 

ex tens ive ly  than  t h e  Divis ion.  Audit  s t a f f  asked s e v e r a l  l a r g e  companies 

i n  t he  Phoenix a r e a  and t h e  personnel  departments of ad j acen t  s t a t e  

governments how they  r e c r u i t  employees i n  t h e  e l e c t r o n i c  d a t a  processing 

(EDP) ,  engineer ing ,  nurs ing  and s e c r e t a r i a l  f i e ld s . "  Some p r a c t i c e s  

i d e n t i f i e d  a r e  : 

1. Companies . with  numerous EDP and engineering p o s i t i o n s  send 

r e c r u i t e r s  t o  dozens of c o l l e g e s  a c r o s s  t h e  country twice  a  

year .  One f i rm sends a  r e c r u i t e r  t o  c i t i e s  having recent  l a y o f f s  

i n  t h e s e  occupat ions,  a f t e r  prepar ing  f o r  i n t e rv i ews  by p lac ing  

advance a d v e r t i s i n g  i n  c i t y  newspapers. 

2. Companies pay in t e rv i ew t r a v e l  and r e l o c a t i o n  c o s t s  t o  r e c r u i t  

out-of-State  persons. 

3. An Arizona h o s p i t a l  employs a  fu l l - t ime  r e c r u i t e r  and two 

a s s i s t a n t s  t o  h i r e  nurs ing  personnel  only. The r e c r u i t e r s  v i s i t  

Arizona nursing c o l l e g e s  and job f a i r s  i n  o t h e r  s t a t e s ,  where 

they  may h i r e  nu r ses  on t h e  spot .  The h o s p i t a l  a l s o  sends 

brochures t o  nursing c o l l e g e s  throughout t he  country. 

4 .  A l a r g e  Arizona bank has  a  fu l l - t ime  r e c r u i t e r  who v i s i t s  high 

schools  and voca t iona l  schools  t o  r e c r u i t  s e c r e t a r i a l / c l e r i c a l  

s tuden t s .  

5.  New Mexico and Nevada have used p ro fe s s iona l  a d v e r t i s i n g  agencies  

ex t ens ive ly ,  r epo r t ing  e x c e l l e n t  r e s u l t s .  

6. C a l i f o r n i a  r e c r u i t s  a c t i v e l y  on co l l ege  campuses and provides  a  

24-hour te lephone record ing  of job openings. 

* General ly  considered t o  be short-supply occupat iona l  f i e l d s  throughout 
i n d u s t r y  and government. 



7. Colorado and Wyoming have e s t a b l i s h e d  h ighe r  s a l a r i e s  f o r  

h a r d - t o - f i l l  c l a s s e s  than  t h e i r  s a l a r y  survey medians would 

i n d i c a t e ,  and s e v e r a l  s t a t e s  a r e  u s ing  f l e x i b l e  h i r i n g  s t e p s  f o r  

some job c l a s s e s .  

8. Nevada's s t a t e  agency o f f i c i a l s  have t h e  a u t h o r i t y  t o  t r a v e l  t o  

r e c r u i t  and t o  h i r e  a p p l i c a n t s  on t h e  spot .  

D r .  0. Glenn S t a h l ,  i n  h i s  textbook on pub l i c  personnel  admin i s t r a t i on ,  

l i s ts  t h e  fol lowing a s  t y p i c a l  of e n t e r p r i s i n g  r e c r u i t i n g  methods used by 

publ ic  agencies:  

"1. I n t e n s i v e  c u l t i v a t i o n  of newspaper, r ad io ,  and 
t e l e v i s i o n  o u t l e t s  f o r  news about  publ ic  job 
oppor tun i t i e s ,  u sua l ly  on a  ' p u b l i c  s e r v i c e '  b a s i s  
but  o f t e n  supplemented by imaginat ive pa id  
adve r t i s ing .  College and t r a d e  jou rna l s  a r e  a l s o  
u s e f u l  media. 

"2. Maintenance and use  of ex tens ive  mai l ing  l is ts  of 
schools ,  l a b o r  unions,  voca t iona l  counsel ing 
o f f i c e s ,  and p a r t i c u l a r l y  of organized 
occupzt iona l  g r o u p s - - p r ~ f e s s i ~ n a l ,  t e c h n i c a l ,  c r  
t rade-- including t h e i r  membership l ists,  where 
app ropr i a t e .  Depending on t h e  occupat ion,  t h e  
r e l evan t  o rgan iza t ions  o r  t h e i r  memberships a r e  
c i r c u l a r i z e d  wi th  a t t r a c t i v e  and informat ive  d a t a  
about job and c a r e e r  oppor tun i t i e s .  

"3. Invi t ing .  i n d i v i d u a l s  t o  s ~ e c i f v  t h e i r  voca t iona l  
i n t e r e s t s  f o r  f u t u r e  re ference .  When p o s i t i o n s  
open up, such express ions  (coded and recorded on 
e l e c t r o n i c  equipment) y i e l d  automatic  mai l ing  
lists f o r  d i s t r i b u t i o n ,  d i r e c t  t o  p o t e n t i a l  
a p p l i c a n t s ,  of in format ion  about examination and 
h i r i n g  procedure. 

"4. Carefu l  development of long-term i n s t i t u t i o n a l  
r e l a t i o n s h i p s  with t eache r s ,  e d i t o r s ,  i n f l u e n t i a l  
p ro fe s s iona l  men and women, and l a b o r  l eade r s .  

"5. P repa ra t ion  and s t r a t e g i c  d i s t r i b u t i o n  of 
w e l l - i l l u s t r a t e d  pamphlets, each on a  s epa ra t e  
occupat ion o r  p ro fe s s ion  i n  t h e  s e r v i c e  and t h e  
c a r e e r  p o s i b i l i t i e s  i t  o f f e r s .  



"6. For co l l ege - l eve l  p o s i t i o n s ,  p a r t i c u l a r l y  a t  
jun io r  en t rance  l e v e l ,  - a c a r e e r  d i r e c t o r y  l i k e  
t h a t  produced by t h e  U.S. C i v i l  Serv ice  
Commission. It indexes and i l l u s t r a t e s  
oppor tun i t i e s  by c o l l e g e  major a s  we l l  a s  by 
occupat ional  f i e l d  and emphasizes t h e  kind of work 
programs i n  which t h e  p o s i t i o n s  e x i s t .  This  i s  a 
va luable  t o o l  t o  have a v a i l a b l e  i n  l i b e r a l  numbers 
i n  u n i v e r s i t y  placement o f f i c e s .  

"7. Pe r iod ic  v i s i t s ,  d i sp l ays ,  and programs d i r e c t e d  
t o  co l l ege  campuses t c  i n t e r e s t  s t u d e n t s  i n  
government work. - 

"8. Maintaining dramatic and informat ive  e x h i b i t s  of 
government c a r e e r s  a t  conventions, s t a t e  f a i r s ,  
and s i m i l a r  assemblages where l a r g e  numbers of 
persons a r e  i n  a t tendance .  

"9. Holding 'open house' p e r i o d i c a l l y  i n  those  
agencies  which have func t ions  t h a t  lend themselves 
t o  pub l i c  display--whether i t  be t h e  l o c a l  
waterworks o r  a  space sc ience  labora tory .  

"10. Personal  l e t t e r s  t o  c o l l e g e  s e n i o r s  o r - h i g h  school  
s e n i o r s  i n  r e l evan t  i n s t i t u t i o n s .  

"11. Use of t o u r i s t  bureau ma te r i a l s - - co lo r fu l ,  
d e s c r i p t i v e  bookle ts  and maps--especially - f o r  
out-of-area prospects ."  ( ~ m p h a s i s  added) 

- 

Reasons f o r  Lack of  Aggressive 

Recruitment Program 

According t o  our  a u d i t  review, s e v e r a l  reasons exp la in  t h e  l a c k  of  an  

aggress ive  recru i tment  program by DOA-Personnel: 1 )  workload inc reas ing  

f a s t e r  t han  s t a f f i n g  and funding l e v e l s ,  2 )  inadequate a n a l y s i s  of 

recrui tment  problems, and 3)  r e s t r i c t i o n s  i n  S t a t e  law. 

Comoarison of Workload Inc reases .  

S t a f f i n g  and Funding Levels  

Workload f o r  t h e  D i v i s i o n ' s  recrui tment  s t a f f  increased  s i g n i f i c a n t l y  from 

1978-79 t o  1979-80, a s  i nd ica t ed  by t h e  numbers of r e q u i s i t i o n s  received 

and a p p l i c a n t s  processed. Table 13 shows workload d a t a  f o r  f i s c a l  yea r  

1977-78 through 1980-81. 



TABLE 13 

RECRUI T E N T  WORKL OAD INDICATORS , 
FISCAL YEARS 19 77-78 THROUGH 1980-81 

Workload 
I n d i c a t o r  

1979-80 
Percentage 

Increase  
1977-78 1978-79 1979-80 over  1978-79 1980-81 

Number o f  
r e q u i s i t i o n s  
from agencies  . 6,937 7,500 8 ,151  9% 7,345 

Number of 
a p p l i c a t i o n s  
processed 60,659 61,000 80,636 3 2% 77,642 

Table 13 revea l s  t h a t  32 percent  more a p p l i c a t i o n s  were processed i n  

1979-80 than  i n  t h e  p r i o r  f i s c a l  year .  This  i nc rease  was handled without  

en l a rg ing  t h e  permanent recrui tment  s t a f f ,  a l though s e v e r a l  Fede ra l ly  

funded CETA p o s i t i o n s  were added. I n  1980-81, while  t h e  number of 

r e q u i s i t i o n s  dec l ined ,  t h e  number of job a p p l i c a t i o n s  remained n e a r  t he  

previous y e a r ' s  l e v e l .  Apprvxiruateiy i ~ a i f  iiie 12 ZETA posi t ior ls  ass igned  

t o  recru i tment  were vacant  dur ing  t h e  f i r s t  n ine  months of 1980-81, and 

a l l  CETA p o s i t i o n s  were e l imina ted  i n  A p r i l  1981. No new permanent 

p o s i t i o n s  were added t o  t h e  recru i tment  s t a f f  i n  f i s c a l  1980-81. 

Div is ion  o f f i c i a l s  c laim t h e s e  cond i t i ons  have precluded s t a f f  and funds 

a v a i l a b i l i t y  f o r  some of t h e  more aggres s ive  methods of  a t t r a c t i n g  

prospec t ive  employees. I n  f a c t ,  t h e  vacancies  i n  and eventua l  e l imina t ion  

of CETA p o s i t i o n s  caused Div is ion  o f f i c i a l s  t o  g r e a t l y  reduce te lephone 

a v a i l a b i l i t y  checks i n  f i s c a l  1980-81, d i r e c t l y  a f f e c t i n g  t h e  q u a l i t y  of 

h i r i n g  l ists.  

It should be noted t h a t  Div is ion  r eques t s  f o r  increased  a d v e r t i s i n g  

budgets f o r  f i s c a l  y e a r s  1980-81 and 1981-82 were denied by the  

Legis la ture .  For f i s c a l  y e a r  1981-82, t he  Div is ion  requested an  

a d v e r t i s i n g  budget i n c r e a s e  of $20,550, bu t  t h e  L e g i s l a t u r e  approved only 

an  i n f l a t i o n a r y  allowance i n c r e a s e  of $3,920, o r  t e n  percent  of t h e  f i s c a l  

1980-81 budget. 



Inadequate  Analysis  of 

Recruitment Problems 

DOA-Personnel's cu r r en t  recrui tment  program i s  based on an  inadequate  

management informat ion  system. The Div is ion  r e l i e s  p r imar i ly  on informal  

means t o  i d e n t i f y  h a r d - t o - f i l l  job c l a s s e s  and t o  eva lua t e  t he  r e s u l t s  of 

recrui tment  techniques.  Much documented d a t a  p r e s e n t l y  i s  c o l l e c t e d  by 

the  Div is ion  from o u t s i d e  sources  t h a t  could be used t o  i d e n t i f y  c l e a r l y  

t h e  n a t u r e  and e x t e n t  of recru i tment  problems. However, t h i s  d a t a  i s  not 

analyzed sys t ema t i ca l ly  t o  i d e n t i f y  h a r d - t o - f i l l  job c l a s s e s .  

For example, t h e  Div is ion  could r e p l i c a t e  ou r  a n a l y s i s  of t h e  recrui tment  

i n d i c a t o r s  shown i n  Tables  9 ,  10 and 11 and i n  Appendix 111. I n  a d d i t i o n ,  

t h e  Div is ion  could devise  a  means t o  determine t h e  number of app l i can t s  

generated by each recrui tment  method. 

I n  our  opinion,  the  Div is ion  could a l l o c a t e  i t s  e x i s t i n g  recru i tment  

resources  more e f f e c t i v e l y  i f  i t  had a  management informat ion  system t h a t  

c l e a r l y  i d e n t i f i e d  h a r d - t o - f i l l  job c l a s s e s  and allowed f o r  monitoring and 

eva lua t ing  o v e r a l l  e f f e c t i v e n e s s  of  s p e c i f i c  recru i tment  t a c t i c s .  

R e s t r i c t i o n s  i n  S t a t e  Law 

Arizona law p r o h i b i t s  a  S t a t e  agency from paying t r a v e l  and r e l a t e d  

expenses t o  persons who in t e rv i ew f o r  S t a t e  jobs.  A.R.S. $35-196.01 reads: 

"After  J u l y  1, 1978 no appropr ia ted  monies may be 
expended by any budget u n i t  f o r  t r a n s p o r t a t i o n  o r  o the r  
t r a v e l  expenses necessary f o r  br inging any person i n t o  
t h i s  s t a t e  who i s  no t  a  r e s iden t  of t h i s  s t a t e  f o r  a n  
in t e rv i ew f o r  ~ r o s ~ e c t i v e  em~lovment nor  f o r  
t r a n s p o r t a t i o n  o r  f o r  moving expenses f o r  any person 
newly employed o r  r e t a ined  un le s s  such monies a r e  
appropr ia ted  f o r  such s p e c i f i c  purposes." ( ~ m ~ h a s i s  
added) 



Divis ion  o f f i c i a l s  c laim out-of-State  r e c r u i t i n g  would be much more 

e f f e c t i v e  i f  a d v e r t i s i n g  could inc lude  a n  inducement t h a t  i n t e rv i ew c o s t s  

would be paid by t h e  S t a t e .  Such i s  a  f r equen t  p r a c t i c e  among l a r g e  

employers i n  t h e  p r i v a t e  s ec to r .  I n  a d d i t i o n ,  some companies a l s o  pay 

r e l o c a t i o n  c o s t s  f o r  s e l e c t e d  new employees. 

Recruitment Program A f f e c t s  

Q u a l i t y  of S t a t e  Government 

Documentation i s  no t  a v a i l a b l e  regard ing  t h e  number of we l l -qua l i f i ed  

prospec t ive  employees t h e  S t a t e  has  l o s t  t o  i t s  competi tors  because of 

t h e i r  more aggress ive  recru i tment  p r a c t i c e s .  However, a  reasonable 

conclusion,  e s p e c i a l l y  i n  t h e  competi t ive short-supply occupat iona l  

groups, i s  o f f e red  by D r .  S t a h l ,  who emphasizes t h a t  t h e  absence of a n  

aggress ive  recru i tment  program r e s u l t s  i n  l e s s - q u a l i f i e d  a p p l i c a n t s  f o r  a  

mer i t  employment system: 

"A PIERIT SYSTEM does not  l i v e  up t o  i t s  name un le s s  i t  
p l ans  sys t ema t i ca l ly  t o  r ep l en i sh  i t s  manpower, u n l e s s  
the f i e l d  w i th in  which i t  may seek a p p l i c a n t s  i s  a s  
broad and u n f e t t e r e d  a s  p e s s i b l e ,  and u n l e s s  i t  uses  as 
modern and a s  aggress ive  recrui tment  methods a s  i t  can  
f i n d  o r  invent .  I f  t h e  manaower assessment and 
recrui tment  program does no t  reach ou t  and a t t r a c t  t h e  
bes t  minds and s k i l l s  t o  apply f o r  employment, t hen  t h e  
r e s t  of the  s t a f f i n g  process  c o n s i s t s  merely of a  
s o r t i n g  out  among t h e  mediocre and t h e  ill qua l i f i ed . "  
(Emphasis added) 

Ten thousand new employees (6,000 permanent fu l l - t ime ,  4,000 par t - t ime o r  

seasonal )  h i r e d  f o r  S t a t e  s e r v i c e  i n  f i s c a l  y e a r  1981-82 w i l l  be paid 

approximately $100,000,000 during t h e i r  f i r s t  year .  Assuming t h a t  t h e  

q u a l i t y  of new employees a f f e c t s  p r o d u c t i v i t y ,  t hen  even a modest 

improvement i n  t he  q u a l i t y  of t hese  employees could t r a n s l a t e  i n t o  a  

s i g n i f i c a n t  i n c r e a s e  i n  p roduc t iv i ty .  An a d d i t i o n a l  e f f e c t  of recru i tment  

d i f f i c u l t i e s  occurs  when p o s i t i o n s  remain vacant ,  causing d i s r u p t i o n s  and 

de l ays  i n  agency programs o r  s e rv i ces .  



Soec ia l  Recruitment P r a c t i c e s  

Have Been Tried on a  Limited Bas is  

The Div is ion  has attempted s u c c e s s f u l l y  s e v e r a l  s p e c i a l  recru i tment  

e f f o r t s  t o  a t t r a c t  more q u a l i f i e d  a p p l i c a n t s  f o r  some of t h e  h a r d - t o - f i l l  

job c l a s s e s .  These s p e c i a l  recru i tment  e f f o r t s  inc lude :  

1. C l a s s i f i c a t i o n  adjustments  and h i r i n g  a t  advanced s t e p s  i n  the  

pay grade;  

2 .  Immediate t e s t i n g  and/or r e f e r r a l  of a p p l i c a n t s  ( such  a s  

automated records  c l e r k s ,  d a t a  e n t r y  ope ra to r s ,  nu r se s  and EDP 

programmers/analyst s) t o  reques t ing  agencies ;  

3. Limited s t a f f  v i s i t s  t o  t e c h n i c a l  schools  and community c o l l e g e s  

t o  t a l k  with s t u d e n t s  of s e l e c t e d  s k i l l s ;  

4 .  A p roduc t iv i ty  i n c e n t i v e  p l an  f o r  d a t a  e n t r y  opera tors ;  

5. Promotion of some h a r d - t o - f i l l  jobs through r a d i o  and TV publ ic  

s e r v i c e  announcements; and 

6. Occasional u se  of a  p ro fe s s iona l  a d v e r t i s i n g  f i rm f o r  advice  

regard ing  p a r t i c u l a r  job openings. 

I n  a d d i t i o n ,  i n  June 1980, t h e  Personnel  Board gave t h e  a s s i s t a n t  

d i r e c t o r ,  DOA-Personnel, a u t h o r i t y  t o  waive Board recru i tment  r u l e s  f o r  

h a r d - t o - f i l l  c lasses ."  This  waiver has  been app l i ed  t o  va r ious  nursing 

c l a s s e s  i n  t h a t  a n  agency now can h i r e  a n  a p p l i c a n t  f o r  one of  t hese  

p o s i t i o n s  without in te rv iewing  every person on t h e  h i r i n g  l ist .  

According t o  DOA-Personnel managers, a p p l i c a t i o n  of  t h e  s p e c i a l  p r a c t i c e s  

has  been e f f e c t i v e ,  bu t  t h e  Div is ion  cannot apply these  methods more o f t e n  

because of l i m i t e d  s t a f f  resources.  In s t ead ,  they  have r e l i e d  on 

t r a d i t i o n a l  methods of seeking employees through advert isements ,  l o c a l  

newspapers and pos t ing  job announcements a t  pub l i c  l o c a t i o n s  throughout 

t he  S t a t e .  

* Adopted a s  an  emergency measure i n  June 1980. I n  December 1980 the  
r u l e  was adopted formal ly  by t h e  Board. 



CONCLUSION 

DOA-Personnel succes s fu l ly  r e c r u i t s  s u f f i c i e n t  numbers of q u a l i f i e d  

a p p l i c a n t s  f o r  most S t a t e  s e r v i c e  jobs.  However, a  number of job 

c l a s s e s  - p a r t i c u l a r l y  those i n  short-supply occupat iona l  groups - a r e  

d i f f i c u l t  t o  f i l l .  The Div is ion  conducts a  l a r g e l y  pass ive  recru i tment  

program a s  compared t o  those  of nongovernmental employers and o t h e r  

governmental j u r i s d i c t i o n s  i n  Arizona. Unless  more aggress ive  recru i tment  

methods a r e  used, the  S t a t e  w i l l  cont inue t o  compete a t  a  disadvantage i n  

a t t r a c t i n g  q u a l i f i e d  a p p l i c a n t s  f o r  p o s i t i o n s  i n  short-supply occupat iona l  

groups. A s  a  r e s u l t ,  t h e  S t a t e  may be a t t r a c t i n g  l e s s - q u a l i f i e d  

a p p l i c a n t s  f o r  h a r d - t o - f i l l  c l a s se s .  

REC OMJD3NDATI ONS 

Considerat ion should be g iven  t h e  fol lowing recommendations: 

1. The Divis ion  improve i t s  management informat ion  system regarding 

recrui tment  a c t i v i t i e s  i n  o rde r  t o  determine p e r i o d i c a l l y :  

a.  Which employment c l a s s e s  need s p e c i a l  recru i tment  methods, and 

b. How e f f e c t i v e  s p e c i f i c  recrui tment  t a c t i c s  a r e  i n  a t t r a c t i n g  

q u a l i f i e d  app l i can t s .  

2 .  The Div is ion  f u l l y  u t i l i z e  oppor tun i t i e s  f o r  f r e e  pub l i c  s e r v i c e  

announcements on r ad io  and t e l e v i s i o n  t o  promote 

d i f f i c u l t - t o - f  ill job openings. 

The Div is ion ,  i n  conjunct ion  wi th  app ropr i a t e  S t a t e  agencies ,  

t ake  the  fol lowing s t e p s  t o  r e c r u i t  f o r  openings i n  short-supply 

occupat ional  groups: 

a .  Inc rease  t h e  r e c r u i t i n g  of i n d i v i d u a l s  a t  t e c h n i c a l  schools  

and c o l l e g e s  and develop S t a t e  agency employees a s  par t- t ime 

r e c r u i t e r s .  

b. Publ i sh  recru i tment  brochures  desc r ib ing  career /promotional  

oppor tun i t i e s  a v a i l a b l e  i n  S t a t e  s e rv i ce .  

c .  E s t a b l i s h  i n t e r n s h i p  programs which w i l l  be a t t r a c t i v e  t o  

s t u d e n t s  of short-supply occupations. 

d. U t i l i z e  immediate t e s t i n g  and r e f e r r a l  procedures more o f t e n  

f o r  h a r d - t o - f i l l  c l a s s e s .  



4.  The Div is ion  use  t h e  e x p e r t i s e  of p ro fe s s iona l  a d v e r t i s i n g  

agencies  more o f t e n  f o r  h a r d - t o - f i l l  job c l a s s e s .  

5. The L e g i s l a t u r e  cons ider :  

a. Inc reas ing  DOA-Personnel funding f o r  a d v e r t i s i n g  job 

openings, and 

b. Revising A.R.S. $35-196.01 t o  al low t h e  S t a t e  t o  pay 

in t e rv i ew expenses of out-of-State  candida tes  f o r  s e l ec t ed  

hard-to-f ill c l a s s e s .  



FINDING I11 

REDUCING REQUISITION CANCELATIONS WILL ELIMINATE UNPRODUCTIVE WORK FOR THE 

PERSONNEL DIVISION. 

Many personnel  r e q u i s i t i o n s  received by the  Div is ion  a r e  canceled by 

reques t ing  agencies  a f t e r  t h e  recru i tment  process  has  begun, I n  1980, t h e  

percentage of r e q u i s i t i o n  cance la t ions  was v i r t u a l l y  t h e  same a s  t h e  

percentage i n  1972, when r e q u i s i t i o n  cance la t ions  were s i m i l a r l y  

i d e n t i f i e d  a s  a problem. Canceled r e q u i s i t i o n s  genera te :  1 )  a 

s u b s t a n t i a l  amount of nonproductive work, and 2 )  s i g n i f i c a n t  pub l i c  

r e l a t i o n s  problems f o r  t h e  Divis ion.  Although the  Div is ion  has  addressed 

some of  t h e  causes f o r  r e q u i s i t i o n  cance la t ions ,  a f u r t h e r  r educ t ion  i n  

the percentage of cance la t ions  i s  u n l i k e l y  un le s s  t h e  Div is ion  c o l l e c t s  

and ana lyzes  d a t a  regarding t h e  sources  of  and reasons f o r  cance la t ions .  

Reau i s i t i on  Cancelat ions 

Remain a P e r s i s t e n t  Problem 

When a S t a t e  agency wants t o  f i l l  p o s i t i o n s  through ou t s ide  recru i tment ,  

i t  sends a r e q u i s i t i o n  t o  t h e  Div is ion  i n d i c a t i n g  t h e  c l a s s  and number of 

p o s i t i o n s  t o  be f i l l e d .  The r e q u i s i t i o n  form s t a r t s  t h e  recru i tment  

process.  



Between March 1 and December 31, 1980, approximately 16 percent  (744 of 

4,732) of the  r e q u i s i t i o n s  received by t h e  Div is ion  u l t i m a t e l y  were 

canceled." This  16 percent  cance la t ion  r a t e  i s  s l i g h t l y  lower than  the  

r a t e  of 19 percent  f o r  t h e  period J u l y  through November 1977, a s  

determined by t h e  J o i n t  L e g i s l a t i v e  Budget Committee (JLBC) s t a f f ,  and i s  

wi th in  t h e  range of a  15 t o  20 percent  r a t e  est imated by Arthur  Young and 

Company** i n  a  1973 s tudy  covering f i s c a l  y e a r  1971-72. C lea r ly ,  

cance la t ions  have been a  p e r s i s t e n t  problem f o r  t h e  Divis ion,  and l i t t l e  

improvement has  been made s i n c e  t h e  problem f i r s t  was i d e n t i f i e d .  

Generates Nonproductive Work 

A 16 percent  cance la t ion  r a t e  r e p r e s e n t s  a  s u b s t a n t i a l  amount of 

u n u t i l i z e d  work. Most of t h e  canceled r e q u i s i t i o n s  a r e  not  canceled u n t i l  

a f t e r  the  Personnel  Div is ion  has  prepared h i r i n g  l i s ts  (con ta in ing  names 

of c e r t i f i e d  a p p l i c a n t s )  and h a s  s e n t  them t o  t h e  reques t ing  agencies .  

Of 4,732 r e q u i s i t i o n s  rece ived  by t h e  Div is ion  between March 1 and 

December 31, 1980, 15.7 pe rcen t  (744) were canceled. Table 14 shows what 

po r t ion  of t hese  cance la t ions  occurred a f t e r  h i r i n g  l is ts  had been 

compiled f o r  t h e  reques t ing  agencies .  

* Many r e q u i s i t i o n s  i n s t r u c t  t h e  Div is ion  t o  r e c r u i t  f o r  two o r  more 
p o s i t i o n s  i n  t h e  same c l a s s .  I n  ou r  a n a l y s i s  a  r e q u i s i t i o n  was 
counted a s  a  cance la t ion  only i f  - a l l  p o s i t i o n s  requested were 
canceled. 

** Arthur  Young and Company i s  a n  i n t e r n a t i o n a l  c e r t i f i e d  pub l i c  
accounting f i rm.  Its 1973 s tudy  was commissioned by t h e  J L E .  



TABLE 14 

CANCELATI ON OF REQUISITIONS RECEIVED BETWEEN 
MARCH 1 AND DECEMBER 31, 1980 

Reau i s i t i ons  Canceled - 744 

Involving new ou t s ide  recru i tment  
Involving e x i s t i n g  r e g i s t e r s  
Unknown 

T o t a l s  

Before H i r ing  Af t e r  Hi r ing  
L i s t  Sent  L i s t  Sent  

9  1 145 

Percentage of t o t a l  cance la t ions  a % 

A s  shown i n  Table 14 ,  507 ( o r  68 percent  of t h e  744) cance la t ions  were 

made a f t e r  t h e  Div is ion  prepared h i r i n g  lists and s e n t  them t o  the  

reques t ing  agencies .  I n  t he  cases  involv ing  o u t s i d e  recru i tment ,  t he  

Divis ion had performed t h e  fol lowing t a s k s :  1 )  prepared and d i s t r i b u t e d  

a d v e r t i s i n g  m a t e r i a l s ,  2 )  received and evaluated a p p l i c a t i o n s ,  

3 )  administered and scored t e s t s ,  a s  app ropr i a t e ,  4 )  n o t i f i e d  a p p l i c a n t s  

of s co res ,  and 5 )  compiled and sen t  t o  t he  agencies  l is ts  of c e r t i f i e d  

app l i can t s  ( g e n e r a l l y  known a s  h i r i n g  l i s t s ) .  We e s t ima te  t h a t  during 

1980 the  equivalent  of approximately f o u r  f u l l - t i m e  p o s i t i o n s  was devoted 

t o  canceled r e q u i s i t i o n s .  

Canceled Requ i s i t i ons  Cause 

Publ ic  Re la t ions  Problems 

According t o  Div is ion  o f f i c i a l s ,  canceled r e q u i s i t i o n s  c r e a t e  a  pub l i c  

r e l a t i o n s  problem f o r  t h e  S t a t e .  Canceled r e q u i s i t i o n s  i n  1980 need le s s ly  

generated an  est imated 3,700 appl ica t ions .*  Th i s  no t  only r e p r e s e n t s  a  

waste of t ime f o r  those  persons who app l i ed ,  but  unduly r a i s e d  t h e i r  hopes 

f o r  employment. 

* I n  the  period July-December 1980 the  Div is ion  received 3,323 
r e q u i s i t i o n s  and 43,928 a p p l i c a t i o n s ,  a n  average of 13 a p p l i c a t i o n s  
f o r  each r e q u i s i t i o n .  Canceled r e q u i s i t i o n s  from March through 
December 1980 involv ing  o u t s i d e  recrui tment  t o t a l e d  236. Applied on a  
12-month b a s i s ,  the canceled r e q u i s i t i o n s  could represent  a s  many a s  
3,682 needless  app l i ca t ions .  



Various Reasons f o r  Cancelat ions 

Divis ion o f f i c i a l s  i d e n t i f i e d  t h e  fol lowing reasons  f o r  r e q u i s i t i o n  

cance la t ions :  

1. An agency u l t i m a t e l y  may f i l l  a  p o s i t i o n  wi th  a  s t a f f  member 

through i n t e r n a l  promotion, even though t h e  Div is ion  was asked t o  

perform ou t s ide  recrui tment  a t  t h e  same time. The agency then  

cance l s  t h e  r e q u i s i t i o n .  

2. A S t a t e  employee may l e a r n  about a  vacancy through a  D iv i s ion  job 

announcement, d i scuss  t h e  job wi th  t h e  h i r i n g  supe rv i so r  and 

nego t i a t e  a  t r a n s f e r  t o  t h e  pos i t i on .  The supe rv i so r  then  

cance l s  t h e  r e q u i s i t i o n .  

3 .  Outside recrui tment  may not  l o c a t e  a  candida te  s u p e r i o r  t o  one of 

a n  agency 's  own employees, and i t  may dec ide  t o  promote a  cu r r en t  

s t a f f  member. 

4. An employee who has  announced h i s  re t i rement  o r  r e s i g n a t i o n  may 

change h i s  mind, thereby negat ing  t h e  need t o  f i n d  a  replacement. 

5.  Agency management may withdraw a  r e q u i s i t i o n  pending t h e  r e s u l t s  

of a  r e c l a s s i f i c a t i o n  review concerning t h e  vacant  pos i t i on .  

6 .  Unexpected budget c u t s  ( s t a t e  o r  ~ e d e r a l )  may f o r c e  withdrawal of 

a  r e q u i s i t i o n .  

Other poss ib l e  reasons a r e  not  documented i n  t h e  d a t a  c o l l e c t e d  by the  

Division. 



I n  a  December 1977 memorandum, t h e  Div is ion  informed S t a t e  agency 

d i r e c t o r s  of po l i cy  r e s t r i c t i o n s  intended t o  curb t h e  number of 

cance la t ions  caused by t r a n s f e r s  and i n t e r n a l  promotions. Div is ion  

a n a l y s t s  assigned t o  t h e  agencies  were charged with implementing t h e s e  

r e s t r i c t i o n s .  Although these  a c t i o n s  may have con t r ibu ted  t o  t h e  t h r e e  

percent  reduct ion  i n  t he  cance la t ion  r a t e  between 1977 and 1980 (from 19 

percent  t o  16 p e r c e n t ) ,  t h e r e  i s  no documentation t o  confirm t h a t  theory ,  

nor has  t he  Div is ion  compiled d a t a  t o  a s s e s s  t h e  impact of o t h e r  a c t i o n s  

i t  has  taken t o  reduce t h e  cance la t ion  r a t e .  

Fur ther  Reduction i n  Cance la t ion  

Rate May Be Poss ib l e  

Fur ther  r educ t ion  of t h e  cance la t ion  r a t e  would reduce t h e  D i v i s i o n ' s  

workload, bu t  such reduct ions  a r e  u n l i k e l y  u n l e s s  t h e  Div is ion  c o l l e c t s  

and analyzes d a t a  regarding the  sources  and reasons f o r  cance la t ions .  By 

ga ther ing  such informat ion ,  t h e  Div is ion  could: 1 )  i d e n t i f y  t h e  numbers 

of and reasons f o r  cance la t ions  by each S t a t e  agency, 2 )  t ake  s t e p s  t o  

reso lve  s p e c i f i c  problems, and 3)  monitor t h e  impact of those  ac t ions .  

A minor r e v i s i o n  i n  a n  e x i s t i n g  information system i n  t h e  Div is ion  may 

s a t i s f y  t h i s  need. The r e q u i s i t i o n  o r  h i r i n g  l is t  forms could be modified 

s l i g h t l y  t o  reques t  agencies  t o  no te  reasons f o r  cance la t ions .  The 

reasons could be en tered  i n t o  t h e  ~ i v i s i o n ' s  word processor  a long  with 

o t h e r  d a t a  now recorded about r e q u i s i t i o n s .  With such automated means of 

recording and processing t h e  cance la t ion  d a t a ,  minimal a d d i t i o n a l  s t a f f  

t ime would be requi red  t o  i d e n t i f y  and analyze s p e c i f i c  problem a reas .  

C ONCLUSI ON 

High numbers of canceled r e q u i s i t i o n s  cont inue t o  waste Personnel  Div is ion  

recrui tment  s t a f f  resources.  Canceled r e q u i s i t i o n s  account f o r  a  

s u b s t a n t i a l  p o r t i o n  of t h e  recru i tment  workload and c r e a t e  pub l i c  

r e l a t i o n s  problems. Since 1972, t h e  o v e r a l l  cance l a t ion  r a t e  has  remained 

v i r t u a l l y  t h e  same. The D i v i s i o n ' s  a b i l i t y  t o  reduce t h e  cance la t ion  r a t e  

i s  hampered by inadequate  d a t a  regard ing  t h e  sources  of and reasons f o r  

canceled r e q u i s i t i o n s .  



RECOMMENDATIONS 

Considerat ion should be g iven  t o  t h e  fol lowing recommendations: 

1. The Divis ion  develop a n  informat ion  system which w i l l  a l low 

c o l l e c t i o n  and a n a l y s i s  of d a t a  on a  continuous b a s i s  regard ing  

t h e  sources  of and reasons f o r  cance la t ions .  An adequate  system 

can be developed by using e x i s t i n g  equipment and modifying 

c u r r e n t  forms. 

2.  Based on such a n a l y s i s ,  t he  Div is ion  i d e n t i f y  those agencies  wi th  

excess ive  cance la t ion  r a t e s ,  determine t h e  causes  f o r  such 

cance la t ions  and i n i t i a t e  c o r r e c t i v e  ac t ion .  

3 .  The Divis ion  monitor t h e  impact of c o r r e c t i v e  a c t i o n s  by 

cont inuing t o  c o l l e c t  and anaylze cance la t ion  da ta .  



FINDING I V  

ILL-DEFINED T R A I N I N G  ROLES I M P A I R  THE PERSONNEL DIVISION ' S A B I L I T Y  TO 

IMPROVE STATE EMPLOYEES ' PRODUCTIVITY. 

According t o  Personnel  Board r u l e s ,  t h e  a s s i s t a n t  d i r e c t o r  of 

DOA-Personnel must a s s i s t  and cooperate  with agencies  t o  improve t h e i r  

t r a i n i n g  programs. However, Div is ion  e f f o r t s  t o  coord ina te  and promote 

t r a i n i n g  have f luc tua t ed  widely over  t h e  p a s t  s i x  years .  

The D i v i s i o n ' s  t r a i n i n g  program rece ived  s u b s t a n t i a l  emphasis i n  f i s c a l  

y e a r s  1975-76 and 1980-81; however, i n  i n t e rven ing  y e a r s  t h e  Divis ion 

undertook only a  few, i s o l a t e d  coord ina t ive  a c t i v i t i e s  and provided 

r e l a t i v e l y  l i t t l e  t e c h n i c a l  a s s i s t a n c e  t o  o t h e r  agencies .  I n  t h e  absence 

of cons i s t en t  Div is ion  d i r e c t i o n ,  S t a t e  agencies  continued t o  develop and 

conduct independent ly t h e i r  own t r a i n i n g  programs o r  developed no programs 

a t  a l l .  A s  a  r e s u l t ,  t h e r e  i s  1 )  a  wide d i s p a r i t y  among agencies  i n  

t r a i n i n g  oppor tun i t i e s  a v a i l a b l e  t o  employees, and 2 )  a  p o t e n t i a l  f o r  

d u p l i c a t e  t r a i n i n g  programs. Th i s  s i t u a t i o n  appears  t o  be because of 

1 )  t h e  l a c k  of c l e a r l y  defined t r a i n i n g  r o l e s ,  i n  s t a t u t e s  o r  Board r u l e s ,  

e i t h e r  f o r  t he  Div is ion  o r  S t a t e  agencies  and 2 )  a n  i n c o n s i s t e n t  

commitment of funds by t h e  Div is ion  f o r  t r a i n i n g  programs. 

I l l - d e f i n e d  S t a t u t e s  and Board Rules 

Regarding t h e  D i v i s i o n ' s  Tra in ing  R e s p o n s i b i l i t i e s  

S t a t u t e s  provide l i t t l e  d i r e c t i o n  concerning in - se rv i ce  t r a i n i n g  f o r  S t a t e  

employees. A.R.S. $41-783 s t a t e s  t h a t  Personnel  Board r u l e s  s h a l l  inc lude :  

"18. Development and ope ra t ion  of programs t o  
improve t h e  work e f f ec t iveness  and morale of employees 
i n  t h e  s t a t e  s e r v i c e ,  i nc lud ing  t h e  development of 
i n - se rv i ce  t r a i n i n g  programs. " 



While cu r r en t  laws do no t  mention e x p l i c i t  t r a i n i n g  r e s p o n s i b i l i t i e s  f o r  

DOA-Personnel, Board r u l e s  do d e f i n e  some r e s p o n s i b i l i t i e s .  R2-5-02.E 

s t a t e s  t h a t  a  duty of t he  a s s i s t a n t  d i r e c t o r  of t he  Div is ion  i s  t o  develop 

s t a f f  t r a i n i n g  programs : 

"6. To develop,  i n  coopera t ion  with appoin t ing  
a u t h o r i t i e s  and o t h e r s ,  t r a i n i n g ,  educa t iona l ,  and 
s t a f f  development programs on a n  equal  oppor tuni ty  
b a s i s  f o r  employees i n  agencies  covered by t h e s e  Rules." 

R2-5-02.G provides t he  a s s i s t a n t  d i r e c t o r  wi th  more s p e c i f i c  d u t i e s :  

"G.  Programs f o r  employee development: 
"1. The A s s i s t a n t  D i rec to r  s h a l l  cooperate  with 

agency heads i n  developing and promoting programs f o r  
employee t r a i n i n g ,  s a f e t y ,  morale, work mot iva t ion ,  
h e a l t h ,  re t i rement  counsel ing,  and welfare .  

"2. The Ass i s t an t  D i rec to r  s h a l l  a s s i s t  agencies  
- 

i n  determining needs f o r  employee development. 
"3. The Ass i s t an t  D i rec to r  s h a l l  develop and 

conduct i n t e r d e ~ a r t m e n t a l  Drograms: s h a l l  a s s i s t  with 
planning and conducting employee development programs 
f o r  i n d i v i d u a l  departments;  and s h a l l  a s s i s t  agencies  
i n  eva lua t ing  t r a i n i n g .  

"4.  he ~ s s i s t a n t  D i rec to r  s h a l l  provide advice  
and counsel  on employee development a s  requested by t h e  
agencies .  

"5. The Ass i s t an t  D i rec to r  s h a l l  e s t a b l i s h  
working r e l a t i o n s  wi th  educa t iona l  i n s t i t u t i o n s  
regard ing  employee development and cont inuing  educat ion 
programs f o r  both present  and p o t e n t i a l  S t a t e  employees. - - 

"6. The ~ s s i s t a n t  ~ i r e c t o r  s h a l l  keep records  on 
t r a i n i n g  equipment, f a c i l i t i e s ,  budgets,  and t r a i n i n g  
~ e r s o n n e l  i n  S t a t e  Service." ( ~ m ~ h a s i s  added) 

The Board r u l e s  appear t o  d e f i n e  t h e  r o l e  of  t h e  Div is ion  a s  a  coord ina tor  

and provider  of t e c h n i c a l  a s s i s t a n c e  and in t e rdepa r tmen ta l  t r a i n i n g  

programs. 

Training E f f o r t s  Have Been 

Unstable and Minimal i n  Recent Years 

The Div is ion  has a  uneven h i s t o r y  of t r a i n i n g  a c t i v i t i e s  w i th in  t h e  scope 

of poss ib l e  a c t i v i t i e s  ou t l i ned  i n  Personnel  Board ru l e s .  Table 15 

summarizes t h e  D i v i s i o n ' s  t r a i n i n g  and employee development a c t i v i t i e s  f o r  

t h e  s ix-year  per iod 1975-76 through 1980-81. 



TABLE 15 

DOA-PERSONNEL TRAINING AND EPPLOYEE DEVELOPMENT ACTIVITIES, 
FISCAL YEARS 1975-76 THROUGH 1980-81 

Divis ion Duties  L i s t ed  i n  Board Rules 1975 -7-1978-79 1979-80 1980-81 
Conduct in te ragency  programs: 

- New-employee o r i e n t a t i o n  (monthly) X X X X X X 
- Prere t i rement  seminars X X X X X X 
- Performance planning and eva lua t ion  workshops 

f o r  superv isors  X X X * X X 
- ~ u ~ e r v i s o r ~ / m a n a ~ e m e n t  development X X+** 
- Others X** x*** 

Assist i n  developing and/or conducting programs f o r  
i n d i v i d u a l  agencies  ( o t h e r  than  shown above) 

Assist agencies  i n  determining needs f o r  employee 
development X X* 

Assist agencies  i n  eva lua t ing  t r a i n i n g  X 
Provide advice and counsel on employee development a s  

requested by agencies  X unknown------------------------------------------- 
Es tab l i sh /main ta in  working r e l a t i o n s h i p s  with educa t iona l  

i n s t i t u t i o n s  regarding cont inuing educat ion programs*"*** X X X X X X 
Inventory t r a i n i n g  resources and programs i n  agencies  X .  X 
cn 
W 

S t a f f i n g  and Funding Levels  
Ful l - t ime equivalent  p o s i t i o n s  involved i n  t r a i n i n g  

a c t i v i t i e s  7  0 1 1 3 8 
Divis ion  funds dedicated t o  t r a i n i n g  a c t i v i t i e s :  

- S t a t e  (es t imated)  $0 $20,000 $22,000 $60,000 $127,100 
- Federa l  0 $0 $ o $  0 $ 7,152 $ 73,500 

* Given t o  one agency only. 
** According t o  t h e  Div i s ion ' s  1975-76 Annual Report,  a d d i t i o n a l  courses  were 

provided r egu la r ly :  c h a r a c t e r i s t i c s  of product ive groups ; equal  employment and 
human r e l a t i o n s ;  insurance  seminars;  in te rv iewing  procedures; c l e r i c a l  l ab ;  work 
s i m p l i f i c a t i o n ;  e f f e c t i v e  communications; and management by ob jec t ives .  

*** Workshop f o r  hearing o f f i c e s .  
**** Severa l  modules of t h i s  program a l s o  a r e  of fe red  independently of t he  program a s  

a  whole. 
**** The Div i s ion ' s  only involvement i n  t h i s  program i s  t o  pub l i c i ze  t he  schedule of 

c l a s s e s  o f f e red  i n  t he  Capi to l  complex by t h e  u n i v e r s i t y  and co l leges .  



Table 15 demonstrates t h e  wide f l u c t u a t i o n  of Div is ion  resources  ( s t a f f  

and funds)  devoted t o  t r a i n i n g  a c t i v i t i e s  dur ing  t h e  s ix-year  per iod ended 

June 30, 1981. I t  should be noted t h a t  t h e  Div is ion  l a r g e l y  has neglected 

i t s  coord ina t ive  and t e c h n i c a l  a s s i s t a n c e  r e s p o n s i b i l i t i e s ,  which inc lude  

inventorying agency t r a i n i n g  resources  and programs, a s s i s t i n g  agencies  i n  

a s se s s ing  t r a i n i n g  needs and developing and eva lua t ing  agency-specific 

programs. Fu r the r ,  t h e  only a r e a s  i n  which t h e  Div is ion  has  demonstrated 

a cons is tency  i s  i n  conducting in t e rdepa r tmen ta l  programs and pub l i c i z ing  

t h e  cont inuing educa t ion  programs of t h e  u n i v e r s i t y  and co l l eges .  

In te rdepar tmenta l  programs, t o o ,  were l imi t ed  between f i s c a l  yea r s  1975-76 

and 1980-81. 

The emphasis of t he  D i v i s i o n ' s  t r a i n i n g  e f f o r t s  i n  f i s c a l  y e a r  1980-81 was 

on t h e  implementation of t h e  Management Development Program (MDP), 

pa t te rned  a f t e r  t he  c e r t i f i e d  pub l i c  manager program i n  the  s t a t e  of 

Georgia. Those who have received t h i s  t r a i n i n g  gene ra l ly  r a t e  i t  

favorably and, a s  of A p r i l  13 ,  1981, t he re  was a wai t ing  l ist  of employees 

who wish t o  p a r t i c i p a t e .  I n  o r d e r  t o  reach more employees, t h e  Divis ion 

has begun i d e n t i f y i n g  and approving agency i n s t r u c t o r s  who can d e l i v e r  t he  

t r a i n i n g  t o  employees w i t h i n  t h e i r  own agencies.  

I n  f i s c a l  yea r  1980-81 the  Div is ion  a l s o  designed a t ra ining-needs 

assessment survey ques t ionna i r e ,  which has been u t i l i z e d  by one l a r g e  

agency. The Div is ion  has  o f f e red  t o  provide t h e  ques t ionna i r e  t o  any 

S t a t e  agency and h e l p  p l an  a t r a i n i n g  program based on t h e  survey r e s u l t s .  

Agencies Develop Training 

Programs without  Div is ion  Guidance 

I n  t h e  absence of a s s i s t a n c e  o r  guidance from DOA-Personnel, each S t a t e  

agency e i t h e r  has  continued t o  develop i t s  own t r a i n i n g  and employee 

development programs o r  has  developed no programs a t  a l l .  A s  a r e s u l t ,  

t h e r e  i s  1) a wide d i s p a r i t y  among agencies  a s  t o  t r a i n i n g  and 

development o p p o r t u n i t i e s  a v a i l a b l e  t o  employees, and 2 )  a p o t e n t i a l  f o r  

c o s t l y  d u p l i c a t i o n  of t r a i n i n g  programs. 



Wide Di spa r i ty  i n  Oppor tuni t ies  

For S t a t e  Em~loyees 

A review of t h e  t r a i n i n g  programs i n  t he  e i g h t  l a r g e s t  S t a t e  s e r v i c e  

agencies  revealed s i g n i f i c a n t  d i f f e r e n c e s  i n  t h e  range and amount of 

t r a i n i n g  oppor tun i t i e s  a v a i l a b l e  t o  agencies '  employees. S t a t e  

Compensation Fund employees, and those  of  t h e  Department of Correc t ions  

( D O C ) ,  Department of Economic Secur i ty  (DES) and Department of 

Transpor ta t ion  (ADOT),  f o r  example, appear  t o  have g r e a t e r  oppor tun i t i e s  

through t r a i n i n g  t o  expand t h e i r  s k i l l s  and prepare f o r  c a r e e r  advancement 

t han  do employees i n  o t h e r  l a r g e  sgencies .  Table 16 summarizes t he  

t r a i n i n g  programs i n  t h e  e i g h t  l a r g e s t  S t a t e  s e r v i c e  agencies .  



SilX'ARY OF TRA1l'iI:IC PtiOZRAKS I N  
T r l E  EIGHT LAE(GEST STATE-SERVICE AGEiICIEG* 

Agency P r o e r c ~ : , ~ ~  
:iuZ.Lcr uf Fornt l l  E:nployee G e n e r i c  

Fd i l - t1 r .e  2,1ui- .~t i le~. t  U r i t  t e n  Deve lopaen t  S u p c r v i r ; o r y / l ~ a r ~ a i ~ c m e r i t  ~ k i l l ! j / G e n e r a l  T u i t i o n  R e i ~ ! b u r s e ~ i . ~ ~ t  
E::;>laycc~) ?9:,3-el** T r a i r i i n x  P o l i c y  P r o ~ : r t l n / C o u n o e l i ~ ~ ~  Development*** I n t e r e s t  C o u r s e s  P o l i c y  

ii u l O v ~  t i . i t i o : i  ar.: t i s r : s  

r c i a !  u r s c c e n t  f o r  
j o b - r u l t l t c d  cu i l r zc ;  

x 0 

Yes 

lu' o  1io p o l i c y  

:: t a t e  Cornpensat ion Fund Yes ( c o u n s e l i n g  
i d e n t i f i e s  Yes (3-day c o u r s e )  
s p e c i f i c  c o u r s e s )  

Yes 100% t u i t i o n  p a i d  i n  
advance  f o r  j o b - r e l a t e d  
c o u r s e s  

Depar tment  o f  Revenue N 0 No p o l i c y  

: ,epartment  o f  Hea l t h  
Services No (program 

b e i n g  d e s i g n e d )  
N o  100% t u i t i o n  

re imbursement  (maxinum 
$125) and up t o  $20 
i 'or books ;  j o b - r e l a t e d  
c o u r s e s  o n l y  

Yes Yes  ( l i m i t e d )  Y e s  ( a l s o  u s e s  

D i v i s i o n  p rogram)  

Yes Lepar tment  of  C o r r e c t i o n s  2 , 4 4 7  66-100% t u i t i o n  and 
books p a i d  i n  advance  
f o r  j o b  and 
c a r e e r - r e l a t e d  c o u r s e s  

Depar tment  o f  T r a n s p o r t a t i o n  3 , 2 4 0  Yes Yes  Yes 100% t u i t i o n  
re imbursement  (maximum 
$150) and u p  t o  $15 
f o r  books;  j o b - r e l a t e d  
c o u r s e s  o n l y  

E e p a r t m e n t  o f  Economic 
S e c u r i t y  

Yes Yes  Yes  ( n e a r l y  same a s  
~ i v i s i o n ' s )  

Yes 100% t u i t i o n  and books 
re imbursement  f o r  
j o b - r e l a t e d  c o u r s e s  

* 1)oes n o t  i n c l u d e  s p e c i f i c  , j o b - r e l a t e d  t r a i n i n a .  - - ** S o u r c e :  E x e c u t i v e  Budge t ,  1981-82. 
*** kwericids  wi t r iou t  ir:-house urograms ~ a r t i c i ~ a t e  i n  t h e  D i v i s i o n ' s  Droeram. - & - L " 

**** I n f o r ~ . l s t i o n  a p p l i e s  t o  t h e  Depar tment  a s  a  whole.  D i v i s i o n s  w i t h i n  DOA rnay 
have one  o r  more o f  t n e s e  e l e m e n t s .  



Table 16 r e v e a l s  s i g n i f i c a n t  d i f f e r e n c e s  among t h e  l i s t e d  agencies  i n  t h e  

a r e a s  of c a r e e r  counsel ing,  gene r i c  s k i l l s  t r a i n i n g ,  t u i t i o n  reimbursement 

and in-house superv isory  t r a i n i n g  programs. Of the  e i g h t  agencies ,  f o u r  

do not  have w r i t t e n  t r a i n i n g  p o l i c i e s ,  even though a u t h o r i t a t i v e  

l i t e r a t u r e  c i t e s  a  w r i t t e n  p o l i c y  a s  t he  b e s t  means of emphasizing and 

communicating wi th in  a n  o rgan iza t ion  t h e  purposes,  methods and 

r e s p o n s i b i l i t y  f o r  t r a i n i n g .  

New employees of t he  S t a t e  Compensation Fund r ece ive  formal c a r e e r  

counsel ing and,  i f  they  a r e  i n t e r e s t e d ,  a s s i s t a n c e  i n  o u t l i n i n g  a  c a r e e r  

development program which i d e n t i f i e s  s p e c i f i c  t r a i n i n g .  The Compensation 

Fund o f f e r s  i t s  own superv isory  t r a i n i n g  program, a s  we l l  a s  numerous 

gener ic  s k i l l / g e n e r a l  i n t e r e s t  courses  a v a i l a b l e  t o  superv isory  and 

nonsupervisory employees. Ca re fu l  records  a r e  maintained of t r a i n i n g  

completed by each employee. 

I n  f i s c a l  yea r  1980-81, DES e s t a b l i s h e d  an employee development program 

which s p e c i f i e s  t h a t  each nonmanagement employee w i l l  r ece ive  16 days of 

t r a i n i n g  over  a  two-year per iod i n  t h e  fol lowing s u b j e c t s :  o r g a n i z a t i o n a l  

team-building; communication s k i l l s ;  coping wi th  s t r e s s ;  c u l t u r a l  

awareness; bas i c  problem-solving; advanced problem-solving; i n t e r p e r s o n a l  

r e l a t i o n s h i p  s k i l l s ;  and management informat ion  systems. 

DOC has  a  w r i t t e n  t r a i n i n g  policy* which desc r ibes  t r a i n i n g  o b j e c t i v e s  f o r  

new employees, permanent-status employees and administrative/management 

s t a f f ;  i t  inc ludes  a  minimum number of  t r a i n i n g  hours  requi red  f o r  m e r i t  

i nc reases .  

I n  the  f a l l  of 1981 ADOT employees may a t t e n d  a  new c a r e e r  planning 

workshop on how t o  e s t a b l i s h  and achieve  c a r e e r  goa l s .  ADOT employees 

a l s o  may rece ive  i n d i v i d u a l  c a r e e r  counsel ing from Department s t a f f  on 

request .  Employee t r a i n i n g  h i s t o r y  d a t a  i s  maintained i n  computer f i l e s ,  

and employees a r e  o f f e red  courses  i n  s u b j e c t s  such a s  p u b l i c  con tac t ,  

publ ic  speaking and improvement of  s e c r e t a r i a l  s k i l l s .  

* Appendix VIII con ta ins  t he  po l i cy  and l is t  of courses  o f f e red  by t h e  
DOC t r a i n i n g  s t a f f .  



According t o  DOA-Personnel s t a f f ,  sma l l e r  agencies  r a r e l y  have s t a f f  

t r a i n i n g  resources  of t h e i r  own and may r e l y  on t h e  Div is ion  o r  o u t s i d e  

sources  f o r  t r a i n i n g  programs. Employees of sma l l e r  agencies  without 

in-house t r a i n i n g  s t a f f  t hus  appear  l e s s  l i k e l y  t o  have acces s  t o  t h e  

number o r  q u a l i t y  of  t r a i n i n g  programs t h a t  a r e  a v a i l a b l e  i n  l a r g e r  

agencies  and, t he re fo re ,  l e s s  career-growth opportuni ty.  

An Auditor  General survey of S t a t e  s e r v i c e  employees and 

supervi  sors/managers included s e v e r a l  ques t ions  r e l a t i n g  t o  employee 

development and t r a i n i n g .  Table 17 summarizes responses t o  two r e l a t e d  

quest ions.  



TABLE 17 

SUMMARY OF RESPONSES T O  T R A I N I N G  QUESTIONS I N  
A SURVEY OF STATE-SERVICE SUPERVISORS/NANAGERS AND EMPLOYEES 

Ques t ion  

Has your present  supe rv i so r ,  
manager o r  o t h e r  agency 
o f f i c i a l  discussed with you 
your c a r e e r  o r  promotional 
o p p o r t u n i t i e s  o r  t r a i n i n g  
needs? 

Is t h e  S t a t e  g iv ing  you a l l  t h e  
t r a i n i n g  you need?"** 

~ u ~ e r v i s o r s / ~ a n a g e r s *  Employees*" 
Percentage Percentage 

Yes - N 0 - Yes No Don't Know - - 

* 291 respondents.  
** 568 respondents.  *- Supervisors  and managers were not  asked t h i s  ques t ion .  



A s  shown i n  Table 17 most of t h e  supervisors/managers and employees 

surveyed s a i d  they  have not  had a n  oppor tuni ty  t o  d i s c u s s  t h e i r  c a r e e r  

p lans  o r  t r a i n i n g  needs with t h e i r  managers o r  o t h e r  agency o f f i c i a l s .  I n  

a d d i t i o n ,  a  s u b s t a n t i a l  p o r t i o n  of  t h e  surveyed employees answered t h a t  

t h e i r  t r a i n i n g  needs a r e  no t  being met. 

P o t e n t i a l  f o r  Dupl ica t ion  of Tra in ing  Programs 

Personnel  Board r u l e s  appear t o  d e f i n e  a  coo rd ina t ive  r o l e  f o r  t he  

Div is ion  i n  s t a f f  t r a i n i n g  programs. However, t h e  Div is ion  has  undertaken 

only a  few, i s o l a t e d  coord ina t ive  a c t i v i t i e s  s i n c e  f i s c a l  y e a r  1975-76. 

Fur ther ,  Div is ion  o f f i c i a l s  do not  know how much t r a i n i n g  i s  administered - 
i n  S t a t e  agencies  t h a t  could be provided o r  coordinated by t h e  Div is ion  on 

a Statewide bas i s .  F i n a l l y ,  t he  D iv i s ion ' s  c e n t r a l  records  do not  

document 1 )  t h e  courses  t h a t  a r e  taught  i n  each agency o r  2 )  t h e  amount 

of equipment, f a c i l i t i e s  o r  manpower wi th in  t h e  S t a t e  t h a t  a r e  dedica ted  

t o  t r a i n i n g .  

Such absence of c e n t r a l  coo rd ina t ion  c r e a t e s  a p o t e n t i a l  f o r  d u p l i c a t i o n  

of t r a i n i n g  programs among agencies .  ~ u ~ e r v i s o r ~ / m a n a g e m e n t  development 

t r a i n i n g  i s  a n  apparent example of such dup l i ca t ion .  DOA-Personnel has  a  

t r a i n i n g  program a v a i l a b l e  t o  supe rv i so r s  and managers i n  a l l  agencies .  

However, a s  of June 30, 1981, a t  l e a s t  t h r e e  of t he  l a r g e r  agencies  a l s o  

had t h e i r  own in-house t r a i n i n g  programs f o r  supe rv i so r s  and managers. 

According t o  t he  Div is ion  t r a i n i n g  coord ina tor ,  some agencies  have 

cont rac ted  wi th  ou t s ide  c o n s u l t a n t s  t o  provide supervisory/management 

t r a i n i n g  t o  t h e i r  employees while  o t h e r s  may be us ing  funds t o  develop and 

conduct t r a i n i n g  courses  which need le s s ly  d u p l i c a t e  courses  a l r eady  

a v a i l a b l e  e i t h e r  from the  Div is ion  o r  o t h e r  S t a t e  agencies .  



According t o  t h e  Div is ion  t r a i n i n g  coord ina tor ,  h e r  s t a f f  members could 

a s s i s t  agencies  i n  ob ta in ing  t h e  same t r a i n i n g  s e r v i c e s  a t  l e s s  c o s t  by 

providing: 1) some t r a i n i n g  d i r e c t l y ,  2 )  e x p e r t i s e  i n  developing and 

eva lua t ing  in-house programs, and 3)  a  c e n t r a l  source of in format ion  

regarding the  a v a i l a b i l i t y  and q u a l i t y  of workshops o f f e red  by o u t s i d e  

consul tan ts .  

The fol lowing example i l l u s t r a t e s  t he  ~ o t e n t i a l  b e n e f i t s  o f  a  S ta tewide  

coordinated t r a i n i n g  program. I n  1980, a n  employee of a  medium-sized 

agency a t  tended a  three-day management development workshop out-of-State ,  

c o s t i n g  h i s  agency more than  $1,000. The same employee l a t e r  a t tended  one 

of the  D i v i s i o n ' s  management development program workshops. According t o  

t h e  employee, t h e  D i v i s i o n ' s  workshop was b e t t e r  s u i t e d  t o  h i s  needs. 

S i g n i f i c a n t l y ,  the  only cos t  t o  h i s  agency was the  l o s s  of h i s  t ime on t h e  

job and $20 f o r  workshop ma te r i a l s .  

P re sen t ly  t h e  D i v i s i o n ' s  a b i l i t y  t o  func t ion  e f f e c t i v e l y  a s  a  coo rd ina to r  

of Statewide t r a i n i n g  r e l i e s  e n t i r e l y  on t h e  voluntary  coopera t ion  of each 

agency. Agencies a r e  n o t  requi red  by s t a t u t e  o r  Board r u l e  t o  r e p o r t  

t r a i n i n g  informat ion  t o  t h e  Div is ion  o r  t o  r eques t  t h e  D i v i s i o n ' s  

a s s i s t a n c e  f o r  t r a i n i n g  purposes. I n  December 1980 and January 1981 t h e  

t r a i n i n g  coord ina tor  requested ( f i r s t  ve rba l ly ,  t hen  i n  w r i t t e n  form) t h a t  

each major S t a t e  agency provide h e r  wi th  d a t a  on t r a i n i n g  courses  and 

equipment t o  f a c i l i t a t e  t h e  sha r ing  of equipment and courses  among 

agencies.  A s  of J u l y  1981, no t  one agency had responded. 

Causes f o r  I n c o n s i s t e n t  Tra in ing  E f f o r t  

The Div i s ion ' s  minimal and i n c o n s i s t e n t  t r a i n i n g  e f f o r t s  appear  t o  be 

r e l a t e d  to :  1 )  t h e  l a c k  of c l e a r l y  def ined  t r a i n i n g  r o l e s  f o r  t h e  

Divis ion and S t a t e  agencies  and 2 )  i n c o n s i s t e n t  funding f o r  DOA-Personnel 

t r a i n i n g  programs. 



Inadequate Role Def in i t i ons  

While S t a t e  law does not  s p e c i f y  t r a i n i n g  r e s p o n s i b i l i t i e s  f o r  t he  

Div is ion ,  Personnel  Board r u l e s  do impose s e v e r a l  coord ina t ing  o r  

a s s i s t i n g  d u t i e s .  However, S t a t e  agency t r a i n i n g  r e s p o n s i b i l i t i e s  a r e  not  

s i m i l a r l y  def ined  i n  s t a t u t e  o r  r u l e .  Fu r the r ,  t h e  Div is ion  h a s  t o  r e l y  

e n t i r e l y  on voluntary  agency coopera t ion  t o  perf  o m  a  coord ina t ive  ro l e .  

According t o  t h e  a s s i s t a n t  d i r e c t o r ,  DOA-Personnel a t tempts  t o  exe rc i se  a  

lead  agency r o l e  i n  t h e  t r a i n i n g  a r e a  have been thwarted because o t h e r  

agencies  have received funding t o  develop t h e i r  own t r a i n i n g  programs. 

Incons i s t en t  Funding Levels  

Funds a v a i l a b l e  f o r  Div is ion  t r a i n i n g  programs have been i n c o n s i s t e n t  i n  

t h e  p a s t  s i x  y e a r s , *  ranging from $149,400 i n  f i s c a l  y e a r  1975-76 down t o  

$20,000 i n  f i s c a l  y e a r  1977-78 and up t o  $200,600 i n  f i s c a l  y e a r  1980-81. 

According t o  Div is ion  o f f i c i a l s ,  a  former a s s i s t a n t  d i r e c t o r  reassigned 

the  e n t i r e  t r a i n i n g  s t a f f  t o  o t h e r  d u t i e s  when he took over  t h e  pos t  i n  

f i s c a l  y e a r  1976-77. Budget l i m i t a t i o n s  and workload i n c r e a s e s  i n  a r e a s  

of h igher  p r i o r i t y  caused t h e  a s s i s t a n t  d i r e c t o r  t o  apply only minimal 

resources  t o  t r a i n i n g  a c t i v i t i e s  between f i s c a l  y e a r s  1976-77 and 1980-81. 

Training programs appear  t o  be s u b j e c t  t o  s i m i l a r  f l u c t u a t i o n s  elsewhere 

i n  t h e  governmental s e c t o r .  According t o  Jay  M. S h a f r i t z ,  a  recognized 

a u t h o r i t y  on pub l i c  personnel  adminis t ra t ion :  

"Although t h e  va lue  of  t r a i n i n g  i s  g e n e r a l l y  conceded, 
i t  almost i n v a r i a b l y  has  a low p o s i t i o n  i n  t h e  
h i e ra rchy  of a n  o r g a n i z a t i o n ' s  needs. And g iven  t h e  
s c a r c e  r e  sources  environment t h a t  pub l i c  o rgan iza t ions  
must l i v e  i n ,  i t  i s  f r equen t ly  t h e  f i r s t  a r e a  t o  be 
s a c r i f i c e d  i n  a  budget crunch." 

According t o  a  personnel  s t a f f  s p e c i a l i s t  f o r  t h e  Council  o f  S t a t e  

Governments, t r a i n i n g  funds a r e  among the  f i r s t  t o  be reduced because 

t r a i n i n g  r e s u l t s  a r e  not  e a s i l y  o r  immediately i d e n t i f i a b l e .  

* See Table 15 on page 63 f o r  d e t a i l e d  information.  



CONCLUSION 

Personnel  Board r u l e s  make DOA-Personnel respons ib le  f o r :  1) coordina t ing  

t r a i n i n g  programs among S t a t e  agencies ,  2 )  provid ing  t e c h n i c a l  

a s s i s t a n c e ,  3 )  developing and conducting in te ragency  t r a i n i n g  programs 

and 4 )  developing t r a i n i n g  programs f o r  p a r t i c u l a r  agencies .  The 

Div is ion  has  performed t h e s e  func t ions  on a  l i m i t e d  and i n c o n s i s t e n t  

b a s i s .  A s  a r e s u l t ,  agencies  have been without  d i r e c t i o n  f o r  t h e i r  

t r a i n i n g  a c t i v i t i e s ,  and wide d i s p a r i t y  e x i s t s  among agencies  i n  employee 

development and t r a i n i n g  oppor tun i t i e s .  I n  a d d i t i o n ,  t h e r e  i s  a  p o t e n t i a l  

f o r  d u p l i c a t i o n  of t r a i n i n g  prograxs among agencies .  The D i v i s i o n ' s  

l imi t ed  and i n c o n s i s t e n t  t r a i n i n g  record appears  t o  be due t o  1 )  a  l a c k  

of c l e a r l y  defined r o l e s  f o r  t h e  Div is ion  and o t h e r  S t a t e  agencies  and 

2 )  i n c o n s i s t e n t  funding f o r  Div is ion  t r a i n i n g  programs. 

REC ON.PlENDATI ONS 

Cons idera t ion  should be g iven  t o  t h e  fol lowing recommendations: 

1. The L e g i s l a t u r e  determine and d i s t i n g u i s h  appropr i a t e  t r a i n i n g  

r o l e s  f o r  1 )  DOA-Personnel and 2 )  o t h e r  S t a t e  agencies ,  and 

c l e a r l y  express  t h e s e  r o l e s  and t h e i r  r e s p o n s i b i l i t i e s  

s t a t u t o r i l y .  

2 .  The t r a i n i n g  r o l e s  of t he  Div is ion  and o t h e r  agenc ie s  be 

s p e c i f i e d  i n  Personnel  Board r u l e s  and/or w r i t t e n  p o l i c i e s  i ssued  

by t h e  Governor 's Off ice .  

3 .  The Divis ion  reques t  s u f f i c i e n t  funds and s t a f f  t o  enable  i t  t o  

meet i t s  t r a i n i n g  r e s p o n s i b i l i t i e s .  

The fol lowing ques t ions  should be considered i n  promulgating appropr i a t e  

s t a t u t e s ,  r u l e s  and p o l i c i e s :  

What r o l e ,  i f  any, should DOA-Personnel have i n  reviewing, eva lua t ing  

and/or  approving t h e  t r a i n i n g  programs of i n d i v i d u a l  S t a t e  agencies? 

- Should agencies  be requi red  t o  r epo r t  t o  t he  Div is ion  d a t a  on 

t r a i n i n g  programs and resources ,  enabl ing  t h e  Div is ion  t o  

func t ion  a s  a  t r a i n i n g  clear inghouse? 
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- Should agencies  be requi red  t o  submit t o  t h e  Div is ion  t r a i n i n g  

p l ans  f o r  review and comment? 

- Should agencies  be requi red  t o  o b t a i n  Div is ion  approval  before 

reques t ing  o r  expending funds f o r  t r a i n i n g  purposes? 

Are t h e r e  c e r t a i n  t r a i n i n g  a c t i v i t i e s  o r  courses  which only  t h e  Divis ion 

should have a u t h o r i t y  t o  conduct? 

What p o l i c i e s ,  procedures  and mechanisms a r e  needed t o  enable  t h e  Div is ion  

t o  perform i t s  r o l e s  e f f e c t i v e l y ?  

What s t anda rds ,  i f  any, should the  r u l e s  o r  p o l i c i e s  s p e c i f y  f o r  

training/employee development programs i n  each agency? 

Should a  uniform t u i t i o n  reimbursement po l i cy  be e s t a b l i s h e d  f o r  S t a t e  

agencies? 



OTHER PERTINENT INFORMATION 

TURNAROUND TIPES FOR H I R I N G  LISTS 

During the  t h r e e  f i s c a l  yea r s  from 1977-78 through 1979-80 t h e  Div is ion  

decreased t h e  average time requi red  t o  respond t o  a n  agency 's  r eques t  f o r  

a l i s t  of c e r t i f i e d  app l i can t s .  However, i n  f i s c a l  y e a r  1980-81 the  

average turnaround time* f o r  r eques t s  f i l l e d  through pub l i c  announcement 

re turned  to.  t he  f i s c a l  y e a r  1977-78 l e v e l .  Table 18 d i s p l a y s  average 

turnaround times from 1977-78 through 1380-81. 

TABLE 18 

DIVISION'S AVERAGE TURNAROUND TIMES FOR PROVIDING H I R I N G  LISTS 
DURING FISCAL YEARS 1977-78 THROUGH 1980-81 

F i s c a l  Years 
Turnaround Times f o r  : 1977-78 1978-79 1979-80 1980-1981 

Requests f i l l e d  through 
pub l i c  announc ement 20.3 days 16.7 days 17.5 days 20.2 days 

Requests f i l l e d  through 
e x i s t i n g  r e g i s t e r s  5.2 days 2.8 days 2.4 days 3.0 days 

A l l  r eques t s  8.7 days 6.9 days 6.6 days 7.3 days 

* Turnaround time f o r  providing a l i s t  of c e r t i f i e d  a p p l i c a n t s  i s  
ca l cu la t ed  a s  t h e  e lapsed  t ime ( i n  working days only)  from t h e  day the  
Div is ion  r ece ives  a n  agency 's  reques t  t o  t h e  day t h e  l i s t  i s  mailed. 
I t  does not  i nc lude  time i n  t h e  ma i l  o r  w i t h i n  t h e  reques t ing  agency. 



Reasons f o r  Turnaround Time Decreases 

from 1977-78 through 1979-80 

According t o  a 1977 J o i n t  L e g i s l a t i v e  Budget Committee s t a f f  s tudy,  

average turnaround t ime f o r  r eques t s  f i l l e d  by pub l i c  announcement was 

22.3 days i n  January 1977. By t h e  end of f i s c a l  y e a r  1977-78 t h e  average 

was reduced t o  18.3 days,  according t o  Div is ion  records.  The Div i s ion ' s  

employment and t r a i n i n g  s e c t i o n  manager a t t r i b u t e s  improvement during 

1977-78 and i n  subsequent y e a r s  t o :  1) des igna t ing  turnaround t ime f o r  

c e r t i f i e d  h i r i n g  l i s t s  a s  a p r i o r i t y  f o r  improvement, 2 )  expanding the  

use  of word processing equipment, 3 )  e s t a b l i s h i n g  performance s tandards  

f o r  s t a f f ,  and 4 )  reorganiz ing  s t a f f  i n t o  c e r t i f i c a t i o n  teams according 

t o  occupat iona l  groups sought r a t h e r  than  by recru i tment  f u n c t i o n  o r  

a c t i v i t y .  

The turnaround t ime reduct ions  from 1977-78 through 1979-80 were achieved 

without s i g n i f i c a n t  a d d i t i o n s  t o  t h e  State-funded s t a f f  and desp i t e  

i nc reases  i n  recrui tment  workload, However, more of t h e  Div i s ion ' s  

Fede ra l ly  funded CETA p o s i t i o n s  were assigned t o  recru i tment  a c t i v i t i e s  

throughout t h i s  per iod ,  reaching a peak of approximately 12 p o s i t i o n s  i n  

1980. CETA employees a s s i s t e d  wi th  numerous c l e r i c a l  a c t i v i t i e s ,  

inc luding  logging of r eques t s ,  copying and f i l i n g  a p p l i c a t i o n s  and making 

phone c a l l s  t o  determine i f  a p p l i c a n t s  l i s t e d  i n  r e g i s t e r s  s t i l l  were 

a v a i l a b l e  f o r  employment. 

Reasons f o r  Turnaround Time 

Inc rease  I n  1980-81 

According t o  t h e  employment and t r a i n i n g  s e c t i o n  manager, turnaround times 

increased  i n  f i s c a l  y e a r  1980-81 because: 1) t h e  number of CETA employees 

a s s i s t i n g  with recrui tment  a c t i v i t i e s  was reduced s i g n i f i c a n t l y ,  

2 )  recru i tment  s t a f f  t ime was a l l o c a t e d  i n  p a r t  t o  developing and 

implementing an  automated system f o r  processing a p p l i c a t i o n s  and prepar ing  

h i r i n g  l is ts  and 3 )  personnel  a n a l y s t s '  assignments were changed. 



During f i s c a l  y e a r  1980-81 t h e  Div is ion  had d i f f i c u l t y  f i l l i n g  i ts  CETA 

pos i t i ons  because of s t r i c t e r  Federa l  e l i g i b i l i t y  requirements.  Only 

about h a l f  t h e  CETA p o s i t i o n s  a v a i l a b l e  f o r  recru i tment  a c t i v i t i e s  were 

f i l l e d  during the  f i r s t  n ine  months. A s  of A p r i l  1981 CETA p o s i t i o n s  were 

e l imina ted  a l t o g e t h e r  when Fede ra l  funding ceased. According t o  Div is ion  

o f f i c i a l s ,  these  s t a f f  reduct ions  forced t h e  Div is ion  t o  e l imina te  

a v a i l a b i l i t y  checks and s e r i o u s l y  impacted i t s  a b i l i t y  t o  respond t o  

h i r i n g  l i s t  r eques t s  promptly. 

Another con t r ibu t ing  f a c t o r  t o  t he  turnaround t ime i n c r e a s e  i n  1980-81 was 

t h e  conversion t o  a n  automated employment system. According t o  Divis ion 

s t a f f  members, p repa ra t ion  f o r  t h i s  conversion d ive r t ed  them from t h e i r  

normal recrui tment  a c t i v i t i e s  t o :  1 )  adv i se  i n  f i n a l  development work, 

and 2 )  l e a r n  and p r a c t i c e  procedures  requi red  by the  new system. I n  

a d d i t i o n ,  t h e  phased conversion t o  automation, which began i n  March 1981, 

requi red  t h a t  both systems be maintained f o r  t h e  remainder of t h e  f i s c a l  

year .  A t h i r d  reason c i t e d  by Div is ion  s t a f f  f o r  t h e  i n c r e a s e  i n  

turnaround t imes was t h a t  recru i tment  a n a l y s t s '  assignments were changed 

and t h e  a n a l y s t s  were n o t  f a m i l i a r  wi th  t h e i r  new assignments.  

F a s t e r  Turnaround Expected I n  Future 

Div is ion  o f f i c i a l s  s a i d  they  expect  turnaround t imes t o  improve s l i g h t l y  

i n  f i s c a l  y e a r  1981-82 and even tua l ly  r e t u r n  t o  t h e  lower averages  of 

f i s c a l  y e a r s  1978-79 and 1979-80. Adopted goa l s  f o r  turnaround t imes i n  

f i s c a l  y e a r  1981-82 a r e :  1 )  r eques t s  f i l l e d  by pub l i c  announcement - a n  

average of 19.5 days, and 2 )  r eques t s  f i l l e d  from e x i s t i n g  r e g i s t e r s  - an 

average of 2.5 days. 



EMPLOYEE PROBLEM-SOLVING SYSTEMS 

The S t a t e  m e r i t  sys tem i n c l u d e s  seven  systems t o  a d d r e s s  employee-re la ted 

problems: 1 )  a p p e a l  of d i s m i s s a l ,  demotion,  s u s p e n s i o n  o r  a l l e g e d  

d i s c r i m i n a t i o n ,  2 )  d i s c r i m i n a t i o n  compla in t ,  3 )compla in t  of r u l e  

v i o l a t i o n ,  4 )  g r i e v a n c e  p rocedure ,  5 )  p r o t e s t  o f  performance 

e v a l u a t i o n ,  6 )  a p p e a l  o f  c l a s s i f i c a t i o n  a c t i o n ,  and 7 )  p r o t e s t  of 

r educ t ion- in - fo rce  a c t i o n s .  T h i s  m u l t i p l i c i t y  o f  sys tems  a p p e a r s  t o  

produce confus ion  and h a s  caused some enp loyees  t o  f i l e  t h e  same complaint  

i n  more t h a n  one system a t  t h e  same time. 

Appeals System 

A.R.S. $41-785 g i v e s  a permanent employee who i s  d i smissed ,  suspended o r  

demoted t h e  r i g h t  t o  a p p e a l  t o  t h e  P e r s o n n e l  Board. P e r s o n n e l  Board Rule 

R2-5-33 d e f i n e s  a n  a p p e a l  a s :  

".. .any w r i t t e n  r e q u e s t  f i l e d  w i t h  t h e  Board by a n  
employee w i t h  permanent s t a t u s  s e e k i n g  r e l i e f  from: 

a )  d i s m i s s a l ;  
b)  demotion; 
c )  suspens ion ;  o r  
d )  a l l e g e d  d i s c r i m i n a t i o n  a s  d e f i n e d  i n  R2-5-02." 

An a p p e a l  must be i n  w r i t i n g  and f i l e d  w i t h  t h e  P e r s o n n e l  Board no l a t e r  

t h a n  30 days  from t h e  e f f e c t i v e  d a t e  of t h e  a c t i o n  which i s  t h e  s u b j e c t  of 

t h e  appea l .  However, b e f o r e  a n  employee c a n  f i l e  a  charge  of 

d i s c r i m i n a t i o n ,  he  must pursue  i t  f i r s t  through t h e  g r i e v a n c e  procedure." 

I f  t h e  g r i e v a n c e  procedure  f a i l s  t o  produce a s a t i s f a c t o r y  r e s u l t ,  t h e  

employee may f i l e  a n  a p p e a l  w i t h  t h e  P e r s o n n e l  Board. 

The P e r s o n n e l  Board o r  a  d u l y  appo in ted  h e a r i n g  o f f i c e r  conduc t s  a h e a r i n g  

on t h e  s u b j e c t  o f  a n  appea l .  I f  t h e  employee i s  n o t  s a t i s f i e d  w i t h  t h e  

B o a r d ' s  d e c i s i o n ,  he  h a s  30 d a y s  i n  which t o  a p p e a l  t o  t h e  S u p e r i o r  Court .  

* See page 81 f o r  d e s c r i p t i o n .  
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From f i s c a l  year  1977-78 through f i s c a l  yea r  1980-81, t he  number of 

appeals  f i l e d  with t h e  Personnel  Board increased  a s  shown i n  Table 19. 

TABLE 19 

APPEALS FILED WITH PERSONNEL BOARD 
FISCAL YEARS 1977-78 THROUGH 1980-81 

Percentage Inc rease  
Nunber of Appeals F i l e d  Over Previous F i s c a l  Year 

According t o  t h e  a s s i s t a n t  d i r e c t o r ,  DOA-Personnel, a  t o t a l  of 691 

appealable  d i s c i p l i n a r y  a c t i o n s  (d i smis sa l s ,  suspensions,  demotions) were ' 

taken by S t a t e  s e r v i c e  agency managers i n  1980-81. However, fewer than  

one i n  f i v e  were a c t u a l l y  appealed t o  t h e  Personnel  Board. 

On t h e  average,  each appeal  i n  1980-81 c o s t  t h e  S t a t e  a n  es t imated  $2,100 

i n  cour t  r e p o r t e r  f e e s ,  mai l ing  c o s t s ,  Board c o n t r a c t  a t t o r n e y  f e e s  and 

hearing o f f i c e r ,  S t a t e  a t t o r n e y ,  appea ls  s e c r e t a r y ,  Board t y p i s t  and 

s p e c i a l  a s s i s t a n t  time. Witness c o s t s  and Board members and responding 

agency time and c o s t s  a r e  not  included i n  t h e  $2,100 es t imate .  

Personnel Board Rule X2-5-33.B.5 s t a t e s  t h a t  a  hear ing  must be he ld  w i t h i n  

30 days a f t e r  r e c e i p t  of a n  appea l ,  un l e s s  both p a r t i e s  ag ree  t o  a  

cont inuanc e. Approximately one- t h i r d  of scheduled hea r ings  a r e  

continued. During f i s c a l  y e a r  1980-81, 103 of 312 hear ing  d a t e s  were 

continued (33  p e r c e n t ) .  Personnel  Board s t a f f  a t t r i b u t e s  most of t hese  

cont inuances t o  t h e  i n a b i l i t y  of t h e  Attorney General t o  devote s u f f i c i e n t  

s t a f f  t o  appeals .  A s  a  r e s u l t ,  ba r r ing  reschedul ing ,  some c a s e s  which 

could be heard and decided i n  f o u r  t o  f i v e  weeks a c t u a l l y  r equ i r e  up t o  28 

weeks f o r  r e s c l u t i o n ,  according t o  t he  Board 's  s p e c i a l  a s s i s t a n t .  



A 1981 amendment t o  A.R.S. $41-785 may a f f e c t  t h e  number of appea ls  f i l e d  

wi th  t h e  Board. The law, a s  amended, s t a t e s  t h a t  suspension of 40 hours 

o r  l e s s  must be resolved through t h e  gr ievance procedure ( s e e  page 81) ;  

p rev ious ly ,  any suspension could be appealed t o  t h e  Board. 

D i sc r in ina t ion  Complaint System 

A S t a t e  employee who be l i eves  t h a t  he has been d iscr imina ted  aga ins t  

because of r ace ,  n a t i o n a l  o r i g i n ,  age, sex ,  phys i ca l  d i s a b i l i t y ,  p o l i t i c a l  

o r  r e l i g i o u s  opinion o r  a f f i l i a t i o n  has  a  number of avenues of r ed re s s :  

1. He may pursue t h e  charge of d i sc r imina t ion  through t h e  gr ievance 

procedure. (page 81) 

2 .  I f  the  employee i s  d i s s a t i s f i e d  with t h e  gr ievance procedure 

outcome, he may f i l e  a n  appeal  with t h e  Personnel  Board. 

3 .  The employee may f i l e  a  d i sc r imina t ion  charge wi th  the  Arizona 

S t a t e  Off ice  of Aff i rmat ive  Action ( p a r t  of t h e  Governor's 

Of f i ce )  o r  t he  Of f i ce  of t he  Attorney General,  C i v i l  Rights  

Div is ion ,  s e p a r a t e l y  from o r  i n  conjunct ion  with a  charge being 

pursued through t h e  S t a t e  gr ievance o r  appea l s  procedure. 

4. Within 180 days of t h e  a l l eged  a c t  of d i sc r imina t ion ,  t he  

employee may f i l e  a  d i sc r imina t ion  charge wi th  t h e  Fede ra l  Equal 

Employment Opportunity Commission (EEOC) . 

I n  a d d i t i o n ,  a  handicapped employee who be l i eves  he has been d iscr imina ted  

aga ins t  i n  any cond i t i on  of employment on t h e  b a s i s  of h i s  handicap may 

f i l e  a  complaint d i r e c t l y  wi th  t h e  U.S. Department of Labor, Of f i ce  of 

Contract  Compliance Programs. 

Complaint Of Rule V io la t ion  System 

A.R.S. $41-782.01 g ives  t h e  Personnel  Board s t a t u t o r y  a u t h o r i t y  t o  

i n v e s t i g a t e ,  hold hear ings  and i s s u e  a  f i n a l  o r d e r  i n  m a t t e r s  involving 

the  v i o l a t i o n  of a  Board r u l e :  



"A. Upon complaint  i n  w r i t i n g  t o  t h e  board t h a t  a  r u l e  
of t h e  board i s  be ing  v i o l a t e d  by a  board,  
commission. d e ~ a r t m e n t .  o f f i c e r  o r  e m ~ l o v e e .  t h e  
board may investigate t h e  complaint .  fi t h e  ' b o ~  
de te rmines ,  a f t e r  p r e l i m i n a r y  i n v e s t i g a t i o n ,  t h a t  
t h e r e  i s  r e a s o n a b l e  c a u s e  t o  b e l i e v e  t h a t  a  
complaint  h a s  m e r i t ,  t h e  board s h a l l  send n o t i c e  
t o  t h e  complainant  and t o  t h e  board,  commission, 
depar tment ,  agency, o f f i c e r ,  employee, o r  pe rson  
a g a i n s t  whom t h e  complaint  is  brought ,  who s h a l l  
be c a l l e d  t h e  responden t ,  t h a t  a  h e a r i n g  w i l l  be 
h e l d ,  a t  which t ime  t h e  complainant  s h a l l  p r e s e n t  
h i s  ev idence  of t h e  r u l e  v i o l a t i o n  t o  t h e  board 
and a t  which t ime  t h e  respondent  s h a l l  p r e s e n t  
ev idence  t o  r e b u t  s a i d  complaint .  N o t i c e  t o  t h e  
complainant  and respondent  of t h e  d a t e  o f  h e a r i n g  
s h a l l  be g i v e n  by t h e  board n o t  l a t e r  t h a n  t e n  
days  b e f o r e  t h e  d a t e  of s a i d  hear ing .  Wi th in  
t h i r t y  days  a f t e r  t h e  l a s t  day of s a i d  h e a r i n g  t h e  
board s h a l l  make a  f i n a l  d e c i s i o n  pursuan t  t o  
$41-1011 a s  t o  whether o r  n o t  s a i d  r u l e  v i o l a t i o n  
e x i s t s . "  ( ~ m p h a s i s  added) 

Tab le  20 shows t h e  number o f  r u l e  v i o l a t i o n  compla in t s  f i l e d  w i t h  t h e  

P e r s o n n e l  Board d u r i n g  f i s c a l  y e a r s  1978-79 th rough  1980-81. 

TABLE 20 

RULE VIOLATION COMPLAINTS FILED WITH THE 
PERSONNEL BOARD D U R I N G  FISCAL YEARS 1978-79 THROUGH 1980-81 

Year - Number 

Grievance Procedure  Svstem 

A.R.S. $41-783 r e q u i r e s  t h a t  t h e  P e r s o n n e l  Board e s t a b l i s h  "a  p l a n  f o r  

r e s o l v i n g  employee g r i e v a n c e s  and compla in t s .  " Accordingly ,  t h e  Board h a s  

promulgated r u l e s  i n t e n d e d  t o  p r o v i d e  employees w i t h  a  w r i t t e n  and 

s y s t e m a t i c  means of o b t a i n i n g  c o n s i d e r a t i o n  o f  g r i e v a n c e s  a f t e r  i n f o r m a l  

e f f o r t s  have f a i l e d  t o  r e s o l v e  them. 

* A s  o f  June  4 ,  1981. 



The Personnel  Board has  e s t a b l i s h e d  a four -s tep  gr ievance  procedure f o r  

agencies  with fewer t han  1,500 employees and a f i ve - s t ep  gr ievance 

procedure f o r  agencies  wi th  more than  1,500 employees. Under both 

procedures,  a n  employee must f i l e  a gr ievance wi th in  t e n  working days 

a f t e r  t h e  a l l eged  a c t i o n ,  must submit t h e  gr ievance  i n  w r i t i n g  a t  each 

s t e p  and must adhere t o  t ime l i m i t s  between s t eps .  

I n  agencies  wi th  fewer t han  1,500 employees, t h e  f i r s t  s t e p  of  t h e  

gr ievance procedure i s  the  f i l i n g  of an  employee's gr ievance  wi th  h i s  

f i r s t - l i n e  superv isor .  I f  s a t i s f a c t i o n  i s  n o t  a t t a i n e d ,  t h e  employee may 

f i l e  wi th  t h e  agency head. The t h i r d  s t e p  i s  t o  f i l e  t h e  gr ievance  with 

t h e  a s s i s t a n t  d i r e c t o r ,  DOA-Personnel, who must i n v e s t i g a t e  and recommend 

a so lu t ion .  The f o u r t h  s t e p  a g a i n  involves  t he  agency head, who reviews 

and accep t s ,  r e j e c t s ,  o r  modi f ies  t h e  recommendation of t h e  a s s i s t a n t  

d i r e c t o r .  The procedure i s  completed when the  employee r e c e i v e s  t he  

agency head ' s  response t o  t h e  a s s i s t a n t  d i r e c t o r ' s  recommendation. 

I n  agencies  with more than  1,500 employees, the  gr ievance  procedure i s  

much t h e  same, except  t h a t  a program manager s t e p  i s  included.  

Performance Evaluat ion 

P r o t e s t  Review System 

Under 53.19 of t he  Personnel  Manual, each agency's  d i r e c t o r  i s  r e spons ib l e  

f o r  maintaining a n  adequate  appea ls  system f o r  employees p r o t e s t i n g  a 

performance eva lua t ion .  According t o  Div is ion  s t a f f ,  t h e r e  i s  no s tandard 

procedure f o r  agencies  t o  fol low i n  conducting a p r o t e s t  review. Thus, 

agencies  have wide d i s c r e t i o n  a s  t o  how they conduct such reviews. 

According t o  t h e  1980 Governor 's Commission on Meri t  System Reform r e p o r t ,  

some agencies  have no t  adopted a p r o t e s t  review procedure. 



Appeal of C l a s s i f i c a t i o n  Action System 

A S t a t e  employee who be l i eves  h i s  p o s i t i o n  i s  improperly c l a s s i f i e d  can 

appeal  t o  t h e  Div is ion  f o r  a  review. Personnel  Rule R2-5-41.C.4 de f ines  

t h i s  r i g h t  of appeal :  

"4. Review of a l l o c a t i o n s :  Any appoin t ing  a u t h o r i t y  
o r  any employee a f f e c t e d  by t h e  a l l o c a t i o n  o r  
r e a l l o c a t i o n  of a  p o s i t i o n  t o  a  c l a s s  by t h e  Ass i s t an t  
D i rec to r  may o b t a i n  a  review of such a c t i o n  upon f i l i n g  
with t h e  Ass i s t an t  D i rec to r  a  w r i t t e n  reques t  f o r  a  
review thereof  on such forms a s  t h e  A s s i s t a n t  D i rec to r  
may prescr ibe .  " 

An ana lys t  i n  t h e  a s s i s t a n t  d i r e c t o r ' s  o f f i c e  reviews t h e  p o s i t i o n ' s  

c l a s s i f i c a t i o n  and makes a  recommendation t o  t h e  a s s i s t a n t  d i r e c t o r .  

P r o t e s t  of Reduction i n  Force Actions 

According t o  t he  S t a t e  Personnel  Manual, employees being t r a n s f e r r e d ,  

assigned t o  a lower grade ,  o r  l a i d  off  a r e  t o  be g iven  n o t i c e  i n  wr i t i ng  

of the  proposed a c t i o n  normally not  l e s s  than  30 days p r i o r  t o  t he  

e f f e c t i v e  da te .  I f  a n  employee f e e l s  t h a t  t h e  a c t i o n  i s  no t  i n  accordance 

with Board r u l e s  o r  e s t a b l i s h e d  procedures,  he may reques t  review of h i s  

s i t u a t i o n .  The reques t  must be f i l e d  d i r e c t l y  wi th  t h e  agency d i r e c t o r  

w i th in  f i v e  days of r e c e i p t  of t he  reduct ion  i n  f o r c e  no t i ce .  The agency 

d i r e c t o r  o r  h i s  r e p r e s e n t a t i v e  i s  t o  review t h e  ma t t e r  and adv i se  t h e  

employee of h i s  dec is ion .  I f  t h e  employee be l i eves  t he  d e c i s i o n  s t i l l  i s  

i n c o r r e c t ,  he may reques t  a  review by t h e  a s s i s t a n t  d i r e c t o r ,  

DOA-Personnel, who then  i n v e s t i g a t e s  the  ma t t e r  and adv i se s  t h e  employee 

and the  agency d i r e c t o r  of h i s  recommendation. 

M u l t i p l i c i t y  of Avenues 

Crea tes  Confusion 

The m u l t i p l i c i t y  of avenues f o r  so lv ing  employee-related problems appears  

t o  produce confusion, which causes  some employees t o  f i l e  t h e  same 

complaint i n  more than  one system a t  t h e  same time. 

The Governor 's Commission on Meri t  System Reform noted t h i s  confusion i n  

i t s  r epor t  published i n  J u l y  1980: 



" In  gene ra l ,  t he  Commission subcommittee found t h e  
s t a t e ' s  c u r r e n t  systems f o r  handl ing gr ievances  t o  be 
confusing,  overlapping,  no t  wel l  understood by 
employees o r  by management, l ack ing  i n  c r e d i b i l i t y ,  
lengthy i n  t h e  time taken  t o  reso lve  problems, and 
perceived by employees a s  biased i n  management's 
favor ."  (Emphasis added) 

The Commission recommended one procedure be adopted: 

"The s t a t e  svstem should have one ~ r o c e d u r e  f o r  
handl ing t h e  ma jo r i t y  of complaints from employees and 
former employees. The c u r r e n t  s epa ra t e  procedures f o r  - - 

handling r u l e  v i o l a t i o n  complaints ,  pro t e s t s  of  
performance eva lua t ions ,  gene ra l  problem-solving, and 
d i sc r imina t ion  should be fo lded  i n t o  one procedure 
which would be uniform i n  i t s  admin i s t r a t i on  
s tatewide.  " ( ~ m p h a s i s  added) 

According t o  i n t e rv i ews  wi th  s t a f f  members of t h e  Personnel  Board, 

DOA-Personnel and the  Arizona S t a t e  Off ice  of Aff irmative Action, 

employees wi th  complaints o f t e n  a r e  confused a s  t o  t h e i r  b a s i c  r i g h t s ,  a s  

wel l  a s  t o  a v a i l a b l e  avenues f o r  redress .  They have d i f f i c u l t y  

determining which system o r  procedure i s  appropr i a t e  f o r  handl ing t h e i r  

complaints.  Theref ore ,  some employees f i l e  d u p l i c a t e  complaints and thus  

overburden t h e  systems. 

Survey of Superv isors .  Managers and 

Employees Regarding Grievance Procedures  

I n  A p r i l  1981, Auditor General s t a f f  surveyed S t a t e  s e r v i c e  supe rv i so r s ,  

managers and employees about gr ievance  procedures - one of t h e  more widely 

used of t he  seven problem-solving systems. Table 21 t a b u l a t e s  t he  survey 

responses regard ing  a v a i l a b i l i t y  of w r i t t e n  gr ievance  procedures and 

opinions concerning whether t h e  procedures  a r e  too complicated. 



TABLE 21 

AUDITOR GENERAL SURVEY OF 
SUPERVISORS, MANAGERS AND EMPLOYEES I N  STATE SERVICE 

REGARDING AVAILABILITY AND COMPLEXITY OF GRIEVANCE PROCEDURES 

Respondents were asked t o  i n d i c a t e  
how much they  agreed o r  disagreed St rongly  S t rongly  
with t h e  fol lowing s tatements:  Disagree Disagree Undecided Agree Agree 

"Written procedures f o r  submi t t ing  
gr ievances  o r  complaints  a r e  

@ r ead i ly  a v a i l a b l e  t o  me." 

EMPLOYEES : 

"Writ ten procedures f o r  submi t t ing  
gr ievances o r  complaints  a r e  
r e a d i l y  a v a i l a b l e  t o  my employees." 

"The system f o r  handl ing gr ievances  
i s  much too  complicated." 

EMPLOYEES : 3% 27% 54% 12% 4% 

A s  demonstrated i n  Table 21, employees and supervisors/managers 

expressed gene ra l ly  p o s i t i v e  opinions (64 percent  of employees, 78  

percent  of supervisors/managers) regarding t h e  a v a i l a b i l i t y  of 

w r i t  t e n  gr ievance  procedures.  Fu r the r ,  employees and 

supervisors/managers e i t h e r  claimed t h e  procedures were - n o t  too 

complicated (30 - 42 pe rcen t )  o r  had no opinion (54 - 39 pe rcen t ) .  



Table 22 summarizes responses regarding the  f a i r n e s s  of t he  gr ievance  

procedures and opinions regarding p o s s i b l e  r e t a l i a t i o n .  

TABLE 22 

AUDITOR GENERAL SURVEY OF 
SUPERVISORS, MANAGERS AND EMPLOYEES I N  STATE SERVICE 

REGARDING THE FAIRNESS OF GRIEVANCE PROCEDURES AND 
THE POSSIBILITY OF RETALIATION FOR FILING GRIEVANCES 

Respondents.were asked 
t o  i n d i c a t e  how much they  
agreed o r  d i sagreed  wi th  
the  fol lowing s tatements:  

Strongly S t rong ly  
Disagree Disagree Undecided Agree Agree 

"The grievance procedure 
i s  f a i r  t o  a l l  p a r t i e s . "  

EMPLOYEES: 8% 14% 55% 22% 1% 
SUPERVISORS/MANAGERS: 5% 14% 37% 4 1% 3% 

" I f  I were t o  f i l e  a 
complaint o r  gr ievance ,  
I f e e l  t h a t  no r e t a l i a t o r y  
a c t i o n  would be taken  
aga ins t  me. " 

EMPLOYEES: 13 % 23% 41% 22% 



A s  shown i n  Table 22, while a ma jo r i t y  of employees were undecided a s  t o  

whether gr ievance procedures a r e  f a i r  t o  a l l  p a r t i e s ,  44 percent  of t h e  

supervisors/managers s t a t e d  the  procedures  were f a i r .  However, 36 percent  

of t h e  surveyed employees s t a t e d  t h a t  they  would be subjec ted  t o  

r e t a l i a t i o n  f o r  f i l i n g  a grievance,  but  4 1  percent  had no opinion. I t  

should be noted,  however, t h a t  responses from c e r t a i n  S t a t e  agencies  were 

p a r t i c u l a r l y  negat ive towards t h e  p o s s i b i l i t y  of r e t a l i a t i o n .  For 

example, 49 percent  of one agency 's  surveyed employees " f e l t "  t h a t  they 

would be subjec ted  t o  r e t a l i a t i o n  f o r  f i l i n g  a grievance.  

Table 23 summarizes survey responses from supe rv i so r s  and managers 

regarding t h e i r  preparedness  f o r  handl ing employee gr ievances  and 

complaints.  

SUMMARY OF AUDITOR GENERAL SURVEY RESPONSES FROM 
SUPERVISORS AND MANAGERS REGARD1 NG 

THEIR PREPAREDNESS FOR H A N D L I N G  GRIEVANCES 

Respondents were asked t o  
i n d i c a t e  how much they agreed 
o r  d i sagreed  wi th  t h e  fol lowing 
s tatement:  

S t rongly  S t rongly  
Disagree Disagree Undecided Agree Agree 

"As a supe rv i so r  o r  manager, 
I f e e l  adequately prepared 
t o  handle employee 
gr ievances and 
complaints." 2 % 13 % 17% 60% 8% 

A s  t h e  r e p l i e s  i n  Table 23 i n d i c a t e ,  68 percent  of t h e  responding 

superv isors  and managers responded t h a t  they  a r e  adequately prepared t o  

handle gr ievances  and complaints.  

L a s t l y ,  surveyed respondents  expressed t h e i r  opinions regard ing  t h e  va lue  

of gr ievance procedures a s  a means f o r  reso lv ing  complaints.  Table 24 

summarizes t hese  r e s u l t s .  



TABLE 24 

SUMMARY OF AUDIT  OR GENERAL SURVEY RESPONSES 
FROM STATE-SERVICE SUPERVISORS/MANAGERS AND EMPLOYEES 

FiEGARDING THE VALUE OF GRIEVANCE PROCEDURES 

Needs No 
Excel len t  S a t i s f a c t o r y  Improvements Inadequate  Opinion 

"How would you r a t e  t h e  s t a t e ' s  
gr ievance procedure a s  a means 
f o r  i d e n t i f y i n g  and reso lv ing  
employee complaints?" 

EMPLOYEES : 
SWERVISORS/MANAGERS : 

A s  i nd i ca t ed  i n  Table 24, a major i ty  of supe rv i so r s  and managers and 

one-fourth of employees r a t e d  t h e  gr ievance  procedure a s  

" s a t i s f a c t o r y 8 '  o r  "exce l len t" .  Approximately one-fourth of each 

group bel ieved improvements were needed i n  t he  c u r r e n t  procedures.  
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Douglas Norton,  Audi to r  General  
S t a t e  C a p i t o l  
L e g i s l a t i v e  S e r v i c e s  Wing, S u i t e  200 
Phoenix,  A Z  85007 

Dear M r .  Norton: 

Enclosed a r e  o u r  comments on t h e  r e v i s e d  s u n s e t  r e p o r t  o f  t h e  Personne l  
D i v i s i o n .  

We wish t o  thank  you f o r  t h e  e x c e l l e n t  c o o p e r a t i o n  y o u r  s u n s e t  team 
e x h i b i t e d  i n  deve lop ing  t h e  s u n s e t  r e p o r t .  The Personne l  D i v i s i o n  was 
impressed w i t h  t h e i r  c o o p e r a t i o n  and a t t i t u d e .  

P l e a s e  do n o t  h e s i t a t e  t o  c o n t a c t  u s  i f  you have any q u e s t i o n s .  

S i n c e r e l y ,  

Richard Rabago o b e r t  C .  Dickeson . 
A s s i s t a n t  ~ i r e c t o r  f o r  Personne l  D i r e c t o r  

Enc losure  

8 9 

A N  E Q U A L  O P P O R T U N I T Y  E M P L O Y E R  



The Personnel Division believes that the draft report fairly represents and evaluates 

the factors relating to the performance of the Division, although it  believes certain 

comments and clarifications are appropriate. Each Sunset Factor will be discussed 

below. Comments about each finding are  set forth here in summary form. 

With respect to Finding. I which concerns the classification maintenance plan, the 

Personnel Division has long recognized the need to maintain the classification plan and . 

review all position classifications on a periodic basis. The State of Arizona, however, 

has not determined that this is a funding priority, and consequently has allocated 

limited resources for this purpose. 

In FY 77-78 JLBC consulting staff recommended outside management consultants be 

employed to overhaul the classification plan. The State could not afford this in FY 

78-79 and again in FY 79-80. In FY 80-81 the Legislature again determined that the 

State could not afford it, but concluded that the State could not afford to  be without 

it  either. The Personnel Division was directed to implement a Classification Maintenance 

Review (CMR) program using existing resources. To assist i t  to  implement classification 

changes found to be necessary by the CMR program the Legislature provided a 

classification fund to be administered by the Division. In FY 81-82 the Legislature 

funded two additional Classification Analysts. 

Responding to this direction, in FY 80-81 the Personnel Division placed a new emphasis 

on CMR. All Classification Analysts were centralized (taking them from agency-based 

personnel offices). 

In the lat ter  part of FY 80-81 the Personnel Division hired an experienced classification 

manager and several specialists. The new management team organized into two groups 

- one for CMR with eight analysts assigned, and the other with four analysts assigned 

9 1 



for ongoing activities associated with new positions, reorganizations, and 

agency/employee initiated requests. In addition, a Classification Appeals position was 

established. Early feedback from agency management indicates a renewal of confidence 

in the management team and a high level of satisfaction with CMR results to date. 

It proved impractical in FY 80-81 to conduct ongoing activities with only four analysts, 

where all twelve had been needed the year before. It also became apparent that the 

Personnel Division will not be able to maintain a five-year cycle without seriously 

impairing the quality of work. 

In FY 81-82 even with the addition of two analysts for ongoing efforts, it will not be 

possible to review one-fifth of the class plan without seriously impairing the quality 

of the review. Consequently, the Personnel Division will not be able to meet its 

five-year CMR goal. The Personnel Division will place a priority on the training of 

its Classification analysts but is again limited by a modest training budget. 

With respect to Compensation the Personnel Board in 1979 adopted a market rate 

philosophy establishing step 4 as the market reference for the state  salary schedule. 

This position reflects the average rate paid for classifications surveyed in the market 

place. This compensation philosophy does create varied perceptions with regard to 

specific market comparisons. On the other hand, one of the  basic information sources 

used to monitor the market is the Joint Governmental Salary Survey. This information 

source was modified substantially to increase its reliability and validity in 1979 and 

has received an improved acceptance. Participation in the survey has grown from 110 

organizations in 1978 to an expected 185 in 1981. 

With regard to Finding 11, the Personnel Division has long recognized that  its recruitment 

efforts, while generally adequate, fall short in hard-to-fill classes. Recruitment 

activities are correctly characterized as  'passive1'. More aggressive recruiting is 



required for this purpose. The State of Arizona has not placed a high priority on 

aggressive recruiting, and therefore funding has been limited. 

In FY 80-81 and FY 81-82 the State of Arizona could not afford to increase staffing 

a further operating appropriations as requested by the Division for aggressive 

recruiting. Funding is again being requested in FY 82-83. 

The Personnel Division received $4.90 to advertise each job opening in FY 80-81 

compared to $11.90 up to  $135.26 for six cities and one county within the State. 

The Personnel Division has no funds for even accepting collect telephone calls while 

private industry and other governmental jurisdiction pay for interviewing and relocation 

costs. 

With no increase in staff,  the Personnel Division absorbed an increase of 32% in the 

number of applications processed in FY 79-80. This higher level has and is expected 

t o  continue in the foreseeable future. 

This overload condition was further compounded in FY 81-82 when the Personnel 

Division lost 12 CETA positions out of a combined StatelFederal work force of 36 

clerical and para-professional FTE's allocated to the employment program. 

Forced by circumstances to do much more with much less, the Personnel Division has 

automated the processing of employment applications and hiring lists, is negotiating 

with DES Job Service to provide on-site employment services, is voluntarily participating 

in Productivity Resource Management System (PRMS) studies being conducted under 

the guidance of the Arthur Young Company, and is actively seeking volunteer help 



from the community. Even with all of these, the Personnel Divison has had to reduce 

services and can in no way attempt a more aggressive recruiting program without 

additional resources. 

The Personnel Division agrees that the State will continue to compete a t  a disadvantage 

in attracting qualified applicants for shortsupply occupations unless the State can 

afford to provide funding for more aggressive recruiting and assures that  compensation 

for critical hard to fill occupational groups is maintained a t  competitive levels. 

The third Finding concerning cancellation of requisitions illuminates a long recognized 

problem. The Personnel Division agrees with the recommendation for analysis-based 

corrective action. Until now with insufficient resources hampered further by a manual 

employment system, it has been able to maintain only the barest of cancellation 

in for mation. The Personnel Division's planning for the all but completed auto mated 

system contemplated taking just such steps to address the problem; thus the system 

contains provisions for cancellation data gathering and analysis. Based upon this analysis, 

the Personnel Division will develop appropriate solutions which may include legislative 

or rules proposals. 

Finding 4 addresses the lack of well defined training roles and the resulting impact 

on the State's productivity. There is little question but that  ill-defined training roles 

hamper the Personnel Division's ability to improve State workers' productivity. From 

a historical perspective however, i t  is less clear that inadequate coordination by the 

Personnel Division contributes to duplication of training programs as  noted in the draft 

report, for the only duplication existing today is that which predates the Personnel 

Division's own existence. In the initial years following its creation, several agencies 

had their own personnel offices and in some cases, training offices. Without authority 

or resources, the Personnel Division was unable to impact on continuing agency training 

programs which continue to receive resources annually for their operation. In an effort 



to coordinate State training activities and make the best use of its resources, the 

Personnel Division founded the Training Officers' Council in 1973, which included all 

agency training officers. In 1977 when the State's personnel system was centralized 

by legislative action, the training functions and resources were left  to operate in the 

agencies; and training relationships, responsibilities and roles re mained uncertain except 

that it was clear the Personnel Division had no influence on agency programs. 

In 1979 the Personnel Division, which slowly had been reconstituting the training unit 

which had been abolished by an earlier assistant director, was asked by Governor Babbit 

to  determine the feasibility of developing and implementing a supervisory and manage- 

ment development program such as that of the State of Georgia. Having established 

its feasibility, the Personnel Division undertook development of such a program. The 

supervisory element has been completed, and implemented and has from the beginning 

received high marks. With the continued existence of training programs in several 

agencies, however, responsibilities for supervisory and management training remains 

unclear. In an at tempt to resolve this, the DOA has formed an interagency role 

definition task force. The Personnel Division is a member of this group and plans to  

introduce legislation to clarify and resolve this problem. 

The Personnel Division has taken several significant steps in the past year to respond 

t o  the areas of needed improvement identified in the draft report. It has looked into 

itself, has analyzed itself, to better understand its structure, i ts purpose and the course 

of its future direction. 

The results of this selfstudy have been invigorating; they have led to a definition, 

clarification and understanding of its mission; a reorganization into four programs each 

designed to support progress toward carrying out that mission; an improved planning 

process based to a substantial extent on the needs of the agencies it serves a s  they 

have expressed them a t  the Division's request; and development of mission - oriented 



and agencies-eeds-based goals and objectives, a copy of which is attached. 

The Division believes it now is operating with a focussed sense of purpose that will 

enable it to achieve those objectives to the benefit of the agencies it serves and, 

ultimately, the taxpaying public. 



SUNSET FACTOR: THE EXTENT TO WHICH THE DIVISION HAS OPERATED WITHIN 
TKE PUBLIC INTEREST (pages 10 - 1 2 )  

The Personnel Division agrees, but offers comments on three points: Training, 

Recruitment and Selection, and Classification and Compensation. 

Regarding Training, in the second paragraph is an observation about the lack of 

discussion in s tate  service agencies between supervisors and employees about career 

development and training needs. There is no question that more such discussion should 

take place, and the Personnel Division has a role in fostering such discussion. To 

encourage such activity leads to increased expectations, which is good, but with 

insufficient resources to satisfy increased needs the results would be counterproductive. 

Concerning the Recruitment and Selection statement about minimum qualifications, 

probably 99.9% of the job candidates referred to the agencies meet the formal minimum 

qualifications which often differ from those of the hiring official. This will be discussed 

in more detail later. The Division has no reason to believe tha t  the hiring officials' 

perceptions are  not accurately reflected in the draft report. 

With respect to Classification and Compensation, the Personnel Division does not 

question the reported perceptions and opinions of employees, supervisors, managers and 

agency heads. The Personnel Board in 1979 adopted a market rate  philosophy establishing 

step 4 as the market reference for the state  salary schedule. This step 4 position 

reflects the average rate paid for classifications surveyed in the market place. This 

compensation philosophy does create varied perceptions with regard to specific market 

comparisons. On the other hand, one of the basic information sources used to monitor 

the market is the Joint Governmental Salary Survey which was modified in 1979 and 

has received an improved acceptance level within state  service as well a s  in the private 

sector. Participation in the survey has grown from 110 organizations in 1978 to an 

expected 185 in 1981. 



SUNSET FACTOR: THE EXTENT TO WHICH THE ATTORNEY GENERAL OR 
APPLICABLE AGENCY OF STATE GOVERNMENT HAS THE AUTHORITY TO 
PROSECUTE UNDER ACTIONS UNDER ENABLING LEGISLATION (pages 14 - 15j  

The s t a t e m e n t s  in this Sunset Factor  more directly apply to t h e  Personnel Board and 

the  Attorney General. 

SUNSET FACTOR: THE EXTENT TO WHICH CHANGES ARE NECESSARY IN THE 
LAWS OF THE DIVISION TO ADEQUATELY COMPLY WITH THE FACTORS LISTED 
IN SUB-SECTION ( ~ a e  16)  

The Personnel Division agrees.  Further,  it believes t h a t  even addit ional changes should 

be  made, which will be  recommended under i t s  responses t o  specific findings. 



FINDING I 

THE DEPARTMENT OF ADMINISTRATION - PERSONNEL DMSION HAS FAILED TO 
MAINTAIN THE UNIFORM CLASSIFICATION PLAN PROPERLY. (pages 17 - 35) 

The Personnel Division generally agrees. Due to unsuccessful attempts to obtain 

additional resources, the Personnel Division has responded to this problem by reallocating 

and providing additional resources from other programs to classification plan 

maintenance, effecting changes in management and organization, and improving 

operational procedures and practices. 

Reasons for the Absence of Maintenance Review Program (pages 27 - 28) 

Generally, the comments under this section are correct. However, the major factors 

which hindered the accomplishment of the 1979 schedule should also include unrealistic 

classification maintenance review scheduling, varying support of the classification review 

schedule by other state agencies, and insufficient classification resources. 

CONCLUSION (page 34) 

The Personnel Division agrees. With respect to the degree to which the classification 

plan has affected the Personnel Division's achievement of other objectives, the Personnel 

Division agrees its ability has been impaired, but suggests that it was less than seriously 

impaired. 

RECOR'IMENDATIONS (pages 34 - 35) 

1. The Personnel Division agrees with the goal of reviewing all classes within five-year 

cycles. It suggests, however, that to place that goal in law or in rules would 

place it within a too rigid framework without knowing the extent to which any 

future variables will impact the program. 

2. The Personnel Division agrees. In order to complete a full five-year cycle, and 

assuming additional resources are provided, it suggests that the date by which all 

classes should be reviewed be changed to June, 1987. 



RECOMMENDATIONS (continued) 

3.  The Personnel Division agrees. However, the achievement of either a or b is 

contingent upon whether additional resources are provided. 

4. The Personnel Division agrees. 

5. The Personnel Division agrees. The study is underway a t  this time. 

6. The Personnel Division agrees. The Personnel Division will propose a budget to 

achieve Finding I recommendations and include the various alternatives. 



FINDING I[ 

IMPROVEMENTS ARE NEEDED IN THE PERSONNEL DMSION'S RECRUITMENT 
EFFORT FOR HARBTWFILL JOB CLASSIFICATIONS (pages 37 - 54) 

The Personnel Division agrees  with Finding I1 t h a t  i t  should use more aggressive 

recrui tment  techniques and should use ce r ta in  recrui tment  pract ices  more often.  

DOA - Personnel Generally Provides Qualified Applicants (pages 38 - 41) 

The Personnel Division agrees  with all aspects  of this section.  There is one a r e a  

where a point o f  elarif ication might help avoid possible misinterpretation by i t s  readers. 

This has to  do with i tem 4) on page 38 regarding the  e x t e n t  to  which candidates 

referred to  the  agencies mee t  minimum qualifications. 

There a r e  two  forms of minimum qualifications: those formally se t  fo r th  in t h e  

published classification specifications, as approved by t h e  Personnel Board, which a r e  

used for recrui tment  purposes and which serve as t h e  init ial  standard against  which 

all candidates a r e  measured; and those desired by t h e  hiring off ic ia l  with a specific 

kind of person for his specific job vacancy in mind. I t  is no t  unusual for those t o  

differ. The survey findings summarized in Table 10, page 40, with which t h e  Personnel 

Division does not  disagree, r e f l e c t  the  l a t t e r  definition of minimum qualifications. 

Based upon information provided in job applications, 99.9% of candidates for state 

service  employment who a r e  referred to hiring officials m e e t  the  required formal  

minimum qualifications established for the  job as well as any approved job-specific 

specia l  qualification requirements requested by hiring officials. 

Reasons for Lack of A ~ g r e s s i v e  Recruitment Program (page 48) 

The reasons listed in this section do contribute t o  t h e  general  lack of a n  aggressive 

recrui tment  program. The Personnel Division will comment  on these and others  as 

they a r e  presented in t h e  report. 

Comparison o f  Workload Increases, Staffing and Funding Levels (pages 48 - 49) 

The Personnel Division is in full ag reement  with this section. It does, however, view 

the  loss of 1 2  FTE's from t h e  recrui tment  program as having g r e a t e r  impact  than t h e  

report 's narrative suggests and will address this in t h e  ltRecommendationstt section. 
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IMPROVEMENTS ARE NEEDED IN THE PERSONNEL DMSION'S RECRUITMENT 
EFFORT FOR HARD-TO-FILL JOB CLASSIFICATIONS (pages 37 - 54) (continued) 

Inadequate Analysis of Recruitment Problems (page 50) 

The Personnel Division agrees that an effective management infor mation system is 

most important to an effective recruitment and employment program. The automated 

employment system is expected to provide the capability to provide information to 

assist the Personnel Division in achieving improved employment analysis. 

Restrictions in State Law (pages 50 - 51) 

The Personnel Division agrees. It has and will again propose legislation not only to 

provide for interview expense reimbursement but also for relocation expense 

reimbursement for certain jobs. 

CONCLUSION (page 53) 

The Personnel Division concurs with the conclusion set  forth in the draft report. 

RECOMMENDATIONS (pages 53 - 54) 

1. The Personnel Division agrees. Its automated employment system is the first 

step and is part of a broader Personnel Division objective to develop a 

comprehensive management information system. 

2. The Personnel Division agrees and has taken steps to increase use of these 

media. 

3. a. The Personnel Division agrees and will increase such efforts a s  resources 

permit. 

b. The Personnel Division agrees and will continue to publish such materials. 

c. The Personnel Division agrees and will pursue its target to establish intern 

and co-op programs. 

d. The Personnel Division agrees and will at tempt to maximize these 

procedures as  resources permit. 

4. The Personnel Division agrees and will use professional advertising agencies more 

often if resources permit. 102 



RECOMMENDATIONS (pages 53 - 54) 

5. a. The Personnel Division agrees and has sought a significant increase 

in its budget request. 

b. The Personnel Division agrees. 

In addition, the Personnel Division proposes to seek legislation to allow 

payment of relocation expenses for a limited number of successful 

candidates for critical, hard-to-fill job classifications. 

The Personnel Division further proposes to seek additional staff resources to soften 

the loss of its FTE's since implementation of the automated system only partially will 

compensate for staffing the losses. While the draft report correctly notes the impact 

of that  loss on the availability program, the lost positions also made up a substantial 

portion of the recruitment program's support staff. As such, their abolition had 

widespread impact in addit ion to availability. These positions greeted applicants; 

provided information; received and checked applications; answered telephones; prepared 

correspondence; maintained application files; posted scores; copied applications for 

referral to agencies; and, in general, provided a myriad of clerical support activities 

that a re  not being accomplished by computer some of which either are not being done 

a t  all today or are falling further and further behind. 



FINDING JII 

REDUCING REQUISITION CANCELLATIONS WILL ELIMINATE UNPRODUCTIVE WORK 
FOR PERSONNEL DMSION (pages 55  - 60) 

There is no question about  t h e  sever i ty  of this long standing and long recognized 

problem. The Personnel Division agrees with the  Finding and i t s  recommendation tha t  

d a t a  be collected for analysis and t h a t  correct ive  action b e  taken based upon t h a t  

analysis. Until now, t h e  Personnel Division's insufficient resources were  hampered 

fu r the r  by l imitations imposed by a manual employment sys tem which made da ta  

gathering laborious and time-consuming. Thus, it has been able to  maintain only the  

bares t  of cancellat ion information. The Division's planning for t h e  all but  completed 

automated system, however, contemplated taking just such s teps  to  address t h e  problem; 

thus  t h e  sys tem contains provisions for cancellation d a t a  gathering and analysis. Based 

upon this analysis, the  Division will develop appropriate solutions which may include 

legislative or  rules proposals. 



FINDING IV 

ILGDEPINED TRAINING ROLES IMPAIR THE PERSONNEL DIVISION'S ABILITY TO 
IMPROVE STATE EMPLOYEES1 PRODUCTIVITY (pages 61 - 74) 

The Personnel Division agrees with the draft report's discussion and conclusions. 

RECOMMENDATIONS (pages 73 - 74) 

1. The Personnel Division concurs with this recommendation. It is an active member 

of a DOA-formed interagency task force on role definition for training in the state  

service and will propose legislation to clarify those training roles. 

2. The Personnel Division agrees. 

3. In its current budget request the Personnel Division has sought staff to replace 

those lost due to recent cutbacks in federal program support. 

Further, the Personnel Division intends to consider the questions raised in this section 

of the draft report a s  it  develops its s tate  service training program. With specific 

reference to tuition reimbursement for s tate  service employees, noted on page 74, the 

Personnel Division has established as one of its objectives for Fiscal Year 1981182 the 

development of such a program accompanied by any legislative proposals that  might 

be required to implement and operate it. 



OTHER PERTINENT INFORMATION 

TURNAROUND TIMES FOR HIRING LISTS (page 75) 

With minor amplification, the Personnel Division finds this section to be an accurate 

portrayal. The expectation expressed in Faster Turnaround Expected in Future on page 

77 is conditioned on a reasonable stablization of workload and successful conclusion 

of a joint DES Job Service - Personnel Division employment program agreement. If 

these conditions do not come about, i t  is unlikely the Personnel Division will perform 

satisfactorily with its existing resources, and turnaround time will continue to increase 

to unacceptable levels, and agencies will be adversely affected as  more and more jobs 

will be vacant for longer and longer periods. 

COMPLAINT OF RULE VIOLATION SYSTEM (pages 80 - 81) 

Employees have been confused or ignorant about this particular avenue of protest of 

appeal because the Board has been unable to obtain certification from the Attorney 

General of rules adopted to deal with alleged rules violations. The statute has not 

been well publicized, and most employees are  not aware they have access to this 

avenue of recourse. Only those who took steps to find out  or wrote to the Board or 

Personnel Division complaining about a violation either were given information about 

this process or their complaints were treated as  allegations of rule violations. If rules 

dealing with this process had been adopted and certified, more employees would have 

known about the process, and possibly more allegations would have been filed. The 

Board, a t  least three different times, adopted rules implementing ARS 41-782.01 but 

each time the Attorney Geperal failed to certify the rules for formal implementation. 

MULTIPLICITY OF AVENUES CREATED CONFUSION (pages 83 - 84) 

The Division supports the commission recommendation for handling the majority of 

complaints (page 84). However, some reservation is required since a comprehensive 

study was not made regarding each type of complaint. 



MULTIPLICITY OF AVENUES CREATED CONFUSION (pages 8 3  - 84) (continued) 

The report does not identify the laws as  being partially responsible for the number of 

different review or protest procedures. Until the laws dealing with this area dictate 

that  there be one system for protests, the Board is powerless to do so. For example, 

ARS 41-782.01., Enforcement of Rules of the Board, establishes the procedures for 

protesting a rule violation. The wording of the statute does not provide for the 

incorporation of these procedures into either the grievance procedure or the appeals 

procedure. Another statute, ARS 41-785., Appeals to the Personnel Board; Hearings, 

establishes a separate set of procedures through which a permanent status employee 

may seek relief from three specific types of disciplinary actions, dismissal, suspension 

and demotion. The procedures, a s  set forth in the law, do not allow for incorporation 

into the procedures for alleging rule violations or the grievance procedure. 
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ASSISTANT DIRECTOR . 

TO: Agency Iieao's DATE: August 13, 1981 

SUBJECT: I'ersor~r~el Jlivision's Goals eni  
Gl~jectivcs for FY 1981 -1CS2 

Ir, >!arct: of this year, the Pcrsonncl Division requested agency n-~anager,-ent to identify 
its personnel needs 2nd  requireiijcnts fcr FY 1981-19&2 to assist the Division in bxi1c:in: 
its plannip: process upon the neees of ttlc agencies it served. This process hcs no\: 
beer: con,plcted and the inforn:ation providcd by ycur acency, recent legislr.tior., ~ n i i  
recor:.niendations of tlic Gcvernor's Cornn~issiori on lllcrit Systcrr. Refor];:, u;cre till 
considc-rations in the o'evclopn!ent of our I:Y 1S81-1982 goals and objcctivcs. \;c ~,~oultl  
l ike  to colnmunicatc these goals and objectives tc !:nu as an attac11n;e~t to this letter. 
As you will note, our projects scliec!ule for the Clnssificntion !:'aintennr?cc Sevien 
(CI:;E) Progrnln is included in  tlris attachment. 

10 focus its attention end efforts or, its sis god-oricntcd progrepjs and ~t tkc sn:;.e 
tirlic elignin:; related functions into four service or ientcd opcratinr sectio~ls, t h e  
1;ersonnel Ilivision rcorgnnizec: during FY 1380-19el .  Our six h u m o n  resource proyrays 
2re: 

(1) Cn;ployr;icnt - ]:on Iiernes, Program Lannger 

(3) l'rair:i~lg - lion Iiernes, Progrzm ;iIanngcr 

(4) Clossif'ication - Gcorpe i,'oravisl;i, Propran 3 anciser 

(6) Lnlployec Relations - G e o r ~ c  b' orcv,ski, Progra nl ?, iinnger 

AN E Q U A L  O P P O R T U N I T Y  EMPLOYER 



I'ersonnel Division's Goals and 
Objectives for FY 1981-82 
Page Tv:o 

The Division's service oriented operating sections are: 

(1) Employment & Training - Ron Ilernes, Section Kanager 

(2) Classification, Compensation and Employee 
Relations - George Riorawski, Section RIanager 

( 3 )  Agency Personnel Rianagenlent Services (APRIS) - Armnndo C. Elias, 
Section hianagcr 

(4)  Administrative Services - Ken Sullivan, Section &imager 

If you have any questions concerning our goals and objectives, please feel free to 
contact the progmni managers. 



PEIISONNEL DII'ISIOK - GOALS &. OBJECTIVES FY 1981 - 1982 

GOAL #I - To n:axin~ize productivity in  state government by providing services 
that result in agencies selecting employees whose qualifications enable tk,em 
to attain permanent status by meeting or exceeding performance standards and 
providing those services in a way that facilitates achievement of the agencies' 
objec tivcs. 

Objectives: 

1. Certify applicants of such quality that less than 10% of original 
probationary employees arc terminated. 

2. Provide hiring lists within 19.5 working days of receipt of requisition 
when recruitment is required and 2.5 working days when i t  is not. 

3. Provide hiring lists of satisfactory or better quality 90% of the time. 

4. Achieve an applicant availability rate of 7196 on 7596 of the hiring 
lists provided to the agencies. 

5. Provide state service promotional scrviccs so that the portion of all 
placements effected through pron:otion is increased by 2070. 

6. Achieve a 29% minority/fernale representation rate on 90% of the 
hiring lists. 

7 .  Conduct background verification cl~ecks on applicants on non-promotional 
hiring lists for positions in sensitive occupations. 

8. Orient 625 state service supervisory and managemen t personnel about 
the Personnel Division employn~ent rules and processes. 



Goals & Objectives (2) 

JOB ANALYSIS, PItOGRAh? DEVELOPRICNT A N D  EVALUATION PI:OGIIAR: 

GOAL P I I  - To maximize productivity in state government by providing services that 
result in enhancement of the section's employment and training programs. 

Objectives: 

1. Increase the proportion of qualified applicants evaluated by written tests 
from 1504 to 209;,. 

2. Provide technical job analysis training to all employment analysts anti 
complete 20 job analysis projects by June 30, 1982. 

3. Complete a turnover analysis research project and formulate recorrimendaticns 
for programs to minimize avoidable turnover by June 30, 1982. 

4. Implement a monpov:er forecasting program by Rloy 31, 1982. 

5. Develop and implement standards on the Employment Program's Evaluation 
Program by June 30, 1982. 

6. Develop a tuition reimbursement program, including any legislative proposals 
by November 30, 1981. 

7. hlodify, improve and implement orientation program for nevi probationary 
employees in state service by September 30, 1981. 

8. Develop n selection program by July 30, 1982. 

GOAL #III - To maximize productivity in state government by providing services that 
increase employees' kno~ledges and skills, resulting in irrlproved employee performance 
and retention. 

Objectives: 

1. Provide 1290 training hours of h;anagemcnt Development Program Levels I, 
Il and 111 instruction of satisfactory or better quality 90% of the time. 

2. Provide 510 training hours of instruction in other than RiDP training of 
satisfactory or better quality 90% of the tirile. 

3. Develop part I of Level IV P,'DP training for implenientation by Junc 3982 
and cornplete planning for levels V and VI by June 1982. 



Goals d: Objectives (3) 

4. Propose a training philosophy for the state service for submission to the 
Governor by August 31, 1981. 

5. Provide services to assist 2590 of state government agencies in providing 
career development opportunities by June 30, 1982. 

CLASSIFICATION PROCRARI 

GOAL #IV - To establish a systematic arrangement of jobs into groups to provide the 
foundation essential to the developnlent and adniinistration of effective and efficient 
management systems for the recruitment, selection, compensation, and development of 
statc employees. 

Obieetives: 

1. Develop and test an alternative system for the classification of state service 
positions by June 30, 1982, in order to in~prove the effectiveness and 
efficiency of classification program. 

2. Finalize CRiE project applicable to 105 classifications and 3100 positions by 
Ijecen~ber 31, 1981. 

3. Initiate CPJR project studies and audits on 7G classifications involving 3200 
positions. (See attached schedules.) 

A. Correctional Custody, C. Eisability Exanliner Series 
Counseling, Treatment ti D. Parks Series 
Related Series E. Personnel Management Series 

B. Data Processing Equipment 
Operation Series 

4. Develop five year program plan for CR:R projects by September 30, 1981. 

5. Develop automated information and control system for classification activity 
by Dccembcr 31, 1981. Upon completion, work standards for future 
administration will bc developed within 45 days. 

GOAL #V - To establish competitive, equitable, progressive and effective pay, incentive 
and benefit prograrris that attract,  retain and motivate employees. 

Objectives: 

1. hiaintain the state salary plan competitive with the market. Identify, analyze, 
report, and rccommcnd changes to the in-state market for the state servicc 
salary plan by December 1, 1981, in order to reflect a competitive 
relationship. 



Goals d( Objectives (4) 

a. Improve the sample representativeness of the employed population in 
the JGSS by increasing participation from 172 to 185 organizations. 

b. Improve representativeness of JGSS in five technical/specialist classes 
by surveying organizations excluded by the sample technique. 

c. Develop additional confidence tests. 

2. Identify appropriate geographic areas for salary comparisons to establish 
reliable competitive data for covered and uncovered governmentol 
benchmarks. 

a. Develop salary survey for 25 governmental benchmark classifications 
by August 15,  1981. 

b. Establish competitive markets for governmental and uncovered positions 
by June 30, 1982. 

3. Cevelop and recomnjend a cor~lpensation/benefits progrzm for the State of 
Arizona Cxccutive Service by Kovember 1, 1981. 

4. Develo? salary recon:mendations on uncovered positions by November I, 
1931. 

a. I?cviec. Lutz point-factor system for reliability and acceptcbility. 

b. Reviev; and validate Utah study regarding certain top uncovered stgte 
service positions. 

5. Develop communications to pron:ote a more uniform understanding of the 
employee benefits program. 

a. Rewrite the manual regarding administrative rules, guidelines 2nd 
procedures applicable to group insurance progran for users by Cctohcr 
1, 1981. 

b. Develop o benefit statement for comnlunication of benefit progrnnls 
to permit an objective appreciation of such programs by June 30, 1882. 

t i .  Investigate, recomrrrend and initiate practical changes emphasizing cost 
containnicnt principles v,ithin insurance progranls. 

a. Design and implement a revised insurance application and records 
mairitenance systen; by January 1, 1982. 

b. lievicv; the feasibility of on L'I'D self-insurance program, including 
proposed legislation by February 28, 1982. 



Goals t c  Objectives (5) 

c. Propose modification to the retiree group insurance program by 
February 28, 1982, which will minimize adverse impact on group 
insurance rates. 

d. Present 1982-1983 Group Insurance Recommendations to the Personnel 
Board by February 28, 1982. 

e. Continue premium reduction efforts and experience rating refinements. 
Financial goal $600,000 for fiscal year 1982-83. 

7. Update existing pay administratiori program control reports. 

a. Distribute pay and merit increase reports by August 31, 1981. 

b. Develop audit program applicable to delegated pay administration 
responsibilities by Alarch 31, 1982. 

GOAL DVI - To promote positive relationships and attitudes among state service 
employees for retention and motivation. 

Gbjec tives: 

1. Develop and implement Personnel Division Employee Relations philosophy. 

a. Propose a forrzal statenlent relating to desired state service employee 
relations climate by June 30, 1982. 

b. Identify, evaluate, report and recommend action regarding existing 
mcasure~,ents appropriate to state service uork setting by Junc 20, 
1982. 

2. Develop a program of recognition and motivation to pro~r,ote state service, 
both v:ithin state agencies and externally to the general public, by Junc 30, 
1982. 

3. Propose amendments to Personnel Board rules on the fo l lo~~~ing  by June 30, 
1982. 

Public Hearing Date 

3. Reduction-in-force 10/14/81 

b. Ovcrtimc Compensation 10/t 4/81 

c. Grievance Procedure 11/11/81 

6. Industrial Leave 



Goals b: Objectives (6) 

4. 1:cvisc employee handboolc incorporating amendments  accomplished under 
objective number three  above. 

a. Identify contents  by December 31, 1981. 

b. Publish and distr ibute by June 30, 1982. 



CMR PROJECT SCHEDULE - FY 1981-1982 

Correctional Custody, Counseling, Treatment ti Iielated 
Series - commence August 1981 

Personnel Aianagement Series - corn mence August 1981 

Data Processing Equipment Operation Series - commence 
January 1982 

Disability Examiner Series - commence February 1962 

Parks Series - commence February 1982 



COItRECTIONAL CUSTODY, 
COUNSELING, TREATR:ENT & RELATED SEFIES 

Title 

Correctional Administrator I 
Correctional Administrator I1 
Correctional Assistant Superintendent 
Correctional Comn~unity Progran; Administrator 
Correctional Law. Enforcement Consultant 
Correctional Program Officer I 
Correctional Program Officer I1 
Correctional Program Officer 111 
Correctional Program Supervisor 
Correctional Service Captain 
Correctional Service Lieutenant 
Correctional Service hlajor 
Correctional Service Officer 
Correctional Service Officer Trainee 
Correctional Service Sergeant 
Correctional Services Supervisor 
Correctional Services Supervisor I 
Correctional Work Program Supervisor I 
Delinquency Prevention Specialist 
Prevention Services Supervisor 
Security Officer I 

Class Code 

Eelated areas that we anticipate v:ill be reviered as this ChlR progresses include 
Correctional Industries and Correctionol Food Service. 



Title 

PERSONNEL niANAGEh:li WT SERIES 

Employee Assistant b- Support Supervisor 
E.S. Training & Development riianager 
Personnel Analyst I 
Personnel Analyst 11 
Personnel Analyst 111 
Personnel n:anager I 
Personnel IKanager II 
Personnel Manager 111 
Personnel lL:anager IV 
Training Officer I 
Training Officer I1 
Training Gfficer IXI 
Training Specialist 

Class Code 



EATA PROCESSING EcUIPhIENT OPERATION SERIES 

Title 

Data  Entry Supervisor I 
Data Entry Supervisor 11 
Data  Entry Supervisor 111 
EDP Computer Operator I 
EDP Computer Operator 11 
ECP Computer Operations Analyst 
EDP Telecommunications lllaintenance Technician 
CCP Auxilliary Equipment Operator Trainee 
EDP Auxilliary Equipment Operotor I 
ECP Auxilliary Equipment Operator II 
EDP Operations Control Coordinator I 
EL)P Operations Control Coordinator I1 
EDI' Librarian 
EUP Operations Control Supervisor I 
EDP Operations Control Supervisor 11 
ED?? Computer Operations Supervisor I 
EDP Computer Operations Supervisor 11 
CDP Computer Operations Supervisor 111 

Class Code 



Ti t l e  

DISABILITY EXA %?IKET! SERIES 

Disability Examiner I 
Disability Examiner  I1 . 
Disability Examiner I11 
Disability Exal r~iner  Assistant  n'lanager 
Disability Examiner Program Manager 
Disability Examiner  Unit Supervisor 

Class  Code  



Title 

Archaeologist 
Exhibit Specialist 
Parks Area Alanager 
Parks l'dunager 
Parks Ranger Assistant 
Parks Ranger I 
Parlts Ranger 11 
Parks Ranger IIi 
Parks Ranger IV 

Class Code 



A P P E N D I X  I 

G O V E R N O R ' S  M E R I T  S Y S T E N  REFORM 
C O M M I S S I O N  RECOMMENDATIONS 



GOVERNOR'S MERIT SYSTEM REFORM COMMISSION 

SUMMARY OF RECOMMENDATIONS 

The following philosophy 
statement for the Arizona Merit 
System should be adopted: 

The purpose of the Arizona 
Merit System is to maximize the 
utilization of the human resources 
necessary to carry out the goals of 
Arizona State Government within 
the context of the following values: 
A. Public service and trust and 

its attendant obligations; 
B. Compliance with pertinent 

national and state  laws; 
C. Fiscal responsibility and 

accountability; 
D. Established merit system 

standards: 
a. Recruiting, selecting, 

and advancing employ- 
ees will be on the basis 
of their relative abil- 
ity, knowledge, and 
skills, including open 
consideration of qual- 
ified applicants for 
initial appointment; 

b. Equitable and adequate 
compensation will be 
provided; 

c. Employees will be 
trained as needed to 
assure high- 
quality performance; 

d. Employees will be 
retained on the basis 
of the adequacy of 
their performance and 
provisions will be made 
for correcting inade- 
quate performance and 
separating employees 
whose inadequate per- 
formance cannot be 
corrected; and, 

e. Fair treatment of 
applicants and employ- 
ees in all aspects of 
personnel administra- 
tion without regard to 
race, color, religion, 
sex, national ol.igin, 
political affiliation, 
age, handicap or other 
non-merit factors and 
with proper regard for 
their privacy and con- 
stitutional rights as 
citizens will be 
assured. 

A statewide policy addressing the 
philosophy and objectives and the 
designated management responsi- 
bility for organizing, planning, coor- 
dinating, integrating, and measuring 
the state's human resources should 
be established. 
A Human Resources Management 
Council should be established to 
formulate and integrate plans for 
human resource management. It is 
recommended that the council should 
include, but not be limited to, the 
assistant director for Personnel 
Administration, the Arizona State 
Personnel Board chairperson, agency 
managers, and representatives from 
the Legislature. 
After an initial three-year period, 
the Human Resources Management 
Council should consider recom- 
mending that the Council be made 
a separate agency and that the 
Council report directly to the 
Governor. 
A three-year plan should be 
developed for the management of 
human resources. State agencies 
should develop standardized annual 1 
human resource plans to address 
their immediate needs and then 
integrate and conform their plans 
with the statewide three-year plan. 
Recruitment and placement efforts 
should be coordinated and given 
support to effectively analyze turn- 
over and placement problems. Sub- 
sequently, recruitment efforts should 
be based on the anticipated needs 
of each agency. 
Efforts should be made to assist 
students in high schools and in 
institutions of higher education to 
become familiar with and proficient 
in the skills and abilities required by 
s tate  service. 
The Department of Public Safety and 
the Personnel Division should 
continue their own merit systems. 
The three s tate  universities should 
continue to function under the Board 
of Regents' personnel system. The 
Board of Regents should, by 1 March 1 
1981, develop and adopt a set  of ' 
personnel rules consistent with merit 1 
systems standards; by 1 hlarch 1982, 1 
the personnel operations of the , 
universities should be in accordance 1 

with those personnel rules. I 



Legislation should be introduced to 
specify annual leave accrual rates 
for all s tate  employees. It is further 
recommended that this legislation 
adopt the plan as outlined in the 
current Personnel Board Rules. 
The present centralized personnel 
system should be retained. 
Coordination and communication 
between the Personnel Division and 
state  agencies should be improved. 
To the extent possible, the Personnel 
Division should make efforts to allow 
agency management a voice in the 
personnel staff serving agency 
management and the Personnel 
Division should develop priority plans 
for each agency, in conjunction with 
management. The Personnel 
Division should determine, in cooper- 
ation with agency management, 
which personnel activities it is 
possible to perform on-site within 
the agency and then develop plans 
to move responsibility for those 
activities into the on-site personnel 
offices. 
The Legislature should determine 
how conflicts of interest between 
the Attorney General's Office and 
the Personnel Division may best be 
resolved. The Legislature should 
then take the necessary action to 
resolve those conflicts. 
A commission should be established 
by the Governor to review and to 
then make recommendations on ways 
in which employee productivity may 
be increased. 
A program of recognition and 
motivation should be developed to 
promote s tate  service, both within 
s tate  agencies and externally to the 
general public. 
The following objectives should be 
adopted as the foundation for a 
compensation philosqphy for the 
Arizona Merit System: 
- Attract and retain a qualified 

work force in the relevant job 
market 

- Improve performance and 
reward excellence through 
merit incentives, monetary 
and non-monetary 

- Provide a framework for 
systematically updating total 
compensation levels and ac- 
commodating new classifica- 
tions 

- Provide compensation levels 
which will be equal to the 
market average of relevant 
job market competition 

- Provide internally equitable 
compensation levels 

- Be fiscally responsible and 
allocate available dollar 
resources effectively 

17. In order to balance the current 
compensation system with a more 
meaningful program to improve and 
reward performance, the following 
is recommended: 
a. Performance planning, goal 

setting and compensation I 
must be tied more closely 1 
together. Recommendations . I  
in the December, 1979 Survey I 
of Performance Planning 
System should be evaluated 
and implemented if supportive 
of the objectives. 

b. Standards of performance 
should be established on each 
position responsibility. The 
measurement should be stated 
in terms relating to the 
specific areas of quantity, 
quality, timeliness, etc. 
These standards should be 
common in similar classifica- 
tions and should include a 
"weighting factor" to empha- 
size the importance where 
appropriate. 1 

c. Change the four-point evalu- I 

ation scale to a five-point 1 
evaluation scale and redefine 1 
the scale. I 

d. Performance planning should ' 
include individual objectives ' 
which improve effectiveness, 1 

focus on agency or program 
plans or goals and financial 
savings. These also should be 
weighted for importance. 

e. Performance plans should be 
reviewed and/or adjusted 
more frequently than once a 
year. All performance 



evaluations should be con- 
ducted on a single date, 
annually. If all evaluations 
were held on the same date 
(suggest April 1 evaluation, to 
be effective July 11, it- would 
maximize planning and allow 
management to rank the 
relative strengths of all 
employees, notwithstanding 
their anniversary dates. The 
transition should be conducted 
in such a manner that 
employees are not adversely 
affected by the change in 
anniversary dates. 
Review all aspects of the 
compensation program which 
includes pay administration, 
direct compensation, em- 
ployee benefits, classifica- 
tion, promotiontll policies and 
career ladders, performance 
evaluation, etc., as one total 
compensation system. 

g. Increase efforts to adjust 
employees' compensation to 
meet the market rate. More 
specific analysis must be 
conducted regarding the 
acceptability of hiring rates 
versus the appropriate em- 
ployment market. Step four 
of each grade should be 
established and maintained as  
the market rate and should be 
recognized as a journey-level 
employee, fully functioning a t  
an Ifachieved results ex- 
pected" level. The Personnel 
Division should perform 
recommendations on across- 
the-board adjustments, ineq- 
uity adjustments, and reclas- 
sification adjustments on a 
semi-annual rather than 
annual basis. 

h. Salary progression between 
grades and steps should be 
systematic and provide an 
appropriate incentive. 

i. For those employees per- 
forming a t  an "exceeds results 
expectedff level, award a step 
increase (steps five through 
eight) above market rate. 

j. For those employees per- 
forming truly exceptional 
work, award a one-time only 
Outstanding Performance 
Award of 10 percent which 
does not become a part of 
their s a l a r y  base. These 
awards are limited to seven 
percent of the employees. 

k. Different pay plans for 
various occupational groups 
should be developed or the 
administrative practices gov- 
erning pay and/or merit in- 
creases changed to provide 
some flexibility. Perhaps, 
executives should be paid on 
open ranges with no general 
adjustments. The pay in- 
crease percentage could be 
varied based on performance 
and salary position in the pay 
rate. Pay practices for craft 
positions have been identified 
for study this year. 

1. The current pay and merit 
plan should be monitored 
during the 1980-81 fiscal 
year. 

18. Request an allocation to the Depart- 
ment of Administration to allow for 
more timely market adjustments on 
a semi-annual basis. 

19. Provide agency management with 
more flexibility to respond to market 
conditions to: 
a. Be able to hire new employees 

a t  higher than entry level 
rates 

b. Move more rapidly in making 
adjustments in position/mix 
within programs 

c. Make fiscal decisions con- 
cerning personal services 
dollars without having to  
secure approval from the 
Joint Legislative Budget 
Committee. 

A study should be initiated to 
explore the feasibility of instituting 
an Arizona Executive Service within 
s tate  government to encourage the 
development, effective use, and 
equitable compensation of well- 
qua!ified and carefully selected 
executives. 



The Personnel Division should 
conduct a study to determine the 
number and the situations under 
which exempt positions exist in s tate  
service and develop interpretative 
guidelines for use in making exempt 
determinations. Legislation should 
be introduced to clarify the meaning 
of '  "exempt." 
The Personnel Board should develop 
a Board rule establishing an in- 
service ' training . philosophy which 
will result in the improvement of 
work effectiveness and morale of 
employees. 
A uniform educational plan should 
be established for s tate  employees 
and their dependents, Educational 
benefits currently provided to uni- 
versity employees should be provided 
to all state employees. 

Appeals of demotion, dismissal, or 
suspension of more than 40 hours 
should continue to be filed directly 
with the Personnel Board, and there 
should be a specified time frame 
both for processing those complaints 
and for reaching a determination. 
The term "demotion" should be 
clarified by a Personnel Board Rule. 
Arizona Revised Statutes Section 
41-785 should be changed to provide 
that suspensions without pay of 40 
hours or less be processed through 
the Personnel Board's grievance 
procedure rather than through the 
current appeals process. 
The necessary changes in practice 
should be made to bring the 
Personnel Board and its hearing 
officers into compliance with 
existing statutes. Hearing officers 
should receive uniform training and 
should be allowed more flexibility 
and latitude in the manner in which 
they conduct hearings. 
The Board should consider receiving 
appeals directly from employees, 
thus speeding up the process. 
Presently appeals must be addressed 
to the assistant director for 
Personnel who then forwards appeals 
to the Board. 
The s tate  system should recognize 
one procedure for handling the 
majority of complaints from em- 
ployees and former employees. 

29. An appeal of a classification action 
should be reviewed by the Personnel 
Division staff assigned to another 
agency with final approval by the 
assistant director for Personnel. 

30. The present employee handbook, 
"Your Job with the State of 
Arizona," should be revised to 
include all grievance procedures and 
appeals. The handbook should be 
distributed to all state employees. 

31. An applicant appeals process should 
be provided for any personnel action 
considered to be discriminatory on 
the basis of race, color, religion, 
age, national origin, sex, political 
affiliation, handicap or other non- 
merit factors. The process should 
be impartial and should result in 
timely, enforceable decisions. 

32. The State Fersonnel Board should 
adopt rules regarding reduction-in- 
force. The issue of statewide . 
applicability should be addressed in 
these rules. 

33. The Legislature should be requested 
to resolve, by statute, the existing 
jurisdictional conflict between the 
Civil Rights Division of the Depart- 
ment of Law and the Governor's 
Office of Affirmative Action. 

34. The Personnel Board should adopt a 
statute identifier system for each of 
its rules which are rooted in, or 
related to a statute. The Personnel 
Division's regulations, instructions, 
and guidelines should be codified and 
contained in a single organized 
manual system. In addition, when 
the language in the Arizona Revised 
Statutes and/or the Personnel Board 
Rules is succinct and clear, this 
language, suitably identified as to 
its source, should be used in the 
promulgation of instructions and 
guidelines in the Division's Personnel 
Manual. 

35. It is recommended that a public 
administration graduate student at 
one of the s tate  universities be 
encouraged to prepare his/her 
degree-required thesis on the subject 
of the Arizona Revised Statutes, the 
Personnel Board Rules, and the 
Personnel Division instructions so 
that the focus of this Commissionls 
study may be continued, 



36, Arizona Revised S t a tu t e s  (A.R.S.) 39. 
Section 41-782 should be revised to  
provide author i ty  fo r  t h e  Personnel 
Board t o  de legate  i t s  au thor i ty  t o  
t he  assistant  d i rec tor  fo r  Personnel 
when the  Board deems i t  usefjrl and 
necessary. 

37. The two provisions of A.R.S. 
Sections 41-763 and 41-765 should 40. 
be brought together  and the  
following wording should be  added 
t o  A.R.S. Section 41-763 "...The 
Division of Finance shall  provide 
technica l  assistance in  t he  
preparat ion of t h e  f iscal  impact  of 41. 
t h e  annual  recommendation of each  
budget  unit." With this  change, 
A.R.S. Section 41-765 may be  
deleted. 42. 

38. A.R.S. Section 41-768, Appeal t o  
Personnel Board, contains language 
identical  to A.R.S. Section 41- 

The Personnel Board should develop 
a s t a t emen t  of policy and guidance 
which contains an employee per- 
formance  appraisal  value sys tem 
under which the assistant  director  
of t h e  Personnel Division and agency 
management may develop the  
detai led system. 
The duties and functions of the  
Employment Secur i ty  Commission 
have been absorbed within t he  
Depar tment  of Economic Securi ty,  
result ing in  the  need to  revise A.R.S. 
Section 41-767. 
In A.R.S. Sections 28-235.C.5. and 
D., t h e  t e rm "s ta te  personnel 
commissionH should be changed t o  
"state personnel board." 
The Personnel Board should request  
a n  opinion from t h e  At torney  
Genera l  and/or s e e k  clarifying legis- 
lat ion relat ing to  t h e  provisions of 
A.R.S. Section 38-481 and then  
de termine  t h e  need f o r  a Board ru le  
t o  monitor this subjec t  (employment 
of re la t ives  in s t a t e  service). 



APPENDIX I1 

AUDITOR GENERAL SURVEY OF 
STATE-SERVICE ENPLOYEES 



OFFICE OF THE AUDITOR GENERAL 

Survey o f  S t a t e  Employees 

S t a t e  Agency: AT.1. RE-TS 

C l a s s  T i t l e  o f  your  c u r r e n t  p o s i t i o n :  

P r e s e n t  s a l a r y  g r a d e  : Grade  

1. How long  have you h e l d  your  p r e s e n t  p o s i t i o n ?  (check one)  

70 A. L e s s  t h a n  6 months 

91 C] B. ' 6-12 months 

206 c. 1-3 y e a r s  

206 D .  More t h a n  3  y e a r s  
TOTAL= 573 (No Response = 1  ) 

2. How long  have you worked f o r  t h e  S t a t e  o f  Arizona a g e n c i e s  covered  &the 
S t a t e  P e r s o n n e l  Board Rules?  (The S t a t e  P e r s o n n e l  9oard  2 u l e s  c o v e r  a l l  a g e n c i e s  -- 
excep t  t h e  Department o f  P u b l i c  S a f e t y ,  u n i v e r s i t i e s ,  t h e  G o v e r n o r ' s  O f f i c e ,  
L e g i s l a t i v e  a g e n c i e s  and t h e  S t a t e  c o u r t s . )  (check one)  

I) 

74 0 A. L e s s  t h a n  one y e a r  

172 a B. 1-3 y e a r s  

1 4 1 0  C. 4 - 7 y e a r s  

9 9 0  D. 8 - 1 2 y e a r s  

88 E. More t h a n  12 y e a r s .  
TOTAL= 5711 



TRAINING AND DEVELOPMENT 

3. I n d i c a t e  t h e  h o u r s  o f  formal* t r a i n i n g  you have r e c e i v e d  d u r i n g  t h e  past 12 months 
from t h e  f o l l o w i n g  s o u r c e s :  

R e s u l t s  o f  T r a i n i n g  
a 

0 
L 
a 
E a, 
.d 0 

c 
bO cd 
c E 
-d L 
r: 0 
,d G-l 

cd L 
L Q) 
u a 

Q) 

2 0 
c 

-0 L 
a  a  

!l 
-Q 010 L 

O t  C G-l 
L 

L a  m a  2 cd a 
.d L 3 
0 h 

Mcr bO E 
C C 

C .d 0 C 
I= 0 C c, c, 
.d -14 .d 3 
(do r d ? O  
L c d C  L - L  
o L c ,  3 3 M  

cd 3 a 
m a 0  v ] - , . L  
. d a t  - d d O  
C L b O  c-5 
€-+a € - + >  --- - 

( C i r c l e  t h o s e  l e t t e r s  
which a p p l y )  

a )  T r a i n i n g  p r e s e n t e d  by s t a f f  o f  t h e  
S t a t e  agency you were working f o r  T: 9239 Classroom 168 39 300 

A 
9 1  

a t  t h e  t ime :  A: - 16.1 Hours B C D 

b )  T r a i n i n g  p r e s e n t e d  by t h e  S t a t e  T: 1796 Classroom 4  0 35 
A B 

23 
c 

443 
P e r s o n n e l  D i v i s i o n :  A:  3.1 Hours 3 

c )  T r a i n i n g  p r e s e n t e d  by o t h e r  S t a t e  T: 1618 Classroom 28 1 e 467 
a 

3 2  
a g e n c i e s  : A:  2.8 Hours A B C D 

T: 12653 
d  TOTAL A:  22.0 

e )  C o l l e g e  o r  u n i v e r s i t y  c o u r s e s  r e l a t e d  to Semester  
y o u r  Job o r  c a r e e r  ( s e m e s t e r  courses):T:1562 Hours 

A: 2.7 
f) O t h e r  seminars  o r  workshops 

p r e s e n t e d  by o u t s i d e  o r g a n i z a t i o n s  
( t h a t  is ,  o t h e r  t h a n  S t a t e  -- T:4510 Classroom 8  7  79 18 37 1 
a g e n c i e s ) :  A : 7 . 9  Hours A B C D • 

T = T o t a l  
A = Average 

* T h i s  does  - n o t  i n c l u d e  "on- the - job- t ra in ing" .  



4 .  a )  Has your  p r e s e n t  s u p e r v i s o r ,  manager o r  o t h e r  agency o f f i c i a l  d i s c u s s e d  w i t h  
you your  c a r e e r  o r  p romot iona l  o p p o r t u n i t i e s  o r  t r a i n i n g  needs?  ( c i r c l e  YES OR NO) 

YES NO 

224 344 TOTAL = 568 (No Response = 6  
b )  I f  you answered YES, h a s  t h i s  c o u n s e l i n g  i d e n t i f i e d  j o b - r e l a t e d  o r  c a r e 5 r -  

r e l a t e d  t r a i n i n g  c o u r s e s  f o r  you t o  a t t e n d ?  ( c i r c l e  YES o r  NO) 

YES NO 

109 123 

5. a )  Do you f e e l  t h e  S t a t e  is g i v i n g  you a l l  t h e  t r a i n i n g  you need? ( c i r c l e  one)  

YES NO DON'T KNOW 
191' 255 117 TOTAL = 563 (No Response = 11) 

b )  I f  N O ,  p l e a s e  l i s t  t h e  t y p e s  o f  t r a i n i n g  you need: 

8 

8 6. a )  Any o t h e r  comments a b o u t  t h e  t r a in ing /employee  development programs of  your  
agency o r  t h e  S t a t e ?  

0 POSITION CLASSIFICATION/COMPENSATION 

7. When was t h e  l a s t  t ime  a p o s i t i o n  you were f i l l i n g  was reviewed t o  d e t e r m i n e  i f  
i t  was p r o p e r l y  c l a s s i f i e d ?  ( T h i s  i n c l u d e s  o n l y  t h o s e  r e v i e w s  done w h i l e  you were 
f i l l i n q  - t h e  p o s i t i o n . )  ( check  one)  

8 
1 1 3 0  A -  Within  t h e  p a s t  12 months 

1 t o  3 y e a r s  ago  

5 2 0  C. More t h a n  3 y e a r s  ago  

2 1 3 0  D. Never; no p o s i t i o n  was reviewed w h i l e  I 
was f i l l i n a  i t. 

1 1 7 0  E. Don ' t  know 
TOTAL= 566 (No Response = 8)  

I F  YOU ANSWERED C ,  D l  OR El G O  TO QUESTION 10. 

I f  you answered A o r  B ,  p l e a s e  c o n t i n u e .  



- 

DISAGREE WITH THE 

8. a )  The p e r s o n n e l  a n a l y s t  o b t a i n e d  a n  adequa te  u n d e r s t a n d i n g  o f  my job d u r i n g  
h i d h e r  review.  ( c i r c l e  one) .  

S t r o n g l y  S t r o n g l y  
~ i s a ~ i e i  D i s a g r e e  Undecided Agree Agree 

A B C 
72 

E 
2 7 3 0 5 3 7 TOTAL = 193 

b) I f  you chose  A o r  B ,  p l e a s e  e x p l a i n :  

9, a )  The p e r s o n n e l  a n a l y s t  made s u f f i c i e n t  e f f o r t  t o  h e l p  me unders tand  t h e  c l a s s i -  
f i c a t i o n  p r o c e s s .  ( c i r c l e  one)  

S t r o n g l y  S t r o n g l y  
D i s a g r e e  D i s a g r e e  Undecided Agree Agree 

A B C D E 
30 4 1 5 0 6 3 3 TOTAL = 187 

b) If you chose  A o r  B ,  p l e a s e  e x p l a i n :  

10. a) The t o t a l  compensat ion ( s a l a r y  plus b e n e f i t s )  f o r  my p o s i t i o n  is c o m p e t i t i v e  
w i t h  similar jobs  o u t s i d e  o f  S t a t e  government. ( c i r c l e  one)  

S t r o n g l y  S t r o n g l y  
D i s a g r e e  D i s a g r e e  Undecided Agree Agree 

A B C D E 
0 

(No Response = 38)  
109 136 145 135 11 TOTAL = 536 

b)  I f  you chose  A o r  B ,  p l e a s e  e x p l a i n :  

EMPLOYEE GRIEVANCE PROCEDURE 

(NOTE: The g r i e v a n c e  p rocedure  is t h e  formal  p r o c e s s  o f  f i l i n g  a  w r i t t e n  c o m p l a i n t  
w i t h  your  immediate s u p e r v i s o r  and t h e n  a p p e a l i n g  t o  h i g h e r  l e v e l s  if n e c e s s a r y . )  

11. While working f o r  t h e  S t a t e ,  have you e v e r  been invo lved  i n  a  g r i e v a n c e :  
( c i r c l e  YES or NO) 

T o t a l  No Response 
A. A s  a s u p e r v i s o r ?  YES 24 NO 435 7 115 

B. A s  a n  employee? YES 70 NO 485 555 19 



DISAGREE WITH THE 
F O L L O W I E  STATMENTS? 

12. a )  Wri t ten procedures f o r  s u b n i t t i n ?  grLeva?ces o r  complaints  sre r e a d i l y  a v s i l -  
8 a b l e  t o  me. ( c i r c l e  o n e )  

S t rongly  S t rongly  
Disagree Disagree Undeci2ed Azree Agree 

A i3 i /  S E 0 

38 55 107 320 37 TOTAL = 557 (No Response= 17) 
b) I f  you answered A o r  B ,  p lease explain:  

13. a )  The system f o r  handl ing gr ievances is  ~ u c h  too  complicated. ( c i r c i e  o n e ) ,  

S t rongly  S t rongly  
Disagree Disagree Undecided hsr3e Agree 

A B C D E 
16 147 293 62 24 TOTAL = 542 (No Response3?)  

b) I f  you chose D o r  E ,  p lease  expla in :  

) 14.  a )  The gr ievance  procedure is f a i r  t o  a l l  ? a r t i e s .  ( c i r c l e  one) 

S t rong ly  S t rongly  
Disagree Disagree Undecided Agree Agree 

A B b D E r 

4 2 74 30 1 122 6 TOTAL = 545 (No Response=29) . 
b) I f  you answered A o r  B ,  p lease  e x p l a i n :  

1) 15. a )  I f  I were t o  f i l e  a complaint o r  gr ievance,  I f e e l  t h a t  no r e t a l i a t o r y  a c t i o n  
would be taken a g a i n s t  me. ( c i r c l e  one) 

S t rong ly  S t rongly  
Disagree Disagree Undecided Agree Agree 

A B C D E 
73 126 230 120 8 TOTAL = 557 (No Response= 17) 

b) I f  you answered A o r  B ,  p lease  explain:  



16. a )  How would you r a t e  t h e  S t a t e ' s  g r i e v a c c e  procedure  a s  a  means f o r  i d e n t i f y i n g  
and r e s o l v i n g  employee c o m p l a i n t s ?  (check one)  

1 3 0  A. E x c e l l e n t  

1 3 6 0  B. S a t i s f a c t o r y  

1 4 3 0  C .  Needs Improvement 

3 5 0  D .  T o t a l l y  I n a d e q u a t e  

22317 E. No Opinion 
TOTAL = 550 (No Response = 24)  
b) I f  you chose  C o r  D ,  p l e a s e  e x p l a i n :  

Thanks f o r  your  c o o p e r a t i o n .  We remind you t h a t  your  answers  w i l l  be c o m p l e t e l y  con- 
f i d e n t i a l .  Your name i s  r e q u e s t e d  below on ly  f o r  t h e  purpose  o f  c o n t a c t i n g  you l a t e r  
t o  c l a r i f y  a r e s p o n s e ,  i f  n e c e s s a r y .  

I f  you have any q u e s t i o n s  a b o u t  t h i s  q u e s t i o n n a i r e ,  p l e a s e  c a l l  M r .  S t e v e  Thacker  
o r  Ms.Coni Good a t  (602)  255-4385. 

P l e a s e  complete  t h e  i n f o r n a t i o n  r e q u e s t e d  below and then  r e t u r n  t h i s  s q u e s t i o n n a i r e  
i n  t h e  pos tage-pa id  enve lope  t o :  (I 

OFFICE OF THE AUDITOR GENERAL 
L e g i s l a t i v e  S e r v i c e s  Wing, S u i t e  200 
S t a t e  C a p i t o l  
Phoenix ,  A Z  85007 

County i n  which you work: ( check  one)  

3 5 0 0  A.  Maricopa County 
6 5 0  B e  P ima County 

131 0 C.  - O t h e r  C o u n t i e s  
TOTAL= 546 (No Response = 28) 

Your name ( o p t i o n a l )  

Telephone number ( o p t i o n a l ) :  Home Work : 



A P P E N D I X  I11 

A U D I T O R  G E N E R A L  S U R V E Y  
O F  S T A T E - S E R V I C E  S U P E R V I S O R S  

AND MANAGERS 



OFFICE OF 'THE A U D I T O R  GENERAL 
Survey o f  S u p e r v i s o r s  and Managers 

i n  Arizona S t a t e  Government 

0 
S t a t e  Agency:-ALL RESPONDENTS WHO QUALIFIED AS SUPERVISORS OR MANAGERS (BASED ON INFORMATION 

GIVEN I N  1 . a . )  
C l a s s  T i t l e  o f  your p r e s e n t  p o s i t i o n :  

P r e s e n t  s a l a r y  g r a d e  : Grade  

C 
l . a )  P l e a s e  l ist  t h e  o f f i c i a l  c l a s s  t i t l e s  and nunbers  o f  employees you c u r r e n t l y  super -  

v i s e  : 

C l a s s  T . i t l e  Nunber o f  employees you 
s u p e r v i s e  i n  t h i s  c l a s s :  

If you s u p e r v i s e  employees i n  more t h a n  f i v e  c l a s s e s ,  p l e a s e  check h e r e :  -- 
0 T o t a l  number o f  employees you s u p e r v i s e :  

I n  s u p e r v i s i n g  t h e  above employees,  do you: ( c i r c l e  YES OR NO) 

- Assign and rev iew t h e i r  work? 
- F i l l  o u t  performance e v a l u a t i o n s ?  
- Recommend on h i r i n g ,  d i s m i s s a l  and 

p r e l a t e d  p e r s o n n e l  m a t t e r s ?  

YES NO 
YES NO 

YES NO 

b) How long  have you h e l d  your  p r e s e n t  p o s i t i o n ?  (check one)  

2 8 a  A .  Less  t h a n  6 months 
3 5 0  B. 6-12 months 

0 8 8 3  C .  1-3 y e a r s  
1 3 g 0  D .  More t h a n  3 y e a r s  - 

TOTAL: 293 
c f  County i n  which you work: ( check  one)  

1 9 8 0  A .  Maricopa County 
b 2 7 0  B. Pima County 

6 8 a  C .  O t h e r  C o u n t i e s  
TOTAL= 293 



TRAINIPC AtJD DEVELOPMENT 

2. I n d i c a t e  t h e  h o u r s  o f  formal*  t r a i n i n g  you have r e c e i v e d  d u r i n g  t h e  p a s t  12 months 
from t h e  f o l l o w i n g  s o u r c e s :  

- R e s u l t s  o f  Tra-ining ", 
V 

0 a, 0 

( C i r c l e  t h o s e  l e t t e r s  
which a p p l y )  

T r a i n i n g  p r e s e n t e d  by s t a f f  o f  t h e  
S t a t e  agency you were working f o r '  T: 4282 Classroom 
a t  t h e  t ime:  14.6 Hours A: - 
T r a i n i n g  p r e s e n t e d  by t h e  S t a t e  T: 1860 Classroom 
P e r s o n n e l  D i v i s i o n :  A:  6 .3 Hours 

c )  T r a i n i n g  p r e s e n t e d  by o t h e r  S t a t e  T: 1034 Classroom 3 9 17 5 222 @ 
a g e n c i e s :  A :  365 Hours A B C D 

TOTAL 

e )  C o l l e g e  o r  u n i v e r s i t y  c o u r s e s  r e l a t e d  Semester  3 2  35 1  220 , 
your job or c a r e e r  ( s e m e s t e r  c o u r s e s ) : T :  761 Hours A B C D 

A:  2.6 
f )  Other  seminars  o r  workshops 

p r e s e n t e d  by o u t s i d e  o r g a n i z a t i o n s  
( t h a t  is ,  o t h e r  t h a n  S t a t e  T:4274 Classroom 9 6 55 7  148 

a g e n c i e s ) :  A:14.6 Hours A B C D 

T  = T o t a l  
A = Average 

* T h i s  does - n o t  i n c l u d e  " o n - t h e - j o b - t r a i n i n f l .  



Are you aware o f  t h e  k i n d s  o f  t r a i n i n g  programs f o r  s u p e r v i s o r s  and rnanasers 
o f f e r e d  by t h e  S t a t e  P e r s o n n e l  D i v i s i o n ?  ( c i r c l e  YES o r  NO) 

YES PJO 
2 10 8 3 TOTAL = 293 

I f  you answered YES, how d i d  you l e a r n  o f  t h e s e  t r a i n i n g  programs? 
(check a l l  t h a t  a p p l y )  

1 1 3 0  A. N e w s l e t t e r ,  memo o r  b u l l e t i n  from your agency.  
8 9 0  B. Your immediate s u p e r v i s o r  o r  manager 

1 5 0 0  C.  P e r s o n n e l  H i g h l i g h t s  o r  o t h e r  P e r s o n n e l  D i v i s i o n  
p u b l i c i t y .  

4 1 0  D .  Co-workers o r  o t h e r  S t a t e  employees. 
1 3 0  E. O t h e r  ( p l e a s e  s p e c i f y )  

Has your  s u p e r v i s o r  o r  manager encouragsd you t o  a t t e n d  any o f  t h e  
supervisory/management development c o u r s e s  o f f e r e d  by t h e  S t a t e  P e r s o n n e l  
D i v i s i o n ?  ( c i r c l e  YES O R  NO) 

YES NO 
118 172 TOTAL = 290 (No Response = 3 )  

I f  NO, do you b e l i e v e  your  agency i s  g i v i n g  you a l l  t h e  t r a i n i n g  you need 
a s  a  superv i so r /manager?  ( c i r c l e  one)  

YES NO DON'T KNOW 

52 85 4 0 

Has your  p r e s e n t  superv i so r /manager  o r  o t h e r  agency o f f i c i a l  d i s c u s s e d  w i t h  
you your  c a r e e r  o r  p romot iona l  o p p o r t u n i t i e s  o r  t r a i n i n g  nesds?  ( c i r c l e  YES O R  NO) 

YES NO 
105 186 TOTAL = 291 (No Response = 2 )  

I f  YES, h a s  t h i s  c o u n s e l i n g  i d e n t i f i e d  j o b - r e l a t e d  o r  c a r e e r - r e l a t e d  
t r a i n i n g  c o u r s e s  f o r  you t o  a t t e n d ?  ( c i r c l e  YES OR NO) 

YES NO 
72 3 9 

Have t r a i n i n g  needs  i n  your agency been a s s e s s e d  i n  t h e  l a s t  12 months by 
any o f  t h e  f o l l o w i n g  methods? (check a l l  t h a t  a p p l y )  

60 0 A .  Q u e s t i o n n a i r e s  completed by employees 
108 B. I n f o r m a l  d i s c u s s i o n s  
120 C .  S t a f f  mee t ings  
32 D. O t h e r  ( p l e a s e  s p e c i f y ) :  

112 0 E. No assessment  made 



1 fi!l:*l YUCH DO YCU I 
i A(; REE OR DISK 9EE 
I GETTHE FOLLD!JIX 

I 
STATSlENT? 

7 .  a )  I n  z e n e r a l ,  t h e  t r a i n i n g  p r o v i d e d  by t h e  S t a t e  is  e f f e c t i v e  i n  
n e e t i n g  t h e  n e e d s  o f  ny o r g a n i z a t i o n .  ( c i r c l e  o n e )  

S t r o n g l y  S t r o n g l y  
D i s a g r e e  D i s a g r e e  Undecided Agree Agree  

A . B  C D E 
3 8 69 . 9  1 84 5 TOTAL = 287 (No Response)  

b )  I f  you c h o s e  A o r  B ,  p l e a s e  e x p l a i n :  = 6  O 

\.hat c h a n g e s  o r  a d d i t i o n s  would you l i k e  t o  s e e  i n  S t a t e  t r a i n i n g  programs?  

REC3UI'IMENT AND SELECTION 

9. Have you p a r t i c i p a t e d  i n  a h i r i n g  d e c i s i o n  as a s u p e r v i s o r  o r  manager i n  t h e  l a s t  
12 months? ( c i r c l e  YES O R  NO) 

YES PI0 
228 6 2  TOTAL = 290 (No Response = 3)  

I F  NO, G O  TO QUESTION 14. If YES, p l e a s e  c o n t i n u e .  

I TO WHAT EXTENT OR HOW OFTEN I S  THE 
FOLLOWIPG STATMENT TRUE? 1 
10. a)  C a n d i d a t e s  r e f e r r e d  t o  me by t h e  P e r s o n n e l  D i v i s i o n  meet t h e  minimurn q u a l i f i -  

c a t i o n s  needed f o r  t h e  job.  ( c i r c l e  o n e )  

Never Seldom Sometimes U s u a l l y  Always 
A B C D E 
1  15 65 117 26 TOTAL = 224 

b )  P l e a s e  l i s t  any  c l a s s e s  o f  c a n d i d a t e s  x h i c h  se ldom o r  n e v e r  meet t h e  
minimum q u a l i f i c a t i o n s  needed f o r  t h e  job:  



' 'TO :JH;(\T XXTE?SI' O R  HOW OFTEN ARE THE 
FOLLO',JI?G ST,1'I'M ENTS '!'IIUE? 

11 .  a)  H i r i n g  l ists s e n t  t o  me f r c m  t h e  P e r s o n n e l  D i v i s i o n  a re  c u r r e n t .  ( I n  o t h e r  
w o r d s  m o s t  c a n d i d a t e s  are  s t i l l  a v a i l a b l e  f o r  e m p l o y m e n t . )  ( c i r c l e  o n e )  

Never  Se ldom S o m e t i m e s  U s u a l l y  Always 
A B C 3 " r. 

2 26 77 100 17 TOTAL = 222 
b )  P l e a s e  l is t  a n y  c l a s s e s  o f  h i r i n g  l is ts  w h i c h  a r e  s e l d c m  o r  n e v e r  c u r r e n t :  

12. a) I h a v e  b e e n  ~ S l e  t o , h i r e  f r o m  among t h e  b e t t e r  q u a l i f i e d  c a n d i d a t e s  o n  t h e  
h i r i n g  l i s ts  s e n t  t o  me. ( c i r c l e  o n e )  

N e v e r  S e l d o m  S o m e t i m e s  U s u a l l y  Always 
A B C D E 

2 16 68 101 3 1 TOTAL= 218 
b )  L i s t  t h o s e  class t i t l e s ,  i f  a n y ,  i n  w h i c h  you s e l d o m  o r  n e v e r  c a n  h i r e  f r o m  

among t h e  b e t t e r  q u a l i f i e d  c a n d i d a t e s :  

c )  L i s t  t h e  m o s t  common r e a s o n ( s 1  f o r  n o t  g e t t i n g  t h e  b e t t e r  c a n d i d a t e s  i n  
t h e s e  classes: 

13. a )  T h e  s c o r e s  o n  h i r i n g  lists s e n t  t o  me g e n e r a l l y  a g r e e  w i t h  t h e  o r d e r  i n  
which  I w o u l d  h a v e  r a n k e d  t h e  c a n d i d a t e s .  ( c i r c l e  o n e )  

N e v e r  Se ldom S o m e t i m e s  U s u a l l y  Always 
A B C D E 
13 4 o 9 1 6 3 3 TOTAL = 210 

b )  L i s t  t h e  c lass  t i t l e s  o f  a n y  h i r i n g  l is ts  w h i c h  s e l d o m  o r  n e v e r  r a n k  
c a n d i d a t e s  as you would  h a v e  r a n k e d  them: 

c )  How c o u l d  t h e  P e r s o n n e l  D i v i s i o n  i m p r o v e  t h e  e x a m i n a t i o n  o r  e v a l u a t i o n  
p r o c e s s  for  t h e s e  c l a s s e s ?  



1 4 .  :I) O v e r a l l ,  how would you r a t e  t,he r e c r u i t ~ e n t  and s e l e c t i o n  a c t i v i t i e s  o r  t h e  
P e r s o n n e l  D i v i s i o n ?  (check  one)  

6 0  A .  E x c e l l e n t  
8 5 0  B. Adequate 
8 1 0  C .  Adequate b u t  needs  minor irnprovements 
8 9 0  D. Needs s u b s t a n t i a l  improveren t s  
2 0 0  E. No o p i n i o n  - 

TOTAL = 281 (No Response = 12) 
b )  If you answered C o r  D ,  what improvezen t s  a r e  needed? 

POSITION CLASSIFICATION/CCMPENSATION 

15. When was t h e  - l a s t  t ime  c l a s s i f i c a t i o n  work was done on any p o s i t i o n s  you 
c u r r e n t l y  s u p e r v i s e  o r  were s u p e r v i s i n g  ,"he t i m e ?  (check  o n e )  

1 1 2 n  A. With in  t h e  p a s t  12 months 
58CJ B. One t o  t h r e e  y e a r s  ago 
3 7 0  C .  More t h a n  t h r e e  y e a r s  ago  
71lJ D .  Never;  no c l a s s i f i c a t i o n  work was done 

TOTAL = 278 w h i l e  I was s u p e r v i s o r .  (No Response = 15) 

I F  YOU ANSWERED C OR D ,  G O  TO QUESTIO?J 20. 
If you answered A o r  B,  c o n t i n u e .  

16. a) When c l a s s i f i c a t i o n  a c t i o n s  a r e  needed i n  my o r g a n i z a t i o n ,  s e r v i c e  is 
prov ided  on a r e a s o n a b l y  prompt b a s i s .  ( c i r c l e  o n e )  

S t r o n g l y  S t r o n g l y  
D i s a g r e e  D i s a g r e e  Undecided Agree Agree 

A B C D E  
26 5 1 4 3 57 2 TOTAL = 179 

b )  If you chose  A o r  B ,  p l e a s e  e x p l a i n :  

P e r s o n n e l  D i v i s o n  a n a l y s t s  o b t a i n  an  a d e q u a t e  u n d e r s t a n d i n g  o f  my o r g a n i z a t i o n  
and t h e  p o s i t i o n s  be ing  reviewed when do ing  c l a s s i f i c a t i o n  work. ( c i r c l e  one)  

S t r o n g l y  S t r o n g l y  
D i s a g r e e  D i s a g r e e  Undecided Agree Agree 

A B C D E 

2 0 58 5 1 45 3 TOTAL = 177 



1 iiOW :.lUCH DO YOU A G H E E ~  
OR DISAGREE WITH TIIE 

@ I FOLLOVIX STATEYENTS? 1 
18. I am a d e q u a t e l y  invo lved  an,! c o n s u l t e d  by t h e  P e r s o n n e l  D i v i s i o n  when 

c l a s s i f i c a t i o n  work is b e i n g  done i n  my a r e a  o f  s u p e r v i s i o n .  ( c i r c l e  o n e )  

S t r o n g l y  S t r o n g l y  
D i s a g r e e  D i s a g r e e  Undecided Agree Agree 

A B C D E 
14 6 2 44 5 9 2 TOTAL = 18 1 

19. The P e r s o n n e l  D i v i s i o n  makes adequa te  e f f o r t  t o  e d u c a t e  s u p e r v i s o r s / m a n a g e r s  
a b o u t  t h e  c l a s s i f i c a t i o n  p r o c e s s  and p rocedures .  ( c i r c l e  one)  

S t r o n g l y  S t r o n g l y  

D i s a g r e e  D i s a g r e e  Undecided >.gree Agree 
A B C 3 E 

25 . 68 39 47 2 TOTAL = 181 
20. a) P l e a s e  i d e n t i f y  t h e  c l a s s e s  o f  t h o s e  pc l t i o n s  ( i f  any)  under  your  s u p e r -  

v i s i o n  which you s t r o n g l y  b e l i e v e  need 5.djustnent i n  o r d e r  t o  m a i n t a i n  
b a fa i r  c l a s s i f i c a t i o n  p l a n :  

Class T i t l e  

Are t h e s e  p o s i t i o n s  What c a l e n d a r  y e a r  
c u r r e n t l y  under  were t h e s e  p o s i t i o n s  

rev iew?  l a s t  reviewed? 
( c i r c l e  YES o r  N O )  

YES NO 

YES NO 

YES NO 

YES NO 

b )  What a r e  t h e  e f f e c t s  o f  t h e s e  c u r r e n t  i n e q u i t i e s ?  

OR DISAGREE WITH THE 
FOLLOWIPG STATEMENT? 

21. a) The S t a t e  p o s i t i o n  c l a s s i f i c a t i o n  p l a n  is  b a s i c a l l y  sound and h e l p s  me a s  a 
superv i so r /manager  t o  r u n  a n  e f f e c t i v e ,  e f f i c i e n t  and economical  o r g a n i z a -  
t i o n .  ( c i r c l e  one)  

S t r o n g l y  S t r o n g l y  
D i s a g r e e  D i s a g r e e  Undecided Agree Agree 

A B C D E (No Response = 
2 5 8 1 85 82 2 TOTAL = 275 

b )  If you chose  A o r  B ,  what improvements a r e  needed? 



OR D I S A G E Z S  WITH THE 
FOLI,OWIbG I;TA4T3ENT? 

22. a )  The compensation ( s a l a r y  p l u s  b e n e f i t s )  f o r  p o s i t i o n s  i n  my a r e a  o f  
s u p e r v i s i o n  is c o m p e t i t i v e  w i t h  s i m i l a r  jobs  o u t s i d e  o f  S t a t e  government.  
( c i r c l e  o n e )  

0 
S t r o n g l y  S t r o n g l y  
D i s a g r e e  D i s a g r e e  Undecided Agree Agree 

A B C D E 
42 105 6 1  6 6 6 TOTAL = 280 (No Response= 13 

b) I f  you chose  A o r  B ,  l is t  t h e  c l a s e s  o f  p o s i t i o n s  f o r  which compensat ion i s  
n o t  c o m p e t i t i v e :  - 

--- - 

What a s p e c t  o f  compensat ion is n o t  c o m p e t i t i v e ?  ( s a l a r y ?  b e n e f i t s ? )  

EMPLOYEE GRIEVANCE PROCEDURE 

(NOTE: The g r i e v a n c e  p rocedure  is t h e  formal  p r o c e s s  o f  f i l i n g  a w r i t t e n  compla in t  
w i t h  o n e ' s  immediate s u p e r v i s o r  and t h e n  a p p e a l i n g  t o  h i g h e r  l e v e l s  i f  n e c e s s a r y . )  

23 While working f o r  t h e  S t a t e ,  have you e v e r  been i n v o l v e d  i n  a  g r i e v a n c e :  
( c i r c l e  YES o r  NO) 

T o t a l  No Response 
A. A s  a s u p e r v i s o r ?  ~ ~ ~ 1 2 4  NO 156 280 13 
B. A s  a n  employee? YES 39 NO 204 243 5  0  

OR DISAGREE WITHTKT 
FOLLO'rlIiG STATEMENT? 

24. a )  W r i t t e n  p r o c e d u r e s  f o r  s u b m i t t i n g  g r i e v a n c e s  o r  c o m p l a i n t s  a r e  r e a d i l y  a v a i l -  
a b l e  t o  my employees. ( c i r c l e  one)  

S t r o n g l y  S t r o n g l y  
D i s a g r e e  D i s a g r e e  Undecided Agree Agree (No Response = 10)  

A B C D E  TOTAL = 283 

10 16 34 182 4 1  
b) If you chose  A o r  B ,  p l e a s e  e x p l a i n :  



!?O',i >lUCH DO YOU AGREE 
O R  D I S A G R E E  WITH THE 

25. a )  The sys tem f o r  h a n d l i z g  :rievzinces is ~ u c h  t o o  compl ica ted .  ( c i r c l e  o n e ) .  

S t r o n g l y  S t r o n g l y  
D i s a g r e e  D i s a g r e e  Undecided Agree Agree 

B C 2 E (No Response = 14)  9" 108 108 4 5 9 ~ 0 ~ ~ ~ ~ 2 7 9  

b )  I f  you c h o s e  D o r  E ,  p l e a s e  e x p l a i n :  

26. a )  The g r i e v a n c e  p rocedure  is f a i r  t o  a l l  p a r t i e s .  ( c i r c l e  o n e )  

s t r o n g l y  S t r o n g l y  
D i s a g r e e  D i s a g r e e  Undecided Agree Agree (No Response = 15) 

k A B C D E 
14 39 104 114 7 TOTAL = 278 

b )  If you c h o s e  A o r  B ,  p l e a s e  e x p l a i n :  

27. a )  A s  a s u p e r v i s o r  o r  manager, I f e e l  a d e q u a t e l y  p r e p a r e d  t o  h a n d l e  employee 
g r i e v a n c e s  and c o m p l a i n t s .  ( c i r c l e  one)  

S t r o n g l y  S t r o n g l y  
D i s a g r e e  D i s a g r e e  Undecided Agree Agree (No Response = 13)  

A B C D E 
7 35 47 169 22 TOTAL = 280 

b) If you chose  A o r  B ,  p l e a s e  e x p l a i n :  

28. a )  How would you r a t e  t h e  S t a t e ' s  g r i e v a n c e  p rocedure  a s  a means f o r  i d e n t i f y i n g  
and r e s o l v i n g  employee c o m p l a i n t s ?  ( check  one)  

I ICI A .  E x c e l l e n t  
1 3 5 0  B. S a t i s f a c t o r y  
6 1 0  C .  Needs Improvement 
1 4 0  D.  T o t a l l y  I n a d e q u a t e  
fj10 E. No Opinion 

(No Response = 11) 

TOTAL = 282 
3, b )  If you chose  C o r  D ,  p l e a s e  e x p l a i n :  



EMPLOYEE DISCIPLINARY PROBLmS 

29. a )  A s  a  s u p e r v i s o r  o r  manager, I r e c e i v e  s u f f i c i e n t  a s s i s t a n c e  from t h e  P e r s o n n e l  
D i v i s i o n  ( e i t h e r  c e n t r a l  p e r s o n n e l  o r  t h e  agency-based o f f i c e )  i n  c o r r e c t i n g  
employee d i s c i p l i n a r y  problems. ( c i r c l e  one)  

S t r o n g l y  S t r o n g l y  
D i s a g r e e  D i s a g r e e  Undecided Agree Agree 

A B C D E 
(No Response = 17) 

3 33 98 131 11 TOTAL = 276 
b )  I f  you chose  A o r  B, p l e a s e  e x p l a i n :  

30 How long  have you worked f o r  t h e  S t a t e  o f  Arizona in a g e n c i e s  covered  & - t h e  
S t a t e  P e r s o n n e l  -- Board Rules?  (The S t a t e  P e r s o n n e l  Board Rules  c o v e r  a l l  a g e n c i e s  
e x c e p t  t h e  Department of P u b l i c  S a f e t y ,  u n i v e r s i t i e s ,  t h e  G o v e r n o r ' s  O f f i c e ,  
L e g i s l a t i v e  a g e n c i e s  and t h e  S t a t e  c o u r t s . )  (check o n e )  

10 0 A. L e s s  t h a n  one y e a r  
31 0 B. 1-3 y e a r s  
5 9 0  C.  4-7 y e a r s  
9 1 0  D .  8 - 1 2 y e a r s  

102 q E. More than  12 y e a r s .  - 
TOTAL= 293 

31 How long  have you h e l d  a  s u p e r v i s o r y  p o s i t i o n  i n  a g e n c i e s  covered by t h e  S t a t e  
P e r s o n n e l  Board Rules?  (For  t h e  purposes  o f  t h i s  s u r v e y ,  a  " ~ u p e r v i s o r ' ~  i s  
d e f i n e d  as one who does  all t h e  f o l l o w i n g  f o r  two o r  more employees: a s s i g n s  
and r e v i e w s  t h e i r  work; f i l l s  o u t  performance e v a l u a t i o n s ;  and r e c o r n e n d s  on 
h i r i n g ,  d i s m i s s a l  and r e l a t e d  p e r s o n n e l  m a t t e r s . )  ( check  one)  

3 0 0  A. L e s s  t h a n  one y e a r  
76 q B. 1-3 y e a r s  
98 fJ C. 4-7 y e a r s  
4 0 0  D.  8 - 1 2 y e a r s  
4 2 U  E. More t h a n  12 y e a r s  

TOTAL= 286  (No Response = 7 )  
Thanks f o r  your  c o o p e r a t i o n .  We remind you t h a t  your  answers  w i l l  be comple te ly  con- 
f i d e n t i a l .  Your name i s  r e q u e s t e d  below o n l y  f o r  t h e  purpose  o f  c o n t a c t i n g  you l a t e r  
t o  c l a r i f y  a  r e s p o n s e ,  i f  necessa ry .  

I f  you have any q u e s t i o n s  a b o u t  t h i s  q u e s t i o n n a i r e ,  p l e a s e  c a l l  Mr. S t e v e  Thacker  
o r  M s .  Coni  Good a t  (602)  255-4385. 

P l e a s e  complete  t h e  i n f o r m a t i o n  r e q u e s t e d  below and then  r e t u r n  t h i s  q u e s t i o n n a i r e  
i n  t h e  pos tage-pa id  enve lope  t o :  

OFFICE OF THE A U D I T O R  GENERAL 
L e g i s l a t i v e  S e r v i c e s  Wing, S u i t e  200 
S t a t e  C a p i t o l  
Phoen ix ,  A Z  85007 

Your name ( o p t i o n a l )  

Telephone number ( o p t i o n a l ) :  Home Work : 



A P P E N D I X  I V  

A U D I T O R  G E N E R A L  S U R V E Y  
OF AGENCY D I R E C T O R S  



OFFICE OF 'THE AUDITOR G E N E R A L  

Survey o f  Agency D i r e c t o r s  
i n  t h e  Arizona S t a t e  Government 

S t a t e  Agency: ALL RESPONSES (38)  RECEIVED FROM AGENCIES WITH MORE THAN THREE EMPLOYEES. - 
C l a s s  T i t l e  o f  your  p r e s e n t  p o s i t i o n :  

0 
T o t a l  number o f  employees i n  your agency: AVERAGE 38 = 204 

NOTE: T h i s  is t h e  same q u e s t i o n n a i r e  s e n t  t o  s u p e r v i s o r s  and managers, however, 
q u e s t i o n s  which a r e  n o t  a p p l i c a b l e  t o  agency d i r e c t o r s  ( q u e s t i o n s  I ,  4 
and 5 )  have been d e l e t e d .  

TRAININ3 AND DEVELOPMENT 

2 .  I n d i c a t e  t h e  h o u r s  of fo rmal*  t r a i n i n g  you have r e c e i v e d  d u r i n g  t h e  p a s t  12 months 
from t h e  f o l l o w i n g  s o u r c e s :  

R e s u l t s  o f  T r a i n i n g  
w 
0 ;U 

(NOTE: RESPONSE TOTALS FOR THIS QUESTION 
WERE NOT DETERMINED) 

b 

a )  T r a i n i n g  p r e s e n t e d  by s t a f f  o f  t h e  
S t a t e  agency you were working f o r  
a t  t h e  time: 

Classroom 
Hours 

a 
6 Q, 
4 0 

c 
boa 
C E 
.d L 
I= 0 
.ti G-l 
a T, 
L a 
Q a 

( C i r c l e  t h o s e  l e t t e r s  
which a p p l y )  

b) T r a i n i n g  p r e s e n t e d  by t h e  S t a t e  Classroom 
P e r s o n n e l  D i v i s i o n  : Hours A B C D 

c )  T r a i n i n g  p r e s e n t e d  by o t h e r  S t a t e  Classroom - 
a g e n c i e s :  Hours A B C 0 

d  TOTAL 

e )  C o l l e g e  o r  u n i v e r s i t y  c o u r s e s  r e l a t e d  to Semes te r  
@ y o u r  j o b  o r  c a r e e r  ( s e m e s t e r  c o u r s e s ) :  Hours A B C D 

f) O t h e r  seminars  o r  workshops 
p r e s e n t e d  by o u t s i d e  o r g a n i z a t i o n s  
( t h a t  is, o t h e r  t h a n  S t a t e  Classroom 
a g e n c i e s )  : Hours A B C D 

* T h i s  does  - n o t  i n c l u d e  "on- the - job- t ra in ing" .  



3. a )  Are you aware o f  t h e  k i n d s  o f  t r a i n i n g  programs f o r  s u p e r v i s o r s  and managers 
o f f e r e d  by t h e  S t a t e  P e r s o n n e l  D i v i s i o n ?  ( c i r c l e  YES o r  NO) 

YES NO 

3 3 5 
b) I f  you answered YES, how d i d  you l e a r n  o f  t h e s e  t r a i n i n g  programs? 

(check a l l .  t h a t  a p p l y )  

12 A. N e w s l e t t e r ,  memo o r  b u l l e t i n  from your  agency. 
N/AO B. Your immediate s u p e r v i s o r  o r  manager 
25 C .  P e r s o n n e l  H i g h l i g h t s  o r  o t h e r  P e r s o n n e l  D i v i s i o n  

p u b l i c i t y .  
D .  Co-workers o r  o t h e r  S t a t e  employees. 

3 E. O t h e r  ( p l e a s e  s p e c i f y )  

6 .  Have t r a i n i n g  needs  i n  your agency been a s s e s s e d  i n  t h e  l a s t  12 r o n t h s  by 
any o f  t h e  f o l l o w i n g  methods? (check a l l  t h a t  a p p l y )  

A .  Q u e s t i o n n a i r e s  completed by employees 
15 B. I n f o r m a l  d i s c u s s i o n s  
20 C .  S t a f f  mee t ings  

8 D. O t h e r  ( p l e a s e  s p e c i f y ) :  

10 E. No assessment  made 



HOW MUCH 00 YOU 
AGREE OR DISAGREE 
WITH THE FOLLOWIK 
STATEMENT? 

I, 7. a )  I n  g e n e r a l ,  t h e  t r a i n i n g  p rov ided  by t h e  S t a t e  is  e f f e c t i v e  i n  
meet ing t h e  needs  o f  my o r g a n i z a t i o n .  ( c i r c l e  one)  

S t r o n g l y  S t r o n g l y  
D i s a g r e e  D i s a g r e e  Undecided Agree Agree 

A B C D E 

1 14 ' 11 12 -0- TOTAL = 38 
b)  I f  you chose  A o r  B ,  p l e a s e  e x p l a i n :  

What changes  o r  a d d i t i o n s  would you l i k e  t o  s e e  i n  S t a t e  t r a i n i n g  programs? 

RECRUI'R4ENT AND SELECTION 

9. Have you p a r t i c i p a t e d  i n  a h i r i n g  d e c i s i o n  a s  a s u p e r v i s o r  o r  manager i n  t h e  last  
12 months? ( c i r c l e  YES OR NO) 

YES bJ0 

3 2 6 TOTAL =38 
I F  NO, G O  TO QUESTION 1 4 .  I f  YES, p l e a s e  c o n t i n u e .  

TO WHAT EXTENT OR HOW OFTEN I S  THE 
FOLLOWIN; STATEMENT TRUE? 

10. a) C a n d i d a t e s  r e f e r r e d  t o  me by t h e  P e r s o n n e l  D i v i s i o n  meet t h e  minimum q u a l i f i -  
c a t i o n s  needed f o r  t h e  job. ( c i r c l e  one)  

Never Seldom Sometimes U s u a l l y  Always 
A B  C D E  

-0- 3 ' 9 16 3 TOTAL = 31 
b )  P l e a s e  list any c l a s s e s  o f  c a n d i d a t e s  which seldom o r  never  meet t h e  

minimum q u a l i f i c a t i o n s  needed f o r  t h e  job:  



TO WHAT EXTENT OR HOW OFTEN A R E  THE 
FOLLOWIV3 STATEP-IENTS TRUE? 

11 .  a )  H i r i n g  lists s e n t  t o  ne f r ~ m  t h e  Persor1n~j . i  D i v i s i o n  a r e  c u r r e n t .  ( I n  o t h e r  
words most c a n d i d a t e s  are s t i l l  a v a i l a b l e  f o r  employment.)  ( c i r c l e  one )  

Never Seldom Sometimes U s u a l l y  Always 
A B C D E 
- 0- 2 8 16  2 

b)  P l e a s e  list any classes o f  h i r i n g  l ists which a r e  s e i d c m  o r  n e v e r  c u r r e n t :  

12. a) I have  been  a b l e  t o  h i r e  f rom among- t h e  3 e t t e r  q u a l i f i e d  c a c d i d a t e s  on t h e  
h i r i n g  lists s e n t  t o  me. ( c i r c l e  one) 

Never Seldom Sometimes U s u a l l y  Always 
A B C D E  

-0- 1 9 14 4 
b )  L i s t  t h o s e  c lass  t i t l e s ,  i f  a n y ,  i n  whizh you se ldom o r  n e v e r  c a n  h i r e  from 

among t h e  b e t t e r  q u a l i f i e d  c a n d i d a t e s :  

c )  L i s t  t h e  most  common r e a s o n ( s )  f o r  n o t  g e t t i n g  t h e  b e t t e r  c a n d i d a t e s  i n  
t h e s e  c l a s s e s :  

13. a )  The s c o r e s  on h i r i n g  l ists s e n t  t o  m e  g e n e r a l l y  a g r e e  w i t h  t h e  o r d e r  i n  
which I would have  r anked  t h e  c a n d i d a t e s .  ( c i r c l e  one )  

Never Seldom Sometimes U s u a l l y  Always 

b)  L i s t  t h e  c lass  t i t l e s  o f  any  h i r i n g  l is ts  which se ldom o r  n e v e r  r a n k  
c a n d i d a t e s  as  you would have  r anked  them: 

c )  How c o u l d  t h e  P e r s o n n e l  D i v i s i o n  improve  t h e  e x a m i n a t i o n  o r  e v a l u a t i o n  
p r o c e s s  f o r  t h e s e  c l a s s e s ?  

I V -  4 



14 .  a )  O v e r a l l ,  how would you r a t e  t h e  r e c r u i t m e n t  and s e l e c t i a n  a c t i v i t i e s  o f  t h e  
P e r s o n n e l  D i v i s i o n ?  (check  one)  

1 A. E x c e l l e n t  
13  0 B. Adequate 
11 C .  Adequate b u t  needs  minor improvements go D .  Needs s u b s t a n t i a l  improvements 
2 0 E. No o p i n i o n  

TOTAL== (No Response = 2 )  
b) I f  you answered C o r  D ,  what improvements a r e  needed? 

POSITION CLASSIFICATION/COMPENSATION 

15. When was t h e  l a s t  t i m e  c l a s s i f i c a t i o n  ,qork was done on any p o s i t i o n s  you 
c u r r e n t l y  s u p e r v i s e  o r  were s u p e r v i s i n g  a t  t h e  t ime?  (check one)  

2 7 0  A. Within  t h e  p a s t  12 months 
7 B, One t o  t h r e e  y e a r s  ago  
2 0  C .  More t h a n  t h r e e  y e a r s  a g o  
1 0  D .  Never; no c l a s s i f i c a t i o n  work was done 

TOTAL= 37 w h i l e  I was s u p e r v i s o r .  

I F  YOU ANSWERED C OR D ,  G O  TO QUESTION 20. 
I f  you answered A o r  B ,  c o n t i n u e .  

(No Response = 1  ) 

OR DISAGREE WITH THE 

16. a )  When c l a s s i f i c a t i o n  a c t i o n s  are needed i n  my o r g a n i z a t i o n ,  s e r v i c e  is 
provided on a  r e a s o n a b l y  prompt b a s i s .  ( c i r c l e  one)  

S t r o n g l y  S t r o n g l y  
D i s a g r e e  D i s a g r e e  Undecided Agree Agree 

A B C D E 
3 9  2  16 3 

b) If you chose  A o r  B,  p l e a s e  e x p l a i n :  

P e r s o n n e l  D i v i s o n  a n a l y s t s  o b t a i n  a n  adequa te  u n d e r s t a n d i n g  o f  my o r g a n i z a t i o n  
and t h e  p o s i t i o n s  b e i n g  reviewed when doing c l a s s i f i c a t i o n  work. ( c i r c l e  one)  

S t r o n g l y  S t r o n g l y  
D i s a g r e e  D i s a g r e e  Undecided Agree Agree 

A B C D E 
1  11 4 14 2 



OR DISAG3EE 'VIITH THE 
FOLLOWI?G STATEMENTS? 

18. I am a d e q u a t e l y  invo lved  and c o n s u l t e d  by t h e  P e r s o n n e l  D i v i s i o n  when 
c l a s s i f i c a t i o n  work is b e i n g  done i n  my a r e a  o f  s u p e r v i s i o n .  ( c i r c l e  one)  

S t r o n g l y  S t r o n g l y  
D i s a g r e e  D i s a g r e e  Undecided Agree Agree 

A B C D E 
-0- 5  3 2 1  4 

The P e r s o n n e l  D i v i s i o n  makes a d e q u a t e  e f f o r t  t o  e d u c a t e  superv i so r s /managers  
abou t  t h e  c l a s s i f i c a t i o n  p r o c e s s  and p rocedures .  ( c i r c l e  one)  a 

S t r o n g l y  S t r o n g l y  
D i s a g r e e  D i s a g r e e  Undecided Agree Agree 

A .  . B C D E 
1 8 7 16 2  

20. a )  P l e a s e  i d e n t i f y  t h e  c l a s s e s  o f  t h o s e  7 o s i t i o n s  ( i f  any)  under  your super -  
v i s i o n  which you s t r o n g l y  b e l i e v e  need a d j u s t m e n t  i n  o r d e r  t o  m a i n t a i n  
a  f a i r  c l a s s i f i c a t i o n  p l a n :  

C l a s s  T i t l e  

Are t h e s e  p o s i t i o n s  What c a l e n d a r  y e a r  
c u r r e n t l y  under  were t h e s e  p o s i t i o n s  

rev iew?  l a s t  reviewed? 
( c i r c l e  YES o r  NO) 

YES NO 

YES NO 

YES NO 
4 

YES NO 

b )  What a r e  t h e  e f f e c t s  o f  t h e s e  c u r r e n t  i n e q u i t i e s ?  

OR DISAGREE WITH THE 
FOLLOWIN; STATEMENT? 

21. a )  The S t a t e  p o s i t i o n  c l a s s i f i c a t i o n  p l a n  is  b a s i c a l l y  sound and h e l p s  me a s  a  
superv i so r /manager  t o  r u n  a n  e f f e c t i v e ,  e f f i c i e n t  and economical  o rgan iza -  
t i o n .  ( c i r c l e  one)  

S t r o n g l y  S t r o n g l y  
D i s a g r e e  D i s a g r e e  Undecided Agree Agree 

A B C D E 
4 10 6  15 -0- TOTAL = 35 (No Response) 

b )  I f  you chose  A o r  B ,  what improvements a r e  needed? = 3  
3 



HOW YUCH DO YOU AGREE 
O R  DISAGREE WITH=] 

22. a )  The compensation ( s a l a r y  p l u s  b e n e f i t s )  f o r  p o s i t i o n s  in m-j a r e a  o f  
s u p e r v i s i o n  is  c o m p e t i t i v e  w i t h  s i m i l a r  jobs  o u t s i d e  o f  S t a t e  government. 
( c i r c l e  one)  

S t r o n g l y  S t r o n g l y  
D i s a g r e e  D i s a g r e e  Undecided Agree Agree 

A B C D E 
9 17 6 6 -0- TOTAL = 38 

w b)  If you chose  A o r  B ,  list t h e  c l a s e s  o f  p o s i t i o n s  f o r  which compensation is 
n o t  c o m p e t i t i v e :  - 

- - 

What a s p e c t  o f  compensat ion is  n o t  c o m p e t i t i v e ?  ( s a l a r y ?  b e n e f i t s ? )  

ENF'LOYEE GRIEVANCE PROCEDURE 

(NOTE: The g r i e v a n c e  p rocedure  is  t h e  fo rmal  p r o c e s s  o f  f i l i n g  a w r i t t e n  compla in t  
w i t h  o n e ' s  immediate s u p e r v i s o r  and t h e n  a p p e a l i n g  t o  h i g h e r  l e v e l s  i f  n e c e s s a r y . )  

23 While working f o r  t h e  S t a t e ,  have you e v e r  been invo lved  i n  a g r i e v a n c e :  
0 ( c i r c l e  YES o r  NO) 

TOTAL NO RESPONSE 
A. A s  a s u p e r v i s o r ?  YES 21 NO 16 37 1 
B. A s  an employee? YES 1 NO 29 30 8 

OR DISAGREE WITH THE 
FOLLOWIXi STATEMENT? 

24. a) W r i t t e n  p rocedures  f o r  s u b m i t t i n g  g r i e v a n c e s  o r  c o m p l a i n t s  a r e  r e a d i l y  a v a i l -  
a b l e  t o  my employees. ( c i r c l e  one)  

B S t r o n g l y  S t r o n g l y  
D i s a g r e e  D i s a g r e e  Undecided Agree Agree 

A B C D E 
-0- 2 1 26 8 TOTAL = 37 (No Response) 

b) If you chose  A o r  B ,  p l e a s e  e x p l a i n :  = 1 



O R  DISAGTEE WITH THE 
FOLLOWIK SSAI'EYENTS? 

25. a )  The system f o r  h a n d l i n g  g r i e v a n c e s  is much t o o  compl ica ted .  ( c i r c l e  o n e ) .  

S t r o n g l y  S t r o n g l y  
D i s a g r e e  D i s a g r e e  Undecided Agree Agree a 

A B C D E 
-0- 16 16 4 - 0- TOTAL = 36 (No Response) 

b )  I f  you chose  D o r  E ,  p l e a s e  e x p l a i n :  = 2  

26. a) The g r i e v a n c e  p rocedure  is f a i r  t o  a l l  p a r t i e s .  ( c i r c l e  one)  

S t r o n g l y  S t r o n g l y  
D i s a g r e e  D i s a g r e e  Undecided Agree Agree 4 

A B C D E 
-0- - 0- 16 18 1 TOTAL = 35 (No Response) 

b) I f  you chose  A o r  B, p l e a s e  e x p l a i n :  = 3 

27. a )  As a s u p e r v i s o r  o r  manager, I f e e l  a d e q u a t e l y  p repared  t o  hand le  employee 
g r i e v a n c e s  and compla in t s .  ( c i r c l e  one)  

S t r o n g l y  S t r o n g l y  a 
D i s a g r e e  D i s a g r e e  Undecided Agree Agree 

A B C D 'd 
-0- 1 3 2 5 8 TOTAL = 37 (No Response) 

b) I f  you chose  A o r  B ,  p l e a s e  e x p l a i n :  = 1 

28.  a )  How would you r a t e  t h e  S t a t e ' s  g r i e v a n c e  procedure  a s  a means f o r  i d e n t i f y i n g  
and r e s o l v i n g  employee c o m p l a i n t s ?  (check one)  

1 A .  E x c e l l e n t  
2 3 0  B. S a t i s f a c t o r y  

2 q C .  Needs Improvement 
-0- D .  T o t a l l y  I n a d e q u a t e  

11 q E. No Opinion 
TOTAL = 7 (No Response = 1 ) 

b )  I f  you chose  C o r  D ,  p l e a s e  e x p l a i n :  



EbPLOYEE DISCIPLINARY PROBLEMS 

HOW MUCH DO YOU A G R E E  
OR DISAG2EE WITH THE 
FOLLOWIK STATEMENT? 

I) 
29. a )  A s  a  s u p e r v i s o r  o r  manager, I r e c e i v e  s u f f i c i e n t  a s s i s t a n c e  from t h e  P e r s o n n e l  

D i v i s i o n  ( e i t h e r  c e n t r a l  p e r s o n n e l  o r  t h e  agency-based o f f i c e )  i n  c o r r e c t i n g  
employee d i s c i p l i n a r y  problems. ( c i r c l e  one)  

S t r o n g l y  S t r o n g l y  
D i s a g r e e  D i s a g r e e  Undecided Agree Agree 

A B C D E 
- 0- 2  6  2  0  5  T o t a l  = 33 (No Response) 

b )  I f  you chose  A o r  B, p l e a s e  e x p l a i n :  ' = 5  

I, 
TOTAL = 
31 

D 
TOTAL = 
32 

TOTAL = 

How long  have you worked f o r  t h e  S t a t e  o f  Arizona 2 a g e n c i e s  covered b~ t h e  
S t a t e  P e r s o n n e l  Board Rules?  (The S t a t e  P e r s o n n e l  Board Rules  cover  a l l  a g e n c i e s  -- 
e x c e p t  t h e  Department o f  P u b l i c  S a f e t y ,  u n i v e r s i t i e s ,  t h e  Governor ' s  O f f i c e ,  
L e g i s l a t i v e  a g e n c i e s  and t h e  S t a t e  c o u r t s . )  (check one)  

2 0  A .  Less  than  one y e a r  
9 0  B. 1-3 y e a r s  

1 2 0  C.  4-7 y e a r s  
7 0  D.  8-12 y e a r s  

L a  E- More t h a n  12 y e a r s .  
37 (No Response = 1  ) 
How long  have you h e l d  a s u p e r v i s o r y  p o s i t i o n  i n  a g e n c i e s  covered by t h e  S t a t e  
P e r s o n n e l  Board Rules?  (For  t h e  purposes  o f  t h i s  s u r v e y ,  a  " s u p e r v i s o r "  is  
d e f i n e d  as one who does  all t h e  f o l l o w i n g  f o r  two o r  more employees: a s s i g n s  
and rev iews  t h e i r  work; f i l l s  o u t  performance e v a l u a t i o n s ;  and recommends on 
h i r i n g ,  d i s m i s s a l  and r e l a t e d  p e r s o n n e l  m a t t e r s . )  (check one)  

2 0  A .  Less  t h a n  one y e a r  
1 5 0  B. 1 - 3 y e a r s  
8 0  C.  4-7 y e a r s  
7 0  D .  8 - 1 2 y e a r s  

_5D E. More t h a n  12 y e a r s  
37 (No Response = 1 )  
How long  have you h e l d  your  p r e s e n t  p o s i t i o n ?  (check one)  

3 0  A .  Less  t h a n  6 months 
2 0  B. 6 -12months  

1 9 0  C .  1 - 3 y e a r s  
D.  More t h a n  3  y e a r s  

3 7  (No Response = 1 )  



Thanks for your cooperation. We remind you that your answers will be completely con- 
fidential. Your name and telephone number are requested below only for the purpose of 
contacting you later to clarify a response, if necessary. 

If you have any questions about this questionnaire, please call Mr. Steve Thacker or 
Ms. Coni Good at (602) 255-4385. 

Please complete the information requested below and then mail this questionnaire to: 

OFFICE OF THE AUDITOR GENERAL 
Legislative Services Wing, Suite 200 
State Capitol 
Phoenix, AZ 85007 

Your name 

Telephone number 

IV- 10 



APPENDIX V 

PERSONNEL-RELATED LEGISLATIVE 
PROPOSALS SUPPORTED BY ASSISTANT 

DIRECTOR, DOA-PERSONNEL 



PERSONNEL-RELATED LEGISLATIVE PROPOSALS SUPPORTED BY ASSISTANT DIRECTOR, DOA-PERSONNEL* 

Legi s l  a t i  ve S t a t u t e  ' t o  be D e s c r i p t i o n  of 
Sess ion  Modified Proposal  

I n i t i a t o r  o r  
Suppor te r  F ina l  Outcome 

1978 41 -785 Allow a  s t a t e  employee t o  r e p r e s e n t  h imself  o r  Suppor te r  Passed 
name a  r e p r e s e n t a t i v e ,  not n e c e s s a r i l y  a  lawyer ,  
i n  appearances  b e f o r e  any personnel  board o r  
quas i  - judi  c i  a1 hear ing  a f f e c t i n g  t h e  employee. 
Possi  bi l i  t y  t h a t  an employee would be p r o h i b i t e d  
from t a k i n g  t h e  B o a r d ' s  d e c i s i o n  t o  t h e  s u p e r i o r  
c o u r t  i f  he / she  was not r e p r e s e n t e d  by an a t t o r n e y .  
(H.B. 2202) .  

U n k n  

unkn 

Personnel Board p o l i t i c a l  p a r t y  a f f i l i a t i o n ( S B 1 0 5 5 )  Suppor te r  

E s t a b l i s h  an Arizona Execut ive  Department 
I n t e r n s h i p  Program; long range economic 
sdvantage t o  s t a t e .  (S .B.  1373) 

S t a t e  over t ime pay.  Requires  s t a t e  o f f i c e r s  
and employees t o  be paid  t ime and a  h a l f  f o r  
over t ime worked (more t h a n  8 hours  p e r  day o r  
40 hours  per  week s p e c i f i e d ) .  ( H . B .  2174) 

Suppor te r  

Passed 

Held i n  House 

I n i t i a t o r  & Passed 
Suppor te r  

S t a t e  employee b e n e f i t  s e l e c t i o n  - Personnel Suppor te r  
Board would be r e q u i r e d  t o  adopt  regu l  a t i  ons 
under which a  s t a t e  employee o r  h i s  b e n e f i c i a r i e s  
would have t o  choose,  upon t h e  employee 's  dea th  
o r  l e a v i n g  h i s  j o b ,  whether h i s  s i c k  l e a v e  
c r e d i t  should be compensated i n  cash o r  added 
t o  r e t i r e m e n t  b e n e f i t s .  (S .B.  1041) 

P u b l i c  employee m e r i t  awards - s t a t e  employees 
performing m e r i t o r i o u s  a c t s ,  i n c l u d i n g  s p e c i a l  
s e r v i c e  i n  t h e  p u b l i c  i n t e r e s t ,  would be 
e l i g i b l e  f o r  speci  a1 m e r i t  awards,  no t  exceeding 
$1,000, t o  be g r a n t e d  p e r  personnel  board 
r e g u l a t i o n s  (S.B.  1 2 1 0 ) .  

Suppor te r  

1978 38-759 Changing manaatory r e t i r e m e n t  age from 65 t o  Suppor te r  
70 f o r  s t a t e  employees.  ( H . B .  2412) 

Held i n  House 

Held i n  House 

Passed 

*The i n f o r m a t i o n  i n  t h i s  append ix  was p r e p a r e d  by t h e  A s s i s t a n t  D i r e c t o r ,  DOA-Personnel. 



Legi s l  a t i v e  S t a t u t e  t'o, be D e s c r i p t i o n  of 
Sess ion  - Modi f  i  ed Proposal  

I n i t i a t o r  o r  
Suppor te r  F ina l  Outcome 

1978 41 -782 Personnel Board compl i  ance a u t h o r i t y  t o  enforce  Suppor te r  Passed 
i t s  r u l e s .  ( H . B .  2201) 

1978 4  I -764 S t a t e  s e r v i c e  c o n t r i b u t e  p r o - r a t a  s h a r e  of c o s t  I n i t i a t o r /  Passed 
of s e r v i c e s  provided by Personnel D i v i s i o n  Suppor te r  
(change c o n t r i b u t i o n  from d o l l a r  amount t o  
pe rcen tage  amount) .  (S .B.  1 2 8 3 ) .  

unkn 

u n k n  

E s t a b l i s h  an appeal procedure  f o r  suspens ions  1ni;ti a t o r  
and demotions s e p a r a t e  from t h e  procedure  f o r  
d i s m i s s a l s  t o  dl low t h e s e  a p p e a l s  t o  be 
handled more e f f i c i e n t l y  and l e s s  expens ive ly  
by re1 i e v i n g  Personnel Board o f  two very t ime 
consuming r e s p o n s i b i l i t i e s .  

Provide f o r  a  40-nour work week i n  o r d e r  t h a t  I n i t i a t o r  
management may meet i t s  g o a l s  i n  t h e  most 
e f f e c t i v e  manner. P r e s e n t l y ,  some s t a t e  agenc ies  
a r e  foced t o  v i o l a t e  t h e  s t a t u t e  i n  o r d e r  t o  
meet t h e  needs of t h e  p u b l i c .  Some s t a t e  
a g e n c i e s  would l i k e  t o  exper iment  with f l e x i b l e  
schedu l ing  t o  see  i f  i t  i s  more e f f e c t i v e  t h a n  
t h e  8 -hour  work day .  

All bu t  employees i n  permanent and l i m i t e d  
p o s i t i o n  may waive enro l lment  i n  t h e  r e t i r e -  
ment sys tem.  All t y p e s  of a p p o i n t e e s  must 
e n r o l l  i n  t h e  r e t i r e m e n t  system i f  t h e y  work 
a  c e r t a i n  number o f  montns. 

Es tab l  i  shment of a  fund i n  t h e  Finance 
D i v i s i o n  t o  permit  payment of r e l o c a t i o n  
expenses ,  wi th  t h e  approval of t h e  S t a t e  
Personnel D i v i s i o n ,  fo l lowing  t h e  t r a n s f e r ,  
promotion,  o r  demotion of a  s t a t e  s e r v i c e  
employee f o r  a  convenience of t h e  agency. 

I n i t i a t o r  

In i  t i  a t o r  

Could no t  f i n d  
sponsor .  

Could not  f i n d  
sponsor .  

Could not  f i n d  
sponsor .  

Could not  f i n d  
sponsor .  



L e g i s l a t i v e  S t a t u t e  t o  be 
Sess ion  Modified 

D e s c r i p t i o n  of 
Proposal  

I n i t i a t o r  o r  
Suppor te r  F ina l  Outcome 

Repeal laws g r a n t i n g  nonve te rans  handicapped 
p r e f e r e n c e  p o i n t s  t o  a1 low more equi t ab1  e  
c o n s i d e r a t i o n  o f  a l l  a p p l i c a n t s  and more 
e f f e c t 1  ve development and p r o v i s i o n  of 
h i r i n g  1  i  s t s  wi thou t  s a c r i f i c i n g  handicapped 
a f f i r m a t i v e  a c t i o n  e f f o r t s .  

I n i t i a t o r  Could n o t  f i n d  
sponsor .  

Author ize  e s t a b l i s h m e n t  o f  a  fund i n  t h e  
Finance D i v i s i o n  t o  r e p l a c e  monies pa id  
by a g e n c i e s  wi th  50 o r  fewer  employees t o  
s e p a r a t i n g  employees when such agency could  
not  make such payment wi thou t  l eav ing  t h e  
employee ' s  p o s i t i o n  v a c a n t .  

unkn I n i t i a t o r  Could no t  f i n d  
sponsor .  

S t a t e  employees over t ime pay; comp t ime 
(makes t h e  changes t h e  D i v i s i o n  prepared 
and recommended t o  c o r r e c t  d e f i c i e n c i e s  
i n  l a s t  y e a r ' s  b i l l ) .  (S .B.  1 1 0 2 ) .  

Suppor te r  Passed 

P u b l i c  employees; m e r i t  awards 
(S.B. 1147) 

Suppor te r  Held i n  Sena te  

Held i n  House 

Held i n  House 

Passed 

Pub1 i c  employees, reimbursement f o r  c e r t a i  n  
personal  p r o p e r t y  ( H  . B .  2182) 

Suppor te r  

S t a t e  employees payment f o r  accumulated s i c k  
l eave  (S.B.  1264) 

Suppor te r  

Amendments t o  i n c r e a s e  s t a t e  al lowance f o r  
h e a l t h  i n s u r a n c e .  Passage of 1978 amendments 
t o  C i v i l  R i g h t s  Act (PL95-555) r e q u i r e s  t h a t  
pregnancy b e n e f i t s  i n  group insurance  p l a n  
be equal t o  a l l  o t h e r  b e n e f i t s .  (S .B.1266)  

I n i t i  a t o r /  
Suppor te r  



L e g i s l a t i v e  S t a t u t e  t o  be D e s c r i p t i o n  of 
Sess ion  Modi f  i  ed Proposal  

I n i t i a t o r  o r  
Suppor te r  F ina l  Outcome 

1979 38-781.01 Enactment would save s t a t e  t h e  c o s t  of c o n t r i -  
41 -956 b u t i o n s  of 7% employee ' s  s h a r e  t o  t h e  r e t i r e -  

ment p lan  f o r  CETA p a r t i c i p a n t s .  Per f e d e r a l  
government, C E T A  funds  should not  be used t o  
pay i n t o  a  r e t i r e m e n t  system which, i n  most 
c a s e s ,  does  not  d i r e c t l y  b e n e f i t  t h e  C E T A  
p a r t i c i p a n t s  on b e h a l f  o f  whom t h e  c o n t r i b u t i o n s  
were made. T h i s  enabled s t a t e  and o t h e r  
pub1 i c j u r i  sd i  c t i  ons  which p r e s e n t l y  p a r t i c i p a t e  
i n  t h e  s t a t e  r e t i r e m e n t  sys tem,  t o  c o n t i n u e  i t s  
p a r t i c i p a t i o n  i n  t h e  Pub1 i c  S e r v i c e  Employment 
Program (PSE) a s p e c t  of C E T A .  ( H  .B.2238, i n c l u d e s  
S.B. 1 3 0 5 ) .  

None 
(Approp . 
B i l l  

I n i t i a t o r /  Passed 
Suppor te r  

Provide r e l i e f  t o  employees unable  t o  a f f o r d  
a t t o r n e y  expenses  involved i n  defending them- 
s e l v e s  be fore  board h e a r i n g s  and o t h e r  q u a s i -  
j u d i c i  a1 h e a r i n g s  d e a l i n g  e x c l u s i v e l y  wi th  
personnel  m a t t e r s .  C l a r i f i e s  meaning of 
ARS 41-7856. ( H . B .  2018) .  

Suppor te r  Passed 

Allow a s s i s t a n t  d i r e c t o r  of Finance t o  t r a n s f e r  I n i t i a t o r /  Vetoed 
vacancy s a v i n g s  t o  t h o s e  a g e n c i e s  t h a t  d i d  n o t  Suppor te r  
have s u f f i c i e n t  funds  f o r  pay and m e r i t s .  ( s u p p o r t  removed 
Bi 11 was modif ied t o  p r e c l u d e  a g e n c i e s  from a f t e r  m o d i f i c a t i o n s  
us ing  vacancy s a v i n g s  f o r  pay /mer i t  i n c r e a s e s ,  change o r i g i n a l  bi 11 ) 
r e c l a s s i f i c a t i o n s ,  e t c .  (S.B. 1212) 

The l e g i s l a t u r e  passed a  law t o  provide funds  I n i t i a t o r /  Passed 
t o  implement t h e  Pregnancy D i s c r i m i n a t i o n  Act ,  Suppor te r  
however, t h e  a c t  became e f f e c t i v e  on 4 /29 /79  
and t h e  funding l e g i s l a t i o n  became e f f e c t i v e  
on 7 / 2 1 / 7 9 .  Th is  l e f t  t h r e e  months when 
premiums f o r  t h i s  a d d i t i o n a l  pregnancy coverage 
was not  a v a i l a b l e .  T h i s  bi 11 i s  a  r e l i e f  
bi 11 and a1 lowed t h e  added premiums t o  be 
pa id  t o  t h e  f o u r  c a r r i e r s  ( H . B .  2461) .  



L e g i s l a t i v e  S t a t u t e  t o  be 
Sess ion  Modified 

unkn 

38-651 

D e s c r i p t i o n  of 
Proposal  

Vacancy s a v i n g s  - precluded use of 
vacancy s a v i n g s  f o r  c e r t a i n  personnel  
a c t i o n s .  T h i s  b i l l  i n c o r p o r a t e d  t h e  
concept  through t h e  a p p r o p r i a t i o n s  
p r o c e s s  f o r  f u l l  fund ing  o f  t h e  pay and 
m e r i t  funds  and u p f r o n t  funding f o r  
r e c l a s s i f i c a t i o n  a c t i v i t i e s .  (S .B .  1004) 

Changes t o  s t a t e ' s  c o n t r i b u t i o n  t o  
h e a l t h  i n s u r a n c e  premi urns. 

The s t a t e  personnel  board i s  empowered t o  
buy h e a l t h  & a c c i d e n t  i n s u r a n c e  f o r  s t a t e  
workers i n  any combination of coverages  
wi th  a  s i n g l e  i n s u r e r .  S t a t e ' s  c o n t r i b u t i o n  
toward c o s t  of such insurance  i s  i n c r e a s e d  
t o  $52 a  month from $43 f o r  i n d i v i d u a l  
coverage and commensurately f o r  f a m i l i e s ,  e t c .  
(S .B.  1 3 7 9 ) .  

Funding i s  provided f o r  t h e  s t a t e  employees 
m e r i t  award program e s t a b l i s h e d  i n  1980; 
c r e a t e s  an e x e c u t i v e  s e r v i c e ;  e s t a b l i s h e s  a  
g r i e v a n c e  procedure  f o r  d i  sc r imi  n a t i  on com- 
p l a i n t s ;  e l i m i n a t e s  a p p e a l s  of suspens ions  
of 40 hours  o r  l e s s  and p l a c e s  them under 
g r i e v a n c e  p rocedure ;  makes t h e  g r i e v a n c e  
procedure  b ind ing  on an agency and employee 
on suspens ions  of 40 hours  o r  l e s s ;  e l i m i n a t e s  
c o n f l i c t  of i n t e r e s t  between Personnel and 
At to rney  General ' s  O f f i c e .  (S .B.  1 3 9 8 ) .  

I n i t i a t o r  o r  
Suppor te r  Fi nal Outcome 

Suppor te r  Passed 

I n i t i a t o r , '  
Suppor te r  

I n i t i a t o r /  
Suppor te r  

Suppor te r  

Passed 

Passed 

Passed 

I n i t i a t o r  of p o r t i o n  of b i l l  recommending I n i t i a t o r  of Passed 
on i n e q u i t y  s a l a r y  ad jus tments ,  r e c l a s s i f i c a t i o n  p o r t i o n / S u p p o r t e r  
ad jus tments ,  a c r o s s - t h e - b o a r d  s a l  a r y  r a i  s e s .  
( H . B .  2496) 



APPENDIX VI 

AGE O F  C L A S S  S P E C I F I C A T I O N S ,  
SUMMARIZED BY CALENDAR YEAR 



Calendar 
Year 

1969 
1970 
1971 
1972 
1973 
1974 
1975 
1976 
i 977 
1978 
1979 
1980 
1981** 
To ta l :  

AGE OF CLASS SPECIFICATIONS,* 
SUMi*IARIZED BY CALENDAR YEAR 

(2  1 (3)  (4 )  
C la s ses  

Number of c l a s s  specs  Column ( 2 )  a s  a  Pe rcen t  of c l a s s  specs  
adopted o r  l a s t  r ev i sed  pe rcen t  of a l l  not  r ev i sed  s i n c e  t h i s  

i n  t h l s  year  c l a s s e s  yearYH 

P o s i t i o n s  
Number of p o s i t i o n s  Column ( 5 )  a s  a  P o s i t i o n s  ( a s  a  pe rcen t )  

r ep re sen ted  by c l a s s e s  pe rcen t  of a l l  represented  by column 
i n  column (2 )  p o s i t i o n s  (4 ) **** 

* S p e c i f i c a t i o n s  f o r  a l l  non-exempt c l a s s e s  e x i s t i n g  a s  of A p r i l  9 ,  
1981. 

** For the  per iod Jsnuary  1 ,  1981, t o  A p r i l  9, 1981, only .  
*** Percen t s  a r e  de ternined by succes s ive ly  adding t h e  pe rcen t s  i n  

colun~tl (j ) . 
*++* Percen t s  determirled by succes s ive ly  adding the  pe rcen t s  i n  

column ( 6 ) .  



ADDITIONAL HARD-TO-FILL CLASSES 

I. INDICATOR: P e r c e n t a g e  of h i r i n g  l i s t s  w i t h  fewer  t h a n  f o u r  
c e r t i f i e d  a p p l i c a n t s  

L i s t e d  below a r e  t h e  t e n  h i g h e s t  p e r c e n t a g e s  among t h o s e  c l a s s e s  
wi th  f i v e  o r  more h i r i n g  l i s t s  i n  A u d i t o r  Genera l  sample: 

Number of 
Number of l is ts  w i t h  l e s s  

C l a s s  T i t l e  l i s t s  i n  sample t h a n  4  c a n d i d a t e s  Percentage* 

Automated Records Cle rk  I 5 1 20% 
P l a n n e r  I1 5 1 20 
T y p i s t  I 18 4  2  2 
T y p i s t  I1 116 2  5 22 
L e g a l  S e c r e t a r y  I11 8 2 2  5 
Welfare Homemaker 8 2 2  5 
C l e r i c a l  Aide 16 5 3 1 
Nurse I1 6 2 3 3 

B Human Resource Aide 7 3 4 3  
C l e r k  I 2 7 12 44 

11. INDICATOR: P e r c e n t a g e  o f  h i r i n g  l i s t  q u e s t i o n n a i r e  responses  which 
r a t e  l i s ts  a s  inadequa te  

L i s t e d  below a r e  t h e  t e n  h i g h e s t  p e r c e n t a g e s  among t h o s e  c l a s s e s  
w i t h  f i v e  o r  more q u e s t i o n n a i r e s  i n  Audi to r  G e n e r a l  a n a l y s i s :  

Number o f  
Number of Q u e s t i o n n a i r e s  

Q u e s t i o n n a i r e s  r a t i n g  l i s t s  a s  
C l a s s  T i t l e  i n  sample i n a d e q u a t e  Percentage** 

Food S e r v i c e  Worker I1 
Accounting C l e r k  I V  
EDP T e c h n i c a l  Support  

S p e c i a l i s t  I1 
P s y c h i a t r i c  Nurse 
EDP ~ r o ~ r a r n m e r / ~ n a l ~ s t  

I11 
C o r r e c t i o n a l  Food 

S e r v i c e s  S u p e r v i s o r  I 
Medical  T r a n s c r i b e r  
Hear ing O f f i c e r  I1 
C o n s t r u c t i o n  I n s p e c  t o r  I 
T h e r a p i s t  I1 

* Compare w i t h  average  o f  14 p e r c e n t  f o r  e n t i r e  sample. 
'Mt Compare w i t h  average  of 8 p e r c e n t  f o r  a l l  r e sponses  i n  a n a l y s i s .  



111. I N D I C A T O R :  Percentage of h i r i n g  l is ts  followed by supplements 

L i s t e d  below a r e  the  percentages g r e a t e r  than o r  equa l  t o  50 percent 
among c l a s s e s  with t h r e e  o r  more l i s t s  i n  Auditor General a n a l y s i s :  

Number of Number of 
l is ts  i n  l is ts  followed 

Class  T i t l e  a n a l y s i s  by supplements Percentage* 

Duplicat ing Equipment Operator I1 4 
EDP Technica l  Support 

S p e c i a l i s t  I11 4 
EDP Technical  Support 

S p e c i a l i s t  I I 9 
Sec re t a ry  I 7 
Adminis t ra t ive  Sec re t a ry  I11 3 

* Compare with average of e leven  percent  f o r  a l l  l i s ts  i n  a n a l y s i s .  

V I I - 2  



A P P E N D I X  V I I I  

T R A I N I N G  P O L I C Y  AND C O U R S E S ,  
DEPARTMENT OF C O R R E C T I O N S  



ARIZON.1 DEPAKTE-IENT OF CORRECTIONS 

EFFECTIVE : 

To establish policy and procedure for the provision of employee training and 
career development services. 

I A U T H O R I T Y :  

I A . R . S .  41-1604 - Duties and Powers of the Director 

I P O L I C Y :  

It is the pol icy of the ~kizona Department of Corrections to provide 
continuous resources enabling each employee to acquire and enhance the work- 
related skills and kno;vledqes that their positions require. It is further 
the policy of the Depzrtment of Corrections to encourage each evployce to acquire 
additional education enabling ti;et!i to be pronioted and/or assigned to positions 
of greater rcsponsibiiity. 

I General Requirements 

Each institutional or unit administrator responsible for an employee 
popul ation great[-r rhan eighty peo? I e w i  I1 dedic~ee one supervisory 
pos i t ion to prepare, coordi nate ,  2nd de? iver an a~rnual plan of alp1 oyee 
training. 

I Specific Requirements - 
Each adrninistration i s  responsible for meeting or exceeding the 
following objectives: 

I 1. Each new employee will receive 

A. An initial orientation to D.O.C. policies and procedures, history 
and position responsibilities immediately upon reporting for work; 

B .  Forty hours of position specific training orior to receiving 
permdnent st2 tus , and ; 

C. An additional 40 hours of position-related training during their 
first yoar of emp10,~ent. . 

I V I I I -  1 



ARIZONA DEPART?fENT OF CORRECTIONS 
INTERNAL MANACE?fE?('T 

P O L I C Y  Ai iD FROCEDURES ?(_I\hVAL 

EMPLO: LE TRAINING A N D  CAREER DEVELOPMEMT (Cont ' d )  

a 

D. Eighty additional training hours the f i r s :  year of employment i f  t h e i r  
position requires d i r ec t  and continuing contact with c l i en t s  under 
the supervision of the Department of Corrections. 

2. Each permanent-status employee will obtain a minirum of 40 hours t ra ining;  4 
those employees w i t h  d i rec t  and continuous D . O . C .  c l i e n t  contact will  
obtain 40 additional hours. The training will  include, a t  a minimum, 
securi ty  procedures, inmate supervision, report writ ing, inmate ru les ,  
regulations, r ights  and responsibi l i t ies ,  f i r e ,  emergency, f i r s t  a id ,  
cardio-pulmonary resusci ta t ior .  ! minority and female ex-offender needs, 
and problem-so1ving/conununica~ion ski1 1 s .  

3. Administrative and management s ta f f  will receive an additional 40 hours 
to  include the topics of administrative/management theory, decision- 
making, labor law, employee management re la t ions ,  criminal jus t ice  system 
elements and inter-agency relationships.  4 

I 1. Inst i tut ional  and uni t  administrators will : 

I A. Make the appropriate number of required t raining hours a part 
of each employee's annual P P E R ;  

I 

I B. Provide the on-duty time and support f o r  

( i )  Probationary employees to  receive 100% required training 
through D . O . C .  sponsored classes.  

( i i) Permanent-status employees t o  receive 100% of required 
tr3inirig through D . O . C .  sponsored classes .  

C. Encour?ye through s h i f t  assignments and application approvals the 
use o f  educational assis tacce programs f o r  permanent s ta tus  
employees to  f u l f i l l  training requirerncnts through public/ 
privately sponsored educational programs, and; 

D. Insure that  a l l  training received i s  made a part of the  employee's 
permanent personnel record. I f  the employee's Personnel Fi le  does 
not r e f l ec t  completion o f  required t ra in ing ,  no merit increase 
will be authorized. 



COURSE DESCRIPTIONS 

ASSERTIVE SKILLS:. A s k i l l - b u i l d i n g  program i n t e n d e d  ( m a i n l y )  f o r  
-. H O N  t o  d i s t i n g u i s h  a s s e r t i v e  b e h a v i o r  and  how 
t o  s p e a k  a s s e r t i v e l y  a r e  t h e  g o a l s  o f  t h i s  p rogram.  E x e r c i s e  and 
r o l e - p l a y s  w i l l  be  i n c l u d e d .  

BASIC FUNCTIONS OF SUPERVISION: T h i s  two-day  program d e f i n e s  t h e  1 
c h a r a c t e r i s t i c s  o f  s u p e r v i s i o n  and  s u p e r v i s o r s .  P a r t i c i p a n t s  

t h e  p e r s o n a l / p r o f e s s i o n a l  s k i l l s  which  f o s t e r  e f f e c t i v e n e s s .  Twenty 
i i d e n t i f y  t h e  r e s p o n s i b i l i t i e s  i n h e r e n t  t o  s u p e r v i s o r y  p o s i t i o n s  and  

t e c h n i q u e s  o f  e f f e c t i v e  s u p e r v i s i o n  a r e  r e v i e w e d ,  and methods  o f  
i n c o r p o r a t i o n  a r e  d e v e l o p e d .  

BUDGETING: T h i s  c o u r s e  w i l l  o r i e n t  s t a f f  i n  t h e  b a s i c s  o f  s t a t e  
b u d g e t i n g  and t h e  p r o c e s s  by  w h i c h  t h e  d e p a r t m e n t  r e c e l v e s  i t s  a n n u a l  
o p e r a t i n g  b u d g e t .  Some common methods  u t i l i z e d  i n  c o n t r o l l i n g  and 
m o n i t o r i n g  b o t h  e x p e n d i t u r e s  and  p o s i t i o n s  i n  t h e  d e p a r t m e n t  w i l l  b e  
a d d r e s s e d .  

I 

CASELOAD bWNAGEbENT: P f  t e r  i d e n t i f y i n g  t h e  p r i n c i p l e s  a n d  t e c h n i q u e s  ( 
t h a t  a p p l y  t o  e f f e c t i v e  c a s e l o a d  management ,  t h e  p a r t i c i p a n t  w i l l  
p r a c t i c e  how h e / s h e  would c o m p l e t e  t h e  management o f  v a r i o u s  k i n d s  o f  1 
c a s e s .  I 

I 
COhfhlIJNICATION SKILLS: B a s i c  i n g r e d i e n t s  t h a t  a r e  n e c e s s a r y  t o  i 

D 
e s t a b l i s h  and m a i n t a i n  p r o d u c t i v e  i n t e r p e r s o ~ a l  con lmunica t ion  w i l l  
be  p r e s e n t e d .  S t r a t e g i e s  f o r  i m p r o v i n g  c o m m u n i c a t i o n  w i t h  s t a f f  and 
c l i e n t s  w i l l  b e  i d e n t i f i e d  and a p p l i e d  d u r i n g  t h e  workshop .  

COlcl4IUNICATING STYLES: T h i s  p rogram w i l l  i d e n t i f y  y o u r  p e r s o n a l l  
p r o f e s s i o n a l  communication s t y l e  and a l l o w  you t o  c a p i t a l i z e  on y o u r  
s t r e n g t h s  t o  improve y o u r  teamwork,  productivity a n d  f l e x i b i l i t y  t o  
c o n t r o l  s t r e s s .  

CRISIS INTERVENTION: A s k i l l - b u i l d i n g  p r o g r a m  o f  i n f o r m a t i o n  and 
t e c h n i u u e s  w i t h  which  t o  ~ r o v i d e  a  t h i r d  a l t e r n a t i v e  t o  a  c o n f l i c t .  
A l l o w s  p a r t i c i p a n t s  t o  become more e f f e c t i v e  i n  c o o l i n g  down a  
p o t e n t i a l l y  d a n g e r o u s  c o n f r o n t a t i o n  b e t w e e n  e i t h e r  a n  i n n a t e  a n d  
s t a f f  member o r  b e t w e e n  i n m a t e s .  

DEFENSIVE DRIVING: A s k i l l - b u i l d i n g  program on a  d r i v i n g  t r a c k  
which  p r o v i d e s  p a r t i c i p a n t s  w i t h  a d d i t i o n a l  s k i l l  i n  difficult s l o w  
and h i g h - s p e e d  d r i v i n g .  

DEFENSIVE TACTICS: T h i s  c l a s s  w i l l  a s s i s t  p a r t i c i p a n t s  i n  d e v e l o p i n g  
p h y s i c a l  skills o f  d e f e n s e  a s  a n  a l t e r n a t i v e  t o  t h e  u s e  o f  e x c e s s i v e  
f o r c e .  S e l f - d e f e n s e  t e c h n i q u e s  w i l l  b.e e m p h a s i z e d .  

DETCSTIOU - PRORI.C~lS F, PROCEDIJRFS: C o u r s e  w i l l  f o c u s  on maintaining I 
c o n t r o l  o f  i n m a t e s  h a v l n g  s p e c i a l  management p r o b l e m s .  Use o f  f o r c e ,  
r e s t r a i n t  p r o c e d u r e s ,  p e r s o n a l  s a f e t y ,  litigation f a c t o r s  and s t r e s s  
w l l l  be  ~ n c l u d e d .  

EMPLOYFE ~IOTTVATTON STR.\TEGICS : M o t i v a t i o n a l  t e c h n i q u e s  and  c o n c e p t s  
will be a d d r e s s e d .  k o r k  m o t i v a t i o n  will b e  e x p l o r e d  i n  d e p t h  a n d  
p r a c t i c a l  applications w i l l  be  d e v e l o p e d  b y  p a r t i c i p a n t s .  

FIRST AID: A two-d:%y program which p r o v i d e s  b a s i c  t r a i n i n g  i n  
emergency m e d i c a l  i n f o r m a t i o n  anil t e c h n i q u e s  u s e d  by c o r r e c t i o n a l  
s t a f f  t o  a s s i s t  a n  i l l  o r  i n j u r e d  p e r s o n  u n t i l  p r o f e s s i o n a l  m e d i c a l  
s e r v i c e s  c a n  be  o b t a i n e d .  CI'Il t r a i n i n g  and c c r t i r i c a t i o n  i s  i n c l u d e d  
i n  t h i s  c o u r s e .  

FIISDA:.lEST:\LS OF RI':A!.ITY TI1ER;'II'Y: An i n t r o d u c t i o n  t o  a  c o u n s e l i n g  
t e c h n i q u e  d e s i g n e d  t o  l i e l l ~  c l i e n t s  g a i n  t h e  s t r e n g t h  t o  becorne b e t t e r  
a t  s o l v i n g  t h e i r  p r o b l e m s .  The program i l l c l u d e s  v i d e o - t a p e d  a n d  
a c t u a l  r o l e - p l a y i n g .  

I V D T V I  DUAI. AND GROIIP COIJNSELISC;: A s u r v e v  c o u r s e  t o  i d r n t i  f y  and 
a e s c r i h c  v a r i o u s  i n d i v i d u a l  a r i J  g r o u p  c o u n s e l i n g  t e c h ~ i c l u e s  fourid t o  
be e f f e c t i v e  i n  c o r r e c t i o n a l  s e t t i n g s .  R e a l  s i t u a t i o n s  w i l l  b e  
a d d r e s s e d  by v a r i o u s  c o u n s e l i n g  t e c h n i q u e s .  



IXblATE RICIITS: The v a r i o u s  c i v i l  r i g h t s  which  a p p l y  t o  I n m a t e s  a r e  
r e v i e w e d  i n  d e t a i l .  R i g h t s  a r e  p r e s e n t e d  and  i n t e r p r e t a t i o n s  
d i s c u s s e d .  I l e a l i s t i c  s i t u a t i o n s  w i t h i n  which  t o  a p p l y  t h e  v a r l o r l s  
r i g h t s  and  r e s p o n s i b i l i t i e s  a r e  ~ n c l u d e d .  \\ 'li:~t t o  do and  h h n t  n o t  
t o  do w i l l  be  d i s c u s s e d .  

IPiSt.2TE SUPERlrISION: V a r i o u s  i n m a t e  management and b e h a v i o r  p r o b  lems , 
r e l a t i n 2  t o  directing, o v e r s e e i n g  and  d o c u m e n t i n g  b e h a v i o r  a r e  
i d e n t i f i e d  and d i s c u s s e d .  E ~ ~ ~ o t i o n a l  disturbances and s u i c i d a l  I 
b e h a l r i o r  w i l l  be i n c l u d e d .  P a r t i c i p a n t s  w i l l  r o l e  p l a y  v a r i o u s  I 
e x e r c i s e s .  I 

t h e  Depar tment  o f  C o r r e c t i o n s .  I t  p r e s e n t s  t h e  h i s t o r y ,  p u r p o s e  
I NEW EIlPLOYEE ORIENTATION: T h i s  c o u r s e  o r i e n t s  t h e  new employee  t o  , 

and  o r g a n i z a t i o n a l  s t r u c t u r e  o f  t h i s  d e p a r t m e n t ,  t o g e t h e r  w l t h  an 
o v e r v i e w  o f  t h e  v a r i o u s  i n s t i t u t i o n s  a n d  u n i t s  i n  t h e  o r g a n i z a t i o n .  

OPEK ENTRY-EXIT INSTRUCTION: For  r e m e d i a l  o r  s p e c i a l  a d u l t  e d u c a t i o n  
i n s t r u c t o r s .  E x e r c i s e s  w i l l  i n c l u d e  r e a d i n g  and  l i f e - s k i l l s  
d e m o n s t r a t i o n s .  Woodcock R e a d i n g  T e s t  administration, s c o r i n g  and  
i n t e r p r e t a t i o n .  I t  w i l l  a d d r e s s  y o u r  p e r s o n a l  "prob lem a r e a s " .  

ORAL BOARD ORIENTATION: E a c h  p a r t i c i p a n t  w i l l  b e  e v a l u a t e d  b y  a  
"mock" o r a l  b o a r d  and  t h e n  w i l l  h a v e  t h e  o ~ a o r t u n i t v  t o  s i t  on t h e  

2 .  

"mock" b o a r d  and e v a l u a t e  a n o t h e r  p a r t i c i p a n t .  Feedbrick r e g a r d i n g  
p e r s o n a l  p e r f o r m a n c e  i s  t h e  o b j e c t i v e .  Due t o  t h e  n a t u r e  o f  t h i s  
c o u r s e  o n l y  t e n  p a r t i c i p a n t s  w i l l  b e  a l l o w e d  t o  r e g i s t e r  f o r  e a c h  
c l a s s .  

PARA-PROFCSSIOKAI, COlINSEI,IYG SKILLS: A " h e l p i n g "  p r o g r a m  t o  
improve  l i s t e n i n g ,  u n d e r s t a n d i n g  and responding s k l l l s .  S t r u c t u r e d  
o n e - o n - o n e  e x e r c i s e s  a r e  combined  w l t h  g i v i n g  and  receiving f e e d b a c k .  

PERFORYAVCE, PLANUING iZUD EVALUATTON : Flow t o  d e v e l o p ,  w r l  t e  and  
n e g o t i a t e  work p e r f o r m a n c e  s t a n d a r d s .  P a r t i c i p a n t s  worh on ?FEE 
r e p o r t  p r e p a r a t i o n  I n  r e l a t i o n  t o  p o s i t i o n  c h a r a c t e r l s t i c s ,  Emphas i s  , 
i s  p l a c e d  on t h e  p r o c e s s  a s  a management t o o l  f o r  m a l n t a i n l n g  work 
s t a n d a r d s  and a s s u r i n g  i n d i v i d u a l  responsibility. 

:)fIIJ,OSOPHY OF SUPERVISION: T h e o r y  X and  Theory  Y a s s u l n p t i o n s  
a b o u t  employees  w i l l  be  e x p l o r e d  and  q u e s t i o n e d  a s  i t  r e l a t e s  
t o  s p e c i f i c  m o t i v a t i o n  models  and t h e  p e r s o n a l  s t y l e  o f  
p a r t i c i p a n t s .  "Why Do You Manage?" "How Do You Slanage?" "How 
Can You Change?" T h e s e  q u e s t i o n s  w i l l  be  a d d r e s s e d .  

REPORT WRITING: S k i l l s  a r e  p r a c t i c e d  and c r i t i q u e d  f o r  n a r r a t i v e  
and  technical r e D o r t  r e q u i r e m e n t s .  S u c c i n c t  and  e f f e c t i v e  
p r a c t i c e s  a r e  r e v i e w e d  iol-  s t y l e  and  form w i t h  e m p h a s i s  on 
e n s u r i n g  t h a t  t h e  message  i s  c l e a r l y  p r e s e n t e d .  

SPECIIIL NEEDS OF MISORTTICS: The d i f f e r e n t  b a c k g r o u n d s ,  v a l u e s  
and  s t e r e o t y p e s  a s s o c i a t e d  w i t h  e t h n i c  m i n o r i t y  g r o u p s  a n d  wornen 
w i l l  b e  a d d r e s s e d  a s  t h e y  r e l a t e d  t o  p r e j u d i c e  a n d  d i s c r i m i n a t i o n .  
P a r t i c i p a n t s  w i l l  e n g a g e  i n  g r o u p  e x e r c i s e s  t o  f a c i l i t a t e  l e a r n i n g .  

S T E S S  SiANAGr:.E.lICNT: P a r t i c i p a n t s  a r e  p r o v i d e d  w i t h  i n f o r n a t i o n  on 
p r i n c i p l e s  and  methods  u s e f u l  i n  r e d u c i n g  p e r s o n a l  s t r e s s  a s  found  
i n  g e n e r a l  l i t e r a t u r e  and s p e c i f i c  c o r r e c t i o n a l  p r a c t i c e .  The 
c a u s e s  o f  s t r e s s  a r e  i d e n t i f i e d ,  t o g e t h e r  w i t h  t h e  p s y c h o l o g i c a l  
and p h y s i c a l  c o n s e q u e n c e s .  b l i n i m i z i n g  t e c h n i q u e s  a r e  p r a c t i c e d .  

SlJI'TRVI SORY Ri.JI,ts PllOCEDllRES C, ETHICS : Genera1  p e r s o n n e l  r u l e s  
and p r o c e d u r e s  r e q a r d i n g  f i r s t - l l n e  s u p e r v i s o r s  w i l l  b e  d i s c u i s e d .  
Emnhas i s  w i l l  be  D l a c e d  on s c h e d u l i n q  p r o c e d u r e s ,  d i s c i p l i n a r y  
p r o c e s s ,  g r i e v a n c e s  p r o c e d u r e ,  t e r n i s n t i o n s ,  d e m o t i o n s ,  
d o c u n l e n t a t i c n  t e ' c h n i q u e s ,  2nd v i c a r i o u s  l i a b i l i t y .  

T I S ~ ~ : .  I.blNAGE?lE.?IT: How t o  i d e n t i f y ,  o r g a n i z e  , and c o n t r o l  t h e  
d i s t r l T u t i X  a v a i l a l ~ l e  t i m e .  Time w a s t e r s  and  t i m e  m a s t e r s  
a r e  i d e n t i f i e d .  1 ) e l e g s t i o n  and r e c o r d i i i g  a r e  p r i n c i p a l  t o o l s  t o  
b e  u s e d  i n  c o m p l e t i n g  t a s k s .  T e c h n i q u e s  f o r  c o n d u c t i n g  e f f e c t i v e  
s t a f f  m e e t i n g s  a r e  i n c l u d e d .  


