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SAVE AT LEAST
$13.00 per year

YOUR GROUP PLAN ACCIDENT AND SICKNESS INSURANCE
POLICY WILL DO JUST THIS FOR YOU —

$75.00 monthly indemnity on an Occupational Coverage basis is
$13.00 less per year under the group plan than on an individual

basis and your group plan policy is much broader than any
usual form individual policy.

ONE MILLION DOLLARS . . ..

This is the amount already paid out to New York State
Employees under your group plan policies.

REPRESENTATIVES . . ..

We need energetic persons in all departments and di-
visions to help our claim men, to pass out literature, to
explain the plan to old and new employees and to en-
thuse everyone in this grand insurance plan now over
7'/> years old — Write us for details.

READ the article in this magazine CAREFULLY. It gives you all
information about this plan.

Write NOW FOR DETAILS !

C. A. CARLISLE. JR. — TER BUSH & POWELL, Inc.
423 State St., Schenectady. N. Y.
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The Annual Meeting

October 19, 1943, will be another
red letter day in State employee or-
ganization history. The Association,
as the only State-wide, all State-em-
ployee organization in New York
State, so recognized by employees
and citizens alike, will celebrate its
Thirty-fourth Anniversary on that
date. Delegates from all parts of the
State will convene at Albany, dis-
cuss the the problems of State civil
service, elect officers for the new
Association year, and adopt a pro-
gram of activities for the continued
improvement of State service and
the continued improvement of work-
ing conditions.

Panel discussions will include ses-
sions devoted to review of the civil
service laws, rules and regulations;
appeals in connection with the ex-
tension of the Feld-Hamilton law;
and chapter activities and organiza-
tion, i

Talks by prominent officials of
State government will feature lunch-
eon and dinner meetings.

Present indications are that the
principal activities in the coming
year will center about (a) continued
improvement of services to citizens;
(b) cost of living adjustments; (c)
equitable salary scales and title classi-
fications in the cases of extension. of
the career service law; (d) establish-
ment of permanent $1200 minimum
for all in State service; (e) fair ap-
plication of reasonable maintenance
values; (f) extension of coverage of
the competitive class to the many po-
sitions not now covered; (g) inclu-
sion of many workers in institutions
not now in the competitive or non-
competitive classes and, therefore,
not covered by Feld-Hamliton incre-
ments; (h) study of State Retire-
ment System to provide more ade-
quately for employees in low income
class; (i) full protection of rights of
civil service employees now in war
services; (j) uniform vacation leaves;
(k) machinery for prompt adjust-
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ment of employment grievances; (1)
increased travel allowances to meet
war costs. :

The "Resolutions Committee will

give careful attention to all sugges-

tions presented by delegates.

The needs of the times makes this
meeting of outstanding importance
to all State employees.

CANDIDATES
President

HAROLD J. FISHER
Department of State

Candidate for reelection to another
term as President of the Association
is Harold J. Fisher, who has guided
its destinies so ably since 1941,

Many important advances have
been made in this period in State
employment matters and in Associa-
tion organization. Increases in pay
for low paid institutional groups in
1941 and cost-of-living adjustments
for all low paid employees in 1942,
have greatly assisted State workers.
Efforts to secure recognition- of a
minimum of $1200 were rewarded

for the first time last year. Protec-
tion for employees entering armed
service and other imporant strength-
ening of laws beneficial to State
workers have been brought about
during his administration. Also, the
Association has enjoyed a remark-
able growth of chapters and its in-
fluence as a constructive force in im-
proving New York State service is
greater than ever before. The present
is a crucial time in Mental Hygiene

- institution history and Mr. Fisher

has outlined definite plans to assist
employees in obtaining the full bene-
fits ‘of the Career Service Law now
being extended to such institutions.

Genial, capable, an officer whose
first concern always has been the
Association’s welfare, Mr. Fisher
has served well the State employees
whose interests the Association
serves,

Mr. Fisher, before his elevation to
the office of President, had served
on the executive committee of the
Association for more than 10 years
and was enabled to become intimate-
ly acquainted with its functions.

A typical “career man” in State
service, Mr. Fisher has served the
State since 1911, when he was ap-
pointed to the Secretary of State’s
Office. He still holds the important
position of finance officer in that
office.

Through his Association work Mr.
Fisher has become one of New
York State’s best-known figures and
a familiar personage to thousands of
State employees.

Mr. Fisher has exerted all of his
enthusiasm, energy and experience
in State service to bring about re-
forms and improvements in employ-
ment practices and respect for merit
system principles. He has main-
tained close contact with Executive,
Legislative and  Administrative
branches and presented the employ-
ees’ viewpoints to each in a convine-
ing manner.
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CLIFFORD C. SHORO
Department of Health

A veteran of 26 years in New York

State service, and one of its typical
“career men,” is Clifford C. Shoro,
nominee for Association Vice-presi-
dent.

Mr. Shoro is Director of Health
Department Accounts in the State
Department of Health. He has been
a member of the Association since
about 1919; its department represen-
tative ‘since 1926, and a member of
the Executive Committee since the
Association was reorganized.

Mr. Shoro, whose home is in Al-
bany, first entered State service as
a bookkeeper in the Health Depart-
ment on July 16, 1917. On July 1,
1926, he was promoted to audit
« clerk. On July 1, 1931, he was pro-
moted to assistant secretary, and on
April 20, 1934, to administrative fi-
nance officer. On July 1, 1940, his
position was reclassified under its
present title.

Member of the American Public
Health Association, Mr. Shoro also
is a member of the Subcommittee of
Accountants of the Committee on
Business Management, Association
of State and Territorial Health
Officers.

Mr. Shoro was selected at the spe-
cial meeting on September 15th as
Chairman of the General Appeals
Committee to coordinate the facts
relative to employee appeals arising
from the extension of the Career law
to thousands ‘of institutional em-
ployees.
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‘Second Vice-Presidenf

John A. McDonald, nominated for
the office of Second Vice-President,
is perhaps the best known representa-
tive of the Associaion among the
Mental Hygiene group, Mr., Mc-
Donald has been active in Associa-
tion affairs for many years. He is
President of the Association of Em-
ployees of the Mental Hygiene De-
partment at Rochester State Hospital
and has held this office for 24 years.
He also served as President of the

JOHN A. McDONALD
Department of Mental Hygiene

Association of State Mental Hygiene
Employees for seven years. Mr. Mc-
Donald holds the position of Chief
Supervisor at the Rochester State
Hospital.

He is a member of the Associa-
tion’s committee on Fair Mainte-
nance Values and has served on
other committees and enjoys the re-
spect and confidence of all with
whom he has served in Association
activities,

Third Vice-President

Milton Schwartz, nominee for
Vice-president of the Association, is
a former president of New York
City Chapter and a New York State
employee since 1933,

Mr, Schwartz, with the exception
of four months during which he was
loaned to another bureau, has spent
his entire State career as an Insur-
ance Examiner assigned to the Com-
plaint Bureau.

B R st v s

MILTON SCHWARTZ
State Insurance’ Department

In 1935 he was elected as a dele-
gate from the Insurance Department
to New York City Chapter. In 1936
he was elected Chapter Vice-presi-
dent, and in 1937 and 1938 was
Chapter President., After he relin-
quished the office of president, Mr.
Schwartz served as chairman of the
Chapter’s legislative and grievance
committees.

Since 1935 he has been one of the
delegates representing New York
City Chapter in Albany. He-also has
served on the Legislative and Insur-
ance Committees for seven years;
was a member of the committee
when the Feld-Hamilton bill was
sponsored, and when the group life
and health and accident plans were
sponsored.

Mr. Schwartz is a member of the
bar in New York City, and a certi-
fied public accountant. He holds a
B.C.S. degree from New York Uni-
versity School of Commerce, and an
LL.B. from Brooklyn Law School.

Secretary

The Association’s nominating
committee has named one of the As-
sociation’s most attractive and most
indefatigable members for reelection
to the important post of Secretary.

Janet Macfarlane, by her willing-
ness, her cooperative spirit and her
knowledge of Association details, has
proven herself the ideal secretary for
such an important group.

Miss Macfarlane, who is employed
in the Department of Mental Hy-
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JANET MACFARLANE
Department of Mental Hygiene

giene, is a graduate of Albany High
School, New York State College for
Teachers and Mildred Elley Busi-
ness School in Albany.

She began her civil service career
as an employee of the State Educa-
tion Department, but later trans-
ferred to the administrative division
of Mental Hygiene.

Miss Macfarlane has served the As-
sociation well and faithfully on vari-
ous committees since she became a
member. She has served on the So-
cial Committee, and the important
role she plays each year in arranging
various details of the Association’s
annual dinner has proyen no small
factor in perpetuating the success of
that yearly affair,

Treasurer

Earl P. Pfannebecker, who so ably
has handled the purse-strings and the
account books of the Association, is
the candidate for reelection as T'rea-
surer this year. '

Mr, Pfannebecker, who has de-
voted his time and effort so unsel-
fishly to the Association’s interests
as its treasurer for the last five years,
is a native of Stottsville, Columbia
County.

He entered State service via com-
petitive examination in 1919 and
served for some time at Middletown
State Hospital. He later left State
service to further his business educa-
tion, and subsequently was employed
in the Troy Savings Bank and as of-
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fice manager and cost accountant

for an Albany cigar manufacturing
firm,

In 1934 Mr. Pfannebecker re-
turned to State service with the De-
partment of Tax, Division of the
Treasury. His duties have carried
him to every corner of the Empire
State and he has become a widely-
known and popular figure to count-
less State employees.

EARL PFANNEBECKER
Department of Taxation and Finance

Mr. Pfannebecker is a skilled avi:
ator who obtained his commercial
pilot’s license some years ago. He
also is an ardent hunting, fishing
and camping enthusiast,

In Service

The State Department of Audit
and Control has contributed three
of its top men to the Allied Military
Government of Occupied Countries
branch of the service. Since July Ist,
Major Howard P. Jones, Captain
William J. Dougherty and Captain
Thomas W. Whalen, Jr., have left
for Fort Custer, Michigan.

We should not forget our former
Deputy State Comptroller Frances
J. Burns, who has been commis-
sioned a Major and who also left for
Fort Custer.

How about increas-
ing your pay-roll
Bond deductions?

~ Tax Bureau Promotions

A reorganization designed to
streamline administrative operations
of the Department of Taxation and
Finance, with increased emphasis
upon enforcement of all tax laws,
has been announced by Rollin
Browne, commissioner of Taxation
and Finance.

At the same time Commissioner
Browne announced that Spencer E.
Bates of Hewlett Harbor, L. 1., for-
merly director of the Corporation
Tax Bureau, has been appointed
deputy tax commissioner and Man-
hattan District Supervisor, a new
position, to head operations of the
New York office. In addition to
directing office administration in
New York Mr. Bates will supervise
the auditing forces. of the Corpora-
tion, Income Commodities and
Stock Transfer Tax Bureau. He
also will continue to direct the Spe-
cial Investigations Bureau he has
headed since its inception eight years
ago.
~ Emery W, Burton, of Albany, for-
merly deputy director of the Cor-
poration Tax Bureau in charge of its
Albany office, was promoted to Cor-
poration Tax Director and assumes
responsibility for administration of
corporation taxes.

Both Mr. Bates and Mr. Burton
are career men in the State Tax De-
partment service. Mr. Bates entered
the department as a corporation tax
examiner in 1917 and earned succes-
sive promotions—to assistant deputy
commissioner in 1930, to district cor-
poration tax supervisor in 1932 and
to corporation tax director in 1936.
He was made a deputy tax commis-
sioner in 1937. Mr. Burton entered
State service in 1909 in the State
Architect’s Office.

Good Work

Miss Claire Cartentier and Miss
Marion Welter of the State Income
Tax Department have been awarded
the 500-hour merit medal of the In-
tercepter Command.

THE STATE EMPLOYEE is published
monthly except April, July and Au-
Tst_ Publication office, 2 Norton Street,
Albany, New York. Editorial and execu-
tive offices, Room 156, State Capitol, Al-
bany, N. Y. 10c a single copy, $1.00 per
vear, Entered as Second- ﬁ'.,lss matter,
{u]y 19, 1934, at the Post Office at Al-
any N, Y, under the Act of March 3,
1879, Letters to the Editor, contribu-
tions, news items, applications for mem-
berships and application for advertising
rates should be sent to Executive Head-
quarters, Room 156, State Capitol, Al-
bany, N. Y
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The extension of the career ser-
wvice law to the institutions under
the supervision of the Department of
Mental Hygiene, will be a fact when
this issue of “The State Employee”
reaches its members. When the State

of New York provided in 1937, by-

special statute, that it wished “to at-
tract unusual merit and ability to
the service of the State of New York,”
and further—“it is hereby declared to
be the policy of the State to provide
equal pay for equal work, and regu-
lar pay increases in proper propor-
tion to increase of ability, increase
of output and increase of quality of
work, demonstrated in service,” it
was giving expression to the letter
and spirit of the Constitution of the
State of New York as adopted in
1894. The extension of career prin-
ciples to the entire State service did
not occur immediately following the
passage of the Feld-Hamilton law
because this law did not include em-
ployees covered by special salary
laws. The demand of employees in
prisons and hospitals and schools for
the “equal pay for equal work” cov-
erage has resulted in the repeal of
the special laws and with the exten-
sion of the career service law provi-
sions to the over 20,000 positions in
the Mental Hygiene institutions on
October 1, 1943, practically all em-
ployees of the State except labor po-
sitions, outside of legislative and ju-
dicial branches will receive the bene-
fits of scientific personnel adminis-
tration. That the State service has
profited and will profit further by
the change goes without challenge.

APPLICATION OF THE LAW
A law is only as good as its en-
forcement. The first steps in apply-
ing the career service law are the
most difficult. In a service suffering
from chaotic classification of posi-
tions or no classification at all and
from an archiac pay plan involved
with the red tape of insignificant
increment rewards and time service
tributes extending throughout twen-
ty years of service, with inadequate
pay for efficient work at all stages,
is would be a miracle if any board
or agency composed of human be-
ings could make the necessary ad-
justments on the first try with any
satisfactory degree of equity, State
workers who have observed the slow
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progress of justice throughout hu-
man affairs are not surprised that
exception must be taken to many
features of the classification of posi-
tions and to many of the salary allo-
cations. It was to meet just such er-
rors in the application of the law that
definite provisions were written into
the statute to permit appeals and
later correction of errors.
EMPLOYEES STUDY, MEET,
RECOMMEND

The Association, acting on the
democratic theory that the workers
involved should study and recom-
mend relative to the new class and
salary standards effective October 1,
called a special meeting of delegates
from the institutions involved. The
matter of new maintenance values
was also included in the agenda of
the meeting, and for this reason
representatives  of all institutions
where maintenance is provided were
invited to the conference. The meet-
ing convened in the State Office
Building at Albany on September
15th. Over fifty delegates attended
and all of the thousands of employ-
ees in the State institutions were rep-
resented. President Fisher outlined
the purpose of the meeting, viz., to
recommend all necessary steps to as-
sure a full and satisfactory applica-
tion of career service principles to
institutional employees. Some days
prior to the meeting the schedules
covering classes, salaries and mainte-
nance values had been published by
the Association and sent to the chap-
ters and representatives of the Asso-
ciation in each institution.

DEMAND CHANGES

Study of schedules by employees
had shown clearly that some of the
effects of the application of the sched-
ules proposed by the Salary Stan-
dardization Board, the Classification
Board, the Budget Division and the
Department of Mental Hygiene,
were of such a nature as to injure
employees and in consequence ad-
versely affect the efficiency of State
service. They pointed out particu-
larly that as a result of disappoint-
ingly low basic scales for attendants
and some other classes, the incum-
bents of a number of positions with
long and valuable experience, would
be reduced as of October 1st; that
many positions had been reclassi-

rvice Extension

fied and lowered in grade; that dis-
tinctions were proposed between in-
stitutions solely upon the basis of
patient population without regard
for the duties and responsibilities of
the position, the inherent promises
of promotion, or the principle of like
pay for like work; and that main-
tenace values recommended would,
in some instance, eventually cost
them more than they were at present
paying. There could be no doubt
that many employees would be so
allocated under the new classifica-
tion that both the employee and the
State would lose.

The delegates urged prompt ap-
peal to the Governor to prevent sal-
ary decreases as of October 1st. They
urged that the discrimination present
in differentiation between institu-
tions solely upon basis of patient
population was palpably unsound.
They asked that employees be not
charged for meals or other mainte-
nance not actually desired or ac-
cepted by the employee. In addition
to these matters which are of gen-
eral interest to all of the employees,
they set up a General Appeals Com-
mittee and fifty Occupational Sub-
Committees to give attention to the
appeals which are provided for in
the career service law for each em-
ployee dissatisfied with his title
classification or salary allocation.

DELEGATES SELECT
COMMITTEES

On another page is printed a list
of the Committees selected by the
delegates to receive and recommend
as to changes in titles or salaries
sought by any aggrieved employee
in any of the various occupations.
The General Appeals Committee is
composed of: Chairman, Clifford C.
Shoro, State Health Department;
Leo Gurry, Marcy State Hospital;
Andrew Delaney, Hudson River
State Hospital.

The Sub-Committees have the vi-
tal function of obtaining from all
workers in their respective groups
the facts and figures upon which
they intend to base their official ap-
peal to the Salary Standardization
Board or to the Classification Board.
The sub-committee must assemble
and combine the facts pertaining to
pleas for higher salary allocation,
and be in a position, with the guid-
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‘an:t_:é and help' of the .Gen;:ral' Ap-
peals Committee, to aid in substan-

tiating fair claims before the Salary

Standatdization Board. Individuals
file salary appeals but hearings be-
fore the Standardization Board, ex-
cept in the case of isolated positions,
are group hearings inasmuch as
wherever a change is considered it
always affects all workers wherever
they may be. Copies of individual
salary appeals and data furnished to
the sub-committees relative to re-
classification of titles, will also be
assembled and studied by the sub-
committees and the General Appeals
Committee with the purpose of
lending assistance to groups and in-
dividuals ‘in progressing their ap-
peals with the Salary and the Classi-
fication Board. Appeals to the
Classification Board are made, how-
ever, by the individuals in each case.
It is essential that individuals ap-
pealing for change in titles prepare
themselves to give direct and con-
vincing proof of the justice of their
claim to the Classification Board
when they appear before that Board.
PROMPT HEARING FOR
EMPLOYEES

It is not in accord with the spirit
of the career law nor with good civil
service practice to delay hearings for
employees where so much depends
on the outcome of such hearings, as
is the case with Mental Hygiene em-
ployees who may be improperly
classified or improperly allocated as
to salary. The delegates were em-
phatic in urging that the Salary Stan-
dardization Board and the Civil Ser-
vice Classification Board act prompt-
ly to hear all claims for adjustments.
For these agencies to do otherwise
would be to disregard the first prin-
ciples of sound personnel adminis-
tration. Delays in the past in con-
nection with career service exten-
sions have been extremely costly to
many faithful workers, The difficul-
ties of war time personnel shortage
in the State agencies invelved should
be overcome to the maximum extent,

APPEAL FORMS

As soon after October 1st as pos-
sible, all employees will be advised
by the Civil Service Department of
their exact title and salary alloca-
tions, At the same time, officials at
the institutions will be supplied with
(a) form for appeal to the Civil Ser-
vice Classification Board in the case
of desire for change in title and (b)
form for appeal to the Salary Stan-
dardization Board in the case of dis-
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satisfaction with salary - allocation,

Employees are entitled to receive
these forms where they wish to ap-
peal and should ask for them at the
institution office. Appeal forms
should be filled out carefully and
clearly in accordance with directions
on forms and filed promptly with
the proper State Board.

In the case of the information to
be supplied to the Occupational Sub-
Committees of the Association to be
used to back up the appeals made on
official forms, no particular form is
required.. Statements by employees
to the sub-committee members or
Chairman or to the General Appeals
Committee may be made upon any
type of paper but should include (a)
Name of Employee; (b) Name of
Institution; (c) title and salary as of
September 1, 1943; (d) title and sal-
ary as of October 1, 1943; (e) title
and salary sought by employee; (f)
facts and figures to substantiate any
claim for different title or different
salary - allocation. Remember that
appeals to the sub-committees does
not take the place of your official
appeal which must be made on the
official form which you can obtain
from your proper institution officers.
However, copies of the appeals may
well be filed with the General Ap-
peals Committee,

ASSOCIATION HAS WON

FIRST POINT

As employees have been advised
already by special Association Bul-
letins, the appeal made by President
Fisher and a Committee of the As-
sociation to the Governor on Sep-
tember 16th and 17th was promptly
answered by the Director of the Bud-
get on September 18th with an of-
ficial order that there would be re-
ductions in cash salary payments as
of October 1st as originally contem-
plated. Said the Director of the

- Budget in a statement sent “To All

Mental Hygiene Institutions” on
September 18th:

“The establishment of salary stan-
dardization and maintenance values
for employees in Mental Hygiene in-
stitutions will benefit a majority of
such employees by increased pay
schedules. Because of some techni-
cal provisions in temporary laws af-
fecting these institutions, a small
number of such employees of long
service might find the cash compen-
sation received by them reduced in
aggregate amount as compared with
the past two years. Under ordinary
circumstances the lesser payments

_might have been fn‘oper. Inthese 1 .,

times the State administration does
not believe that any State employee
should suffer a reduction in cash
compensation. Accordingly; the ad-
ministration has adopted measures'
which will preclude any such cash
reductions. Not one employee in the
Department of Mental Hygiene will
receive less cash compensation be-
ginning October Ist than he had
been receiving on September 30th.”
NON-STATUTORY ' POSITIONS
Among institution personnel are
many who occupy positions that are
not now classified under the civil
service laws as competitive or non-
competitive. Such positions do not,
therefore, come within the classifi-
cation or salary provisions of the
Career Service law. These positions
can be brought under the career law
only by act of the Civil Service Com-
mission with the approval of the
Governor. Many of the positions
rightfully belong in the non-compe-
titive or competitive class. Delegates
were emphatic in urging that the
Civil  Service mmission  act
promptly on the jurisdictional re-
classification of the positions in ques-
tion. A special committee composed
of the following members was cho-
sen to progress this matter:
Chairman—Dr. Frank L. Tolman
Members: William F. McDonough
Fred Bailey, Industry State School
Leo Gurry, Marcy State Hospital
Frank Burke, Kings Park State
Hospital
Frederick J. Walters, Middletown
State Hospital
Everett Jackson, Willard State
Hospital
John McDonald, Rochester State
Hospital.
FAITH IN FUTURE SUCCESS
The career Service Law is as sound -
as the Constitution itself. The dig-
nity of the worker and the honor
of the State call for the complete ap-
plication of career service principles
in State service. Because of these
facts and because the Association be-
lieves that the present administration
is honestly interested in worker wel-
fars, the Association has no doubt
that the machinery for appeals and

the justice of employee claims, to- .

gether with open opportunity for
the strengthening of the law if neces-
sary, will result in substantial im-
provement in employment condi-
tions in the institutions of the State
affected by the extension of the Feld-
Hamilton provisions.
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Appeals Committee

The work of the appeal commit-
tees of the Association has been out-
lined in bulletin, and in letters to
appeal committee chairmen and
members, Briefly, it is this: To com-
pile in an intelligent manner and to
present with clarity and promptness
the facts relating to any inequities
which exist in the new salaries and
titles so that the official appeals made
directly by employees may have the
full support of the Association when
such appeals reach the Salary Stan-
dardization Board and the Classifi-
cation Board.

First, the officers of chapters or
representatives of the Association at
each institution should directly or
through committees, make known
to each employee in each occupation
the name of the committee chairman
of his occupational group sub-com-
mittee and assist such employee to
prepare and file with the committee
chairman the facts of any appeal
which he believes he is justified in
'making. To expedite matters, there
should actually be in each institution
a member of each occupational com-
mittee whose responsibility would be
to assemble the facts relating to his
group and see that they are placed
in the hands of the committee chair-
men listed below. The committee
chairmen will in turn contact Chair-
man Shoro of the General Appeals
Committee, thus eventually tele-
scoping the combined thought of
workers in each group in each insti-
tution into a factual summary to be
used by the General Appeals Com-
mittee supported by the officers and
counsel of the Association before the
Salary Standardization Board, the
Classification or other State official
or agency. Association chapter of-
ficers and representatives in institu-
tions have a grave responsibility to
the membership of the Association in
their respective institutions and to
the membership of the Association
as a whole, and particularly to the
workers who may suffer any en-
equity by reason of improper classi-
fication or salary allocation,, to or-
ganize local institutional committees
or otherwise immediately to assist
the workers in each occupational
group to express themselves fully
and properly. It should be recog-
nized that, as there are many em-
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ployees who are properly classified

and allocated so there will be many.

employees and groups who may have
no desire to appeal and no grounds
upon which to appeal. It would, of
course, be useless and unfair for such
to make appeals for consideration to
which they are not honestly entitled
or which would be in conflict with
career service principles. Any such
appeals should be actually discour-
aged

Chapter activity to help to cor-
rect errors or injustices through
proper attention to the appeals of
each group in each institution, will
not only be a real service to the State
and to the worker but it will upbuild
local confidence in the chapters and
in the Association. We must have
unity and we must have intelligent,
efficient action.

WHERE NO COMMITTEE IS
LISTED EITHER ONE WILL BE
SET UP OR STATEMENTS
FROM THE EMPLOYEES AF-
FECTED MAY BE SENT TO
THE CHAIRMAN OF THE
GENERAL APPEALS COMMIT-
TEE, CLIFFORD C. SHORO,
ROOM 156, STATE CAPITOL,
ALBANY. IN SOME IN-
STANCES ADDITIONAL MEM-
BERS WILL BE ADDED TO A
COMMITTEE AS DESIRABLE
FROM TIME TO TIME.

GENERAL APPEALS
COMMITTEE
Chairman—Clifford C. Shoro, Ex-
ecutive Committee; Leo
Marcy State Hospital; Andrew De-
laney, Hudson River State Hospital.

OCCUPATIONAL
SUB-COMMITTEES
5 Medical Staff
Chairman—Dr. Arthur M. Sulli-
van, Harlem Valley State Hospital.
Clerical and Office Employees
Chairman—Arthur Gifford, Rock-
land State Hospital; Frank Neitzel,
Pilgrim State Hospital; Mrs, Lucy
Baumgrass, Marcy State Hospital.
Business Management—Stores and
Accounting
Chairman—Lee Keyes, St. Law-
rence State Hospital; Mrs, Vernice
Craver, Newark State School; Wil-
liam Mearinney, Willard State Hos-
pital,

Gurry,

Laboratory and Pathology
Chairman—Dr. W. H. English,
M.D., Rockland State Hospital.

Dental
Chairman-—Dr. Bennett M. La-
throp, Letchworth Village.

Pharmacy
Chairman—MTr. Leo Gurry, Marcy
State Hospital.

X-Ray and Photography

Chairman—Carl Soracci, Harlem
Valley State Hospital; Mrs. M.
Smith, Brooklyn State Hospital; Vic-
tor Spinner, Rome State School.

Hospital Attendants

Chairman —Owen W. Jones,
Rome State School; Charles Burns,
Pilgrim State Hospital; William Ver-
bridge, Newark State School; Robert
Kinch, St. Lawrence State Hospital;
Arthur Gundreson, Middletown
State Hospital; Harry Schwartz,
Buffalo State Hospital.
Nurse and Nurse Training School

Chairman—Cathryn Jones, Utica
State Hospital; Frederick J. Walters,
Middletown State Hospital; Robert
Harvey, Gowanda State Hospital;
Harry Blake, Brooklyn State Hos-
pital; Patrick Clerkin, Central Islip
State Hospital.

Social Workers_

Chairman—Mrs. Della  Smith,
Central Islip State Hospital; Mrs.
Ella Sheetz, Letchworth Village; Mr.
Charles Ewing,. Industry; Mabel
Fitzpatrick, Utica State Hospital.

Psychologists

Chairman—Clifford Ford, Indus-
try State School; Dr. Theodora Abel,
Letchworth Village.

Occupational Therapy and
Occupational Instruction

Chairman—DMTrs. Virginia Scullin,
Pilgrim, State Hospital; Howard
Schumacher, Middletown State Hos-
pital; Miss Irene Cunningham, St.
Lawrence State Hospital; Martha
Neary, Rockland State Hospital;
Gertrude Viner, Kings Park State
Hospital,

Teachers, Librarians and
Educational Positions

Chairman—Ed. H. Brayer, School
for the Blind, Batavia; Bernice By-
field, Westfield State Farm; Clifford
Hall, Industry; Dorothy Preble,
Craig Colony, Sonyea; Mrs. Irene
St. John, Rome State School.

(Continued on Page 239)
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An Important Election

The election on November 2, 1943, will include among judicial ‘and local
officials in many sections of the State the selection of a Lieutenant Governor.
This situation was brought about by the death of Lieutenant Governor Thomas
W. Wallace. Needless to say, the office of Lieutenant Governor s an important
one to State employees as it is to all citizens of the State. The Association ad-
dressed a letter to each of the candidates — Senator Joe R. Hanley, Republican
candidate, and General William N. Haskell, Democratic candidate, inviting

themn to express themselves with reference to the merit system and civil service
matters. The Association is pleased to print below the statements graciously

supplied by the candidates.

Senator Hanley:

“My record in the Senate since
1932 is my best answer as to my fu-
ture attitude toward the merit sys-
tem in public employment. That the
State should seek citizens possessed
of character and fitness to serve in
public positions seems to me to be a
truism that needs no elaboration. I
know of no better way to apply it
than to follow our Constitutional
provision—and I mean follow it in
spirit and in letter. It has been my
privilege to have a part in giving
legislative approval to many im-
provements in the basic civil service
statutes, including the career service
law adopted in 1937. In my opinion
this law when fully and fairly ap-
plied is a necessary supplement to
civil service requirements as to re-
cruitment and promotion. The State
may under this law establish ade-
quate salaries and deal fairly with
salary promotions. The State aims
at securing high ability, so in paying
for that ability it should take the
leadership.

“The cost of living bonus provides
a sound way of meeting unusual war
conditions without disturbing the
basic career service scales. The cost
of living factor must be dealt with
and it is apparent that there would
be no justification for disregarding
the need of State workers for sound
adjustment. I am as much for the
cost of living adjustment as I was
when I introduced the present law
in the Senate last year. I feel also
that Governor Dewey’s action in es-
tablishing a $1200 minimum for cer-
tain groups should be made perma-
nent and extended to all employees.
The importance of prompt hearings
and correction of any errors in classi-
fication and salary allocations is ob-
vious, and any legislative amend-
ment which may be helpful to assur-
ing sound institution employment
conditions will have my hearty sup-
port.”
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General Haskell:

“I am now and always have been
a firm believer in safeguarding and
extending civil service. I am happy
to be associated with the political
party which since the time -the
merit system was established under
the sponsorship of Grover Cleveland
and other progressive figures, has al-
ways supported measures for the im-
provement and the protection of the
civil service. The public well knows
that New York’s civil service is the
outstanding merit system in the na-
tion and that Governor Lehman and
his predecessors have consistently
supported measures ' for continued
improvement,

“T should like to see the Civil Ser-
vice Commission made of still more
use and value to the departments of
State government and a greater force
for the improvement of the welfare
of efficient State employees.

“It is a great satisfaction to.me
that Governor Lehman made a great
contribution when he signed the
Feld-Hamilton law, and if elected I
hope I may have a share in seeing
that the purposes and spirit of that
act are carried out. I should like to
see both the Commission and depart-
ment heads cooperate on any prob-
lems or legitimate grievances the
State’s civil service employees may
have.

“Just as their elected State officers
and citizens and taxpayers expect
efficient service from civil service
employees, so the civil service em-
ployees may expect the right of fair
dealing from their employers, the
State and department heads of State
government and from the public.

“I am happy to declare that the
record of Governor Lehman as a

friend of civil service in principle

and in practice will be one that I
shall try to emulate, if I have the
chance, and that I shall try to pre-
serve and advance the rights guaran-
teed under the State constitution and
civil service laws and regulations.”

Insurance Facts

BY C. A. CARLISLE, JR.

Over a Million Dollars-in Dis-
ability Benefits have now been paid
by your Group Plan to New York

State Employees. Obviously our
“Million Dollar Baby” has grown
up and based on its remarkable per-
formance of the past seven years has
definitely earned the right to a fair
rate in keeping with the job it is
doing.

In connection with the change
over to the new schedule of rates,
effective November 1, 1943, for all
old and new insureds, new policies
have been issued and are going for-
ward to every person insured under
the Plan. Your new policy embodies
the liberal advantages found in the
old form contract, and serves to pro-
vide uniform protection for every-
one. Its advantages are—as follows:

Sickness. Complete coverage, with-

out requiring house con-
finement, payable up to one year for
any. one sickness. The sickness may
be occupational or non-occupational,
as all sickness coverage under all
policies is the same.

Please remember that it is possible
to submit more than one sickness
claim in any one year or period of
years, because recurring sicknesses
are recognized under this Plan. The
fact that you have collected for one
year or any part thereof, does not
mean that you cannot collect again
and again. This is one of the out-
standing features of this Plan,

Accidents.. For all State employees

engaged in strictly cleri-
cal work, the policy covers accidents
on the job up to a limit of one year,
and non-occupational accidents up
to five years. For all persons not in
strictly clerical positions, the policy
covers just the five-year *non-occupa-
tional insurance, previously men-
tioned, unless the *occupational cov-
erage is purchased at the higher rate,
as shown on the back of the new
application.

* OCCUPATIONAL accidents are those
occutring in the course of employment,
for which you receive compensation from
the State of New York, as required by
law, in addition to your benefits under
this insurance. NON-OCCUPATIONAL
accidents are those occurring away from
the job, for which no compensation insur-
ance is paid by the State of New York.

(Continued on Page 237)
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Read This

Efficiency in State service depends
upon the character and fitness of the
personnel employed by the people of
the State.

Neither the Constitutional provi-
sions nor the basic civil service laws
are effective alone to insure efficiency
in State service.

The Constitutional provisions and
the basic laws now on the statute
books are sufficient to supply -an
eager, enthusiastic, efficient civil ser-
vice body. ;

It is plain, therefore, that if there
is any lagging in the efficiency or
completeness of State service it must
be due to failure to apply the laws
in the spirit in which those laws
were written,

Classification of positions—defi-
nite specifications, appropriate: titles
—for each job in the State service is
a responsibility of the State Civil
Service Classification Board and of
the Civil Service Commission. The
civil service law plainly places on the
Classification Board the duty of
classification. It does not place this
responsibility upon the Budget Divi-
sion, nor the various departments.
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The Salary Standardization Board
has the duty of allocating all stan-
dard positions in the competitive and
non-competitive classes of the State
service to appropriate salary services
and grades as established by the
Legislature. Whenever a new title
is created, or new or additional de-
partments come under the Career
Law, the positions after classifica-
tion by the Classification Board, re-
quire salary allocation, unless the
position as classiied under a stan-

dard title has previously been allo-

cated. This is a responsibility of the
Salary Standardization Board, it is
not a responsibility of the Budget
Division nor the various depart-
ments.

The Budget Division, it is true,

may refuse to include a title or a,

salary allocation in the Budget, and
when this is done the new position
as classified or allocated does not
come into existence, In doing thus
the Budget Division takes the great
and entire responsibility for saying
whether a service shall be rendered
and paid for at fair rates,

Since the passage by the Legisla-
ture, the complete application of the
Carcer Law has been frequently
handicapped and made the subject
of unjust criticism largely as the re-
sult of delays in classification, and
in hearings of appeals by employees,
or by reason of departmental reor-
ganization, or of Budget Division
action. Some of the delays in apply-
ing the Career Service law are due
to failure of the Budget Division to
accept the classification and salary
allocation plans presented to them
by the two Boards. Matteawan and
Dannemora State hospitals are ex-
amples of Budget Division delay.
Delay in extending the Career Ser-
vice law to Mental Hygiene institu-
tions is due largely to failure of the
Classification Board to act promptly.

Now, this Association has always
preached the philosophy that there
is no use “crying over spilled milk.”
The delays occurred in the past. We
cannot help them. We face the pres-
ent and the future and resolve that
there shall be prompt and intelligent
action, What difference as to the
cause of past imperfections? The

whole thought and will of the people
is not to repeat errors of the past,
but to think and act like rational,
serious, intelligent men and women.
When there is a task to do it should
be done just as quickly as possible.
And the “as possible” is not to be
taken as a tolerance for indifference
or inefficiency.

The people of the State look to
the Salary Standardization Board to
maintain its independence and to
function fully in carrying out the
responsibilities fixed upon it by law.
They look “to the Classification
Board to do likewise. The people
have spoken through the Career Ser-
vice and other civil service provi-
sions and have said just how they
want the personnel in State service
to be treated. It is not the province
of any agency to sabotage the will of
the people by inaction or otherwise.

Criticism directed at the Career
Service law in its application to the
positions in the Department of Men-
tal Hygiene is wholly unjustified.
The law points the way for the cor-
rection of salary or title errors. The
classification of a number of posi-
tions indicates plainly that Mental
Hygiene ofhcials are reorganizing
the staffs of the various institutions
and that this reorganization, and not
the Career Law, is bringing about
many of the situations complained
of. The Career Law is not respon-
sible for delegation in part of some
important duties of classification to
the superintendents which belong
wholly to the Classification Board.
The Career Law does not say that the
positions in smaller institutions are
not just as important as those in
larger institutions. The Career Law
is not responsible for saying that
there shall be fewer carpenters or
tradesmen in any institution—that
is being decided by the Department.
It' is not within reason or common
sense to say that if a man is doing
carpenter work, for instance, that be-
cause the Department officials may
decide they do not want a carpenter
that that man becomes an appren-
tice, or in the words of the Classifi-

cation Division—a “maintenance

man,” That is a Department policy
and not a civil service policy. The
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kind of work actually done is what
must determine the title and pay
under the Career Law. The Career
Law, fully observed, protects the
workers and the service with which
it deals; it does not change a present
activity of an institution or of a de-
partment.

The purpose of every civil service
statute is to improve the character
and quality of the work done for the
people. Errors made by the Classi-
fication Board, the Salary Standard-
ization Board, the Budget Division,
the Department of Mental Hygiene,
if any, can be corrected in the full
light of the hearings which are pro-
vided for in the Career Law. The
Legislature, speaking on behalf of
the people, has provided the ma-
chinery to correct-errors. The merit
system and the Career Law which
helps to implement that system stand
capably on their own feet. Surely
" there is will and spirit and available
personnel in the executive and ad-
ministrative agenices to deal justly
with the human beings in State ser-
vice—the men and women who give
life to laws, who put heart and mind
in the vital services of institutions
and departments? Surely we have
been sufficiently awakened by world
happenings to appreciate that the
dignity of the worker is the greatest
asset of State service as of all human
activities. Let’s have done with
taking a chance with degrading the
human beings who do the tasks of
State government—let’s adopt a de-
cent, liberal intelligent approach to
the problem of upbuilding New
York State service. Throughout
many years of neglect and indiffer-
ence, New York State workers have
served and sacrificed, always with
the hope that their problems of classi-
fication, salary and promotion would
finally be adjusted in the enlightened

spirit of sound standards and active °

good will. The laws are on the books
—how about our ability to apply
them fairly and fully?

Let’s not disappoint State workers
now or in 1944 or any time. Let’s
act fairly with all groups—and DO
IT NOW!

In this plain, straight-from-the-
shoulder review of important mat-
ters in the light of current happen-
ings, the Association is simply urg-
ing that the human element be
viewed in its proper perspective with
reference to the effective functioning
of State government,
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Civil Service Notes

BY THEODORE BECKER
State Department of Civil Service

$1200 MINIMUM SALARY

Hundreds of Junior Clerks, Junior
Stenographers and Junior Typists
now receiving a minimum salary of
$1200 under temporary legislation
due to expire March 31, 1944, will
not have to revert back to their basic
minimum salaries of less than $1200
if a recommendation of the Tem-
porary Salary Standardization Board
is enacted into law at the next ses-
sion of the Legislature. In its Sixth
Report to the Legislature, recently
issued, the Board, among other rec-
ommendations, urged that the “mi-
nimum salary of $1200 temporarily
set for all but one of the salary ser-
vices, be made permanent and that
the salary schedules be amended to
incorporate that minimum.” Ex-
plaining its recommendation, the
Board stated:

“The action of the Governor and
the Legislature in providing a tem-
porary minimum salary of $1200 for
all services except the custodial,
raises the question of necessity or
desirability of changes in the lower
salary brackets to preserve promo-
tion rights and opportunities and to
prevent confusion as to titles and
duties. The board believes that $1200
is none too high for a general enter-
ing salary for competitive civil ser-
vice positions. If some such mini-
mum is to be in effect, it should be
incorporated in the salary schedules.
Those schedules are so constructed
that the change can be made with-
out much disturbance of the general
salary scale structure by eliminating
the first, or in some cases the first
two sub-grades. Some other minor
adjustments may be required. The
Board recommends such action to
the next Legislature.”

The Board also recommended
that:

“Feld-Hamilton rates be extended

to include eventually the entire State -

service, That they now be extended
to include such exempt positions as
are usually described as ‘labor’ posi-
tions, but to exclude high adminis-
trative policy forming positions
properly in the exempt class.”

“Studies be initiated of the prac-
ticability of applying Feld-Hamilton
rates to part-time and seasonal posi-
tions.”
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The report of the Board is con-
tained in Legislative Document
(1943) No. 53. |

TWO-WEEK
REINSTATEMENTS
State employees who now seek re-
instatement for a payroll period after
resignation during the preceding

year in order to maintain the privi- -

lege of returning to State service on
a permanent basis some time in the
future, may expect their request to
be denied. According to notice re-
cently served on all State depart-
ments and divisions by Budget Di-
rector John E. Burton, such two-
week reinstatements will no longer
be countenanced unless such short
term reinstatements are to the de-
monstrable benefit of the depart-
ments. The Budget Director in a cir-
cular letter dated July 13, 1943,
stated:

“According to Rule XVI-1 of the
Civil Service Commission, employ-
ees may be reinstated at the pleasure
of the appointing officer within one
year from the date of resignation
from the service. A practice has de-
veloped of permitting employees to
be reinstated year after year for one
payroll period in order to keep alive
this privilege of reinstatement. The
Budget Division is opposed to this
practice of two-week reinstatements.

“Hereafter, it will be the policy
to consider requests for reinstate-
ment only under a condition that the
employee desires permanent employ-
ment unless it can be clearly demon-
strated that it will be to the advan-
tage of a Department to utilize the
individual’s services for a shorter
period. If given permanent rein-
statement and the employee proposes
to resign after a short period, he
should be interviewed with respect
to the reasons for such a resigna-
tion and if it is found that the con-
ditions prompting his actions were
actually in existence at the time the
request for reinstatement was sub-
mitted, no future requests on the
part of the employee for further re-
instatements should be entertained.

“Notwithstanding any exceptions
to the rule requiring the approval of
the Budget Division for the filling of
vacancies, all appointments that
serve for an employee’s reinstate-

(Continued on Page 247)
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Sound personnel administration
has as its base definite job specifica-
tions. These specifications set forth
the duties and responsibilities at-
taching to each position and the

_qualifications deemed necessary in

the individual chosen to fill the po-
sition. Each service must have a
definite and concise title, which re-
tains the same general meaning year
after year. The title and the specifi-
cations become, by common usage,
synonomous, Thus, the Executive
Department, the Legislature, the
Civil Service Department, and all
appointing officers have at once a
common language and a common
understanding.

It is important to the employee
who fills a position that he under-
stand the significance of the title and
of the specifications which apply to
the position. It is especially impor-
tant when a job has been reclassified
and given a new title and new spe-
cifications, that the incumbent fit
the requirements of the position.

As an example, let us say that in
the extension of the Carcer Service
Law to Mental Hygiene Depart-
ment institutions, the Civil Service
Classification Board found a posi-
tion with the duties and responsibili-
ties common to the position for
which the proper title was Stenog-
rapher, or Storekeeper or any other
job title, and the person filling the
job was first employed from an elig-
ible list for the position of “Atten-
dant” or some other position.. If
the incumbent of the position has
been doing the work of a stenog-
rapher or storekeeper or any other
job since April 9, 1941, he is con-
tinued in the new position under the
new title without further examina-
tion and with all of the rights and
privileges which go with the title of
the position. If appointment oc-
curred after April 9, 1941, the in-
cumbent must qualify by regular
promotion examination procedure
unless it can be shown that the po-
sition is the equivalent of a position
for which the employee previously
qualified by examination. The final
determination in such cases will rest
with the Civil Service Commission.

We print herewith the official job
specifications for various positions in
the hospitals and schools under the
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- Job Specifications

jurisdiction of the Department of
Mental Hygiene, and which apply
after October 1, 1943.

WARD SERVICE

CHIEF SUPERVISING NURSE
2-5
Salary Range $3000-3750 Inc. $150

Definition: Has responsible charge
of the care, custody, and welfare of pa-
tients and supervises all nurses and at-
tendants in the entire ward service of
a small mental hygiene institution, or,
in a large institution, is in charge of
the male or female half of ward ser-
vice; does related work as required.

Distinguishing Features: A posi-
tion in this class calls for a high degree
of administrative supervisory ability
and for professional nursing skill of
the highest order. The work is per-
formed subject to standards and rules
prescribed by the Department of Men-
tal Hygiene, and the incumbent is sub-
ject to general direction from the
superintendent. The Chief Supervising
Nurse is concerned primarily with the
administration of the ward service, and
consults with the Principal of the
Nurses’ Training School regarding
problems of proiessional nursing.

Example: Plans systems of assign-
ment of ward personnel to assure ade-
quate coverage of all wards at all
times ; assigns Supervising Nurses and
Mental Hygiene Head Attendants to
posts of duty, and reviews their daily
reports of census, mechanical re-
straints, and wunusual incidents; in-
spects all parts of the institution where
patients may go; handles promotions,
disciplinary problems,-and assignments
for all ward service personnel; in co-
operation with the Principal of the
Nurses' Training School, maintains
high standards of professional nurs-
ing on the wards; confers with medical
officers about problems relating to
ward service,

Minimum Requirements: (a) Pos-
session of a license to practice as a
registered professional nurse in New
York State; and 6 years of progress-
ively responsible graduate nursing ex-
perience, two of which shall have been
as a Supervising Nurse; OR

(b) Possession of a license as stated
in (a) above, and a satisfactory equi-
valent of the foregoing experience.

Desirable Qualifications: A high de-
gree of administrative and supervisory
ability; ability to command respect
and obedience from patients and subor-
dinate employees ; advanced knowledge
of professional nursing and of the care
of mental patients; good judgment; re-
liability ; post-graduate nursing admin-
istration courses.

SUPERVISING NURSE 2-3

Group of Classes
Salary ige $2000-2500 Inc. $100
Typical Titles of Classes in the Group:

Supervising Nurse (Orthopedic) ...

Supervising Nurse (Tuberculosis)

Supervyising Nurse (Psychiatry)
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Definition: Has charge of profes-
sional nursing work and the care and
custody of patients in a large subdivi-
sion of a state institution of the type
indicated by the title of the class; does
related work as required.

_ Distinguishing Features: A posi-
tion in this class calls for a high de-
gree of professional nursing skill
and for considerable supervisory abil-
ity, The work involves supervision
over a large number of attendants,
Staff Nurses, Head Nurses and Charge
Attendants. Supervising Nurse
works under the general direction of
the Chief Supervising Nurse or of the
medical officer in charge of the service.

Example: Nursing Administration :
Supervises professional nursing and
ward personnel in an assigned service;
assigns subordinate employees to posts
of duty and keeps records of their
time; inspects the wards frequently;
requisitions supplies and clothing; in-
vestigates and reports accidents; pro-
vides work for physically able patients;
keeps records and makes out reports;
assists in the instruction of student
nurses.

. Care of Patients: Accompanies phy-
sician-in-charge on ward rounds; con-
fers with Head Nurses relative to phy-
sician’s orders; supervises the service
of food; personally handles especially
difficult cases.

Minimum Requirements: Possession
of a license to practice as a registered
professional nurse in New York State
and 4 years of graduate nursing ex-
perience, 1 of which shall have in-
volved regular supervision over subor-
dinate ward service personnel.

Desirable Qualifications: Consider-
able administrative and supervisory
ability; ability to secure cooperation
and obedience from patients and subor-
dinate employees ; especial skill in pro-
fessional nursing and in the care of
patients of the type indicated by the
title of the class; good judgment; re-
liability ; post-graduate nursing admin-
istration courses,
HEAD NURSE 2-2b

Group of Classes
Salary Range $1650-2150 Inc. $100
Typical Titles of Classes in the Group:

Head Nurse (Orthopedics)

Head Nurse (Psychiatric)

Head Nurse (Tuberculosis)

_Definition: Has charge of profes-
sional nursing work and care and cus-
tody of patients on ward or other sub-
division of a state institution of the
type indicated by the title of the class;
or, is in charge of a clinic or other spe-
cial department of a hospital ; does re-
lated work as required.

Distinguishing Features: A Head
Nurse is responsible for supervising at-
tendants and Staff Nurses, and often
instructs student nurses in practical
ward nursing. A position in this class
involves considerable technical nursing
skill. An employee in this class may be
in charge of one ward or two small
wards on the day shift or may be in
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charge of a group of wards on the
evening or night shift.

Example: Care of Patients: Makes
rounds of ward with physician; super-
vises nurses and attendants in f)athmg,
feeding, and caring for patients, and in
admmlster!ng treatments and medica-
tions as prescribed; applies surgical
dressmgs, notes and reports changes
in pa.tlents phys:cai and mental condi-
tion ; instructs patients in personal hy-
giene; in mental hygiene mstltutions
deals with violent patients; in an or-
thopedic hospital, instructs subordi-
nates in the care and bathing of chil-
dren and the adjustment of orthopedic
apparatus ; may be in charge of a shock
therapy cl:mc may be in charge of an

erating room; at night, may be in
Earge of a group of wards which
would be covered by a Supervising
Nurse on the day shift,

Nursing Administration: Charts the
temperature, pulse, resplratlon and
general condition of patients; is re-
sponsible for clothing and supplies
kept on the wards; superwses service
of meals on the wards is responsible
for cleanliness of the ward; instructs
student nurses in nursing practice;
writes ward reports.

Minimum Requirements: Possession
of a license to practice as a registered
professional nurse in New York State,
AND 2 years of graduate experience
within the last 5 years in the field of
nursing indicated by the title of the
class.

Desirable Qualifications: Tact, firm-
ness; pleasing bedside manner; relia-
blllty supervisory ability; consider-
able skill in professional nursing.
STAFF NURSE 2-2a
Salary Range $1400-1900 Inc. $100

Definition: Does professional nurs-
ing work in the bedside care of the
mentally or physically ill, assists physi-
cians in clinics, operating rooms, spe-
cial departments, and the wards; ‘does
related work as required.

Distinguishing Features: A Staff
Nurse performs skilled technical work
under close supervision from a physi-
cian or a higher ranking nurse. The
position does not involve supervision
over other employees, but the nurse
may occasionally act as straw boss of
a group of attendants. Sympathetic
attitude towards ill patients and a
good bedside manner are indispensable
to the Staff Nurse.

Example: Care of Patients: Pre-
pares patients for and assists physi-
cians with treatments and examina-
tions; administers medications and
treatments as prescribed; takes and
records temperature, pulse, and respi-
ration ; bathes and feeds patients:; as-
sists with surgical dressings; sterilizes
instruments; obtains spemmens for
analysis ; instructs patients in personal
hygiene; observes all patients care-
fully, and reports any physical or men-
tal change; gives hydrotherapy tub
haths when prescribed; applies me-
chanical restraints when prescribed;
keeps up patient morale,

Nursing Administration: Confers
with medical personnel and higher
ranking nurses; prepares daily reports
of medications, census and condition of
patients; assists with ward instruction
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of student nurses and attendants; dis-
tributes supplies; maintains clean]mess.

Minimm Requirements: Possession

of a license to practice as a registered.

professional nurse in the State of New
York.

Desirable Qualifications: Tact; firm-
ness; pleasing bedside manner, reli-
ability ; ability to follow instructions
exactly.

CHIEF SUPERVISING
ATTENDANT 1-5
Range $2400-2800 Inc. $100

Definition: Has 24 hour responsi-
bility for the care and custody of pa-
tients in the entire ward service of a
small state school for mental defec-
tives, or in a large school has charge
of the male or female half of the ward
service; does related work as required.

Distinguishing Features: A position
in this class involves responsibility to
the superintendent for supervision over
all ward service personnel in a state
school and for the care, custody, and
welfare of all patients. A chief atten-
dant must have a very thorough know-
ledge of ward care, and must have out-
standing administrative ability as he
will usually supervise from 200 to 400
subordinates. '

Example: Plans system of ward
coverage and assigns Mental Hygiene
Head Attendants to posts of duty;
keeps records of ward coverage, cen-
sus of patients, accidents, mechanical
restraints, and employees’ time; in-
spects all wards frequently; inspects
dining rooms, industrial shops, grounds,
and all other places where patients may
go; handles promotions and discipli-
nary cases for ward service employees.

Minimum Requirements: 8 years of
progressively responsible experience in
caring for patients in state schools, of
which 3 years shall have included su-
pervision over Attendants and 1 -year
shall have included supervision over
Staff Attendants,

Desirable Qualifications: Outstand-
ing administrative ability ; special skill
in caring for mentally and physically
ill patients; ability to command obedi-
ence and respect from subordinates and
patients; tact; reliability; resource-
fulness ; good physical condition; reg-
istration as a practical nurse.
SUPERVISING ATTENDANT ’

1-3
Salary Range $1700-2100 Inc. $100

Definition: Has {full responsibility
for the care and custody of a large
number of patients in a number of
wards or buildings of a mental hos-
pital or state school or in a colony of
a state school; does related work as
required.

Distinguishing Features: A position
in this class involves supervision over
a large number of attendants and staff
attendants and involves responsibility
for the welfare of a large number of
patients in a group of wards where
professional nurses are not required or
cannot be secured. The Supervising
Attendant must have special skill in
admmlstermg to the needs of mental
patients and must have considerable
supervisory ability, as he will usually
supervise fifty or more subordinates.

Ezxample: Plans system of ward
coverage and assigns Attendants and

Staff Attendants to posts of duty;
keeps records of ward coverage; acci-
dents and employees’ time; inspects
wards in his service very frequently;
makes rounds with the doctor; reports
the census of patients; records me-
chanical restraints and unusual inci-
dents; supervises food service in the
dining rooms of his group; supervises
care of clothing and ward supplies for
his group; may apply simple surgical
dressmgs, may give prescribed medi-
cations and treatments,

Minimum Requirements: Five years
of progressively responsible experience
in caring for mental patients, of which
two years shall have included super-
vision over Attendants; good physical
condition.

Desirable Qualifications: Consider-
able administrative ability; special
skill in caring for mentally and physi-
cally ill patients; ability to command
obedience and respect from subordi-
nates and patients; tact; reliability; re-
sourcefulness ; registration as a prac-
tical nurse.

STAFF ATTENDANT 1-3a
Salary Range $1500-1900 Inc. $100

Definition: Is responsible for the
care and custody of a group of patients
in a ward or other subdivision of a

mental hygiene institution; does re-
lated work as required.
Distinguishing Features: An em-

ployee in this class is responsible, us-
ually to a Supervising Nurse or Su-
pervising Attendant, for the welfare
of a group of pattents on a ward or on
two small wards where professional
nurses are not required or cannot be
secured. A staff attendant has imme-
diate supervision over attendants on
the day shift in his ward, and indirect-
ly supervises the evening and night at-
tendants. He may work on the evening
or night shift on an extremely large
and difficult ward or on a group of
wards. A position in this class involves
skill in administering to the needs of
mental patients, and requires an em-
ployee who can supervise attendants
and get along with patients. .

Example: In Charge of a Ward or
Other Subdivision: Assigns various
tasks to attendants and working pa-
tients; personally bathes, dresses, and
feeds patients; keeps census; records
mechanical restraints and unusual in-
cidents ; is responsible for clothing and
supplies kept on the ward; makes
rounds with the doctor and supervisor ;
maintains order on the ward; admin-
isters prescribed medicines.

In Charge of a Service at Night:
Is in charge of a large number of pa-
tients on a group of wards on the
night or evening shift; assigns tasks to
attendants ; personally bathes, dresses,
undresses, and feeds patients; keeps
records of census, mechanical re-
straints, and unusual incidents; fre-
quently makes rounds of the service;
administers preseribed medications;
maintains order.

Miscellaneous: May.be in charge of
a treatment room; may be located in
a building center and act as assistant
supervisor; may be in charge of a
large number of working patients and
attendants in work on the grounds;
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acts as transfer agent transporting pa-
tients to and from the hospital.

Minimum Requirements: 3 years of
satisfactory experience in caring for
mental patients; good physical condi-
tion.

Desirable Qualifications: Some su-
pervisory ability; sympathetic under-
standing of mentally and physically ill
paticnts; ability to secure coopera.uon
from subordinates and from patients;
tact; cleanliness; rehablhty and initia-
tive.

ATTENDANT 1-2aa
Salary Range $1200-1600 Inc. $100

Definition: Performs duties related
to the care and oversight of patients
in a mental hospital, state school, or
Craig Colony.

Distinguishing Features: An At-

tendant does routine prescribed work

which requires sympathetic under-
standing of the problems of the physi-
cally and mentally ill. The work is
performed under close supervision.
The Attendant’s personality and atti-
tude are extremely important in main-
taining harmony with and enlisting co-
operation irom patients. An employee
in this class must be able to intelli-
gently cope with problems and emer-
gencies as they arise,

Example: Assists doctors and nurses
in preparing patients for treatments
and attends them while undergoing
prescribed treatments; bathes, dresses,
feeds, shaves and otherwise cares for
patients; works with patients in keep-
ing beds, quarters and equipment
clean ; takes groups of patients to work
on the grounds, farm, coal yard or
sewage plant and looks after them
while working; keeps order and pre-
vents escapes; watches over and re-
ports upon actions and condition of
patn:nts supervises care of patients
in occupatlonal therapy shops; keeps
simple written records; acts as recep-
tionist on visiting days runs errands
and generally assists the supervisor
in charge; at night, keeps watch over
a ward or, in case of well-behaved pa-
tients, over two wards, assisting pa-
tients to bed, attending to their needs,
keeping order, and summoning help in
case of an emergency; attends in-
service training classes; distributes
clothes, laundry and supplies; in a din-
ing room or cafeteria, serves food and
maintains cleanliness; may ride with
the transfer agent or bus driver when
patients are to be transported in motor
vehicles.

Minimum Requirements: Ability to
speak, read and write the English lan-
guage with facility ; good physical con-
dition.

Desirable Qualifications: Good mor-
al character; reliability; ability to
work harmoniously with patients;
sympathetic attitude towards the men-
tally and physically ill; cheerfulness;
tact; patience; some skill in practlcal
nursmg, ablllty to carry out simple
orders accurately ; ab;hty to complete
- a prescribed in-service training course
satisfactorily.

BARBER 1-2b
Salary Range $1300-1700 Inc, $100

Definition: Cuts the hair of male

and female inmates of a state institu-
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tion, and shaves male inmates; does
related work as required.

Distinguishing Features: An em-
ployee in a position in this class must
be a skilled barber and may have the
responsibility for training inmate as-
sistants,

Example: Cuts hair; shaves in-
mates; may mstruct inmate assis-
tants; requisitions necessary barber
supplies; sharpens and sterilizes bar-
ber tools; keeps the barber shop clean
and neat.

Minimum Requirements: Comple-
tion of a course in a standard barber
college or of an apprenticeship in the
barber trade.

Desirable Qualifications: A good
knowledge of and skill in the use and
care of barber tools; carefulness;
neatness; patience.

BEAUTICIAN 1-2b
Salary Range $1300-1700 Inc. $100

Definition: Cares for the hair, skin
and nails of female inmates of a state
institution; does related work as re-
quired.

Distinguishing Features: An em-
ployee in a position in this class must
be a skilled beautician and may have
the responsibility for training inmate
assistants.

Example: Cuts, shampoos and
waves patients’ hair ; gives facial mas-
sages and hot oil scalp treatments;
manicures patients’ nails; keeps the
beauty shop clean and the equipment
in good working condition; trains and
supervises inmate assistants; requisi-
tions necessary beauty shop supplies.

Minimum Requirements: One year
of satisfactory experience in hair
dressing and related work in a com-
mercial beauty parlor.

Desirable Qualifications: Preferably
high school training and a course in
beauty culture; good knowledge of
the use and care of beauty shop equip-
ment ; neatness; cleanliness; patience;
good physical condition.

NURSES TRAINING
SCHOOL
PRINCIPAL OF NURSES’

TRAINING SCHOOL 7-3
Salary Range $3120-3870 Inc. $150

Definition: Supervises the program
of nurses’ training and education at
a state hospital; does related work as
required.

Distinguishing Features: An em-
ployee in this class is resgons:ble for
establishing and maintaining high
standards of education in the school of
nursing. Subject to the administrative
approval from the superintendent, and
within the framework of the Mental
Hygiene and Education Laws, she
plans the curriculum, selects candidates
for training, and supervises Instructors
of Nursing and Head Nurses who
teach nursing arts and nursing prac-
tice in the class room or in the wards,
The position calls for professional
nursing skill of the highest order and
for thorough knowledge of educatlonal
methods used in nurses’ training
schools. The emphasis in this class is
on maintaining a high level of profes-
sional nursing, but the Principal con-
sults with the Chief Supervising Nurse
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.regfardmg. the administration of the

ward service in relation to professional
and educational standards.

Exaomple: Selects applicants for
nurses’ training; plans curricula and
instructional material ; schedules class-
es; assigns subjects to teachers and
instructors ; personally conducts class-

€55 conducts an in-service trammg pro-

gram for attendants; confers with stu-
dent and affiliate nurses about their
personal problems; assigns student
nurses to wards and classes ; maintains
records of students’ progress; attends
and takes an active part in staff meet-
ings ; prepares the catalog of the school
of nursing; prepares necessary. reports
on the nurses’ tralnmg program ; assists
the Chief Supervising Nurse with
problems relating to professional nurs-
ing in the ward service.

Minimum Requirements: (a) Gradu-
ation from an accredited school of
nursing; 30 credit hours of college
work in the field of nursing education ;
5 wears of progressively responsible
graduate nursing experience, 3 of
which shall have been as a member of
the faculty of a nurses’ training school ;
possession of a license to practice as a
registered professional nurse in the
State of New York; OR

(b) Graduation from a recognized
college or_university with a degree of
B.S. in Nursing including courses in
nursmg education ; 3 years of graduate
nursing experience, 2 of which shall
have been as a member of the faculty
of a nurses’ training school ; possession

* of a license to practlce as a registered

professional nurse in the State of New
York;

(c) A satisfactory equivalent com-
bination of the foregoing educatlon and
experience,

Desirable Qualifications: Advanced
knowledge of modern nursing and hos-
pital ward practice; marked ability as
a teacher and administrator; good
judgment; sympathetic understandmg
of young people; ability to get along
well with student nurses.
ASSISTANT PRINCIPAL OF
NURSES’ TRAINING SCHOOL

7-2
Salary Range $2400-3000 Inc, $120
Definition: Assists m supervising
the program of nurses’ training and
education ‘'at a state hospital; gives
classroom instruction to student nurses
and attendants and oversees the prac-
tical application of such instruction:
does related work as required.
Distinguishing Features: The posi-
tion involves the dual functions of
assisting the Principal of Nurses’
Training School in the establishment
and maintenance of high training stan-
dards and in the giving of classroom
instruction in the furtherance of the
educational program. An employee in
this class reﬁeves the Prmclpal of the
more detailed supervision of the pro-
gram of training student nurses, prac-
tical nurses, and the ward service per-
sonnel, and the work may involve su-
pervision over instructors in the larger
nurses’ training faculties, The position
calls for professional nursing skill of
a very high order and for a good know-
ledge of the educational methods used
in nurses’ training schools. The in-
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cumbent must be thoroughly familiar
with all of the training school’s acti-
vities and takes full charge in the Prin-
cipal's absence,

Example: Confers with and assists
the Principal of the Nursés’ Training
School in the selection of applicants
for nurses’ training, planning of cur-
ricula and instructional material, sched-
uling of classes and assignment of sub-
jects to instructors; checks assign-
ments of all students; maintains de-
tailed records of students’ progress;
assists the Principal in the prepara-
tion of the annual report; confers with
and advises the Principal on the assign-
ment of students to various wards and
classes; makes rounds of the wards to
observe the practical daily application
of instructions given to students; gives
classroom instruction by conducting
lectures in various subjects and demon-
strating proper nursing techniques;
takes charge of training school activi-
ties in the absence of the Principal;
takes an active part in staff meetings
and other conferences involving the
training programs for student nurses,

practical nurses, and attendants; pre-,

pares examinations and corrects
papers. :
inimum Requirements: (a) Gra-
duation from an accredited school of
nursing; 30 credit hours of college
work in the field of nursing education ;
3 years of graduate nursing experi-
ence, 1 of which shall have been on
the level of Head Nurse or Instructor;
possession of a license to practice as a
registered professional nurse in the
State of New York; OR

(b) Graduation from a recognized
college or university with a degree of
B.S. in nursing including courses in
nursing education ; 2 years teaching ex-
perience; possession of a license to
practice as a registered professional
nurse in the State of New York; OR

(¢) A satisfactory equivalent com-
bination of the foregoing education
and experience,

Desirable Qualifications: Thorough
knowledge of modern nursing and hos-
pital ward practice; considerable ad-
ministrative and teaching ability ; good
judgment; sympathetic understanding
of young people; ability to get along
well with student nurses. 3

INSTRUCTOR OF NURSING7 :

Salary Range $1800-2300 Inc. $100

Definition: Gives class room instruc-
tion to student nurses in the theory
and practice of nursing and oversees
the practical application of such in-
struction; does related work as re-
quired.

Distinguishing Features: A position
in this class calls for a high order of
professional nursing skill and for
knowledge of educational methods used
in nurses’ training schools. The in-
structional program is carried on un-
der the direction of a Principal of
Nurses’ Training School. The Instruc-
tor of Nursing has supervision over
student nurses.

Example: Prepares and conducts
lectures in the various subjects includ-
ed in the curriculum of the Nurses’
Training School; demonstrates proper
nursing techniques and oversees ward
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practice of students; may conduct at-
tendants’ training courses; prepares
examinations and corrects papers;
keﬁ;s records of student nurses.
inimum Requivements: (a) Grad-
uation from an accredited ol of
nursing; 30 credit hours of college
work in the field of nursing education;
1 year of graduate nursing or teaching
experience; possession of a license to
practice as a registered professional
nurse in the State of New York; OR
ﬁb) Graduation from a recognized
college or university with a degree of
B.S. in nursing including courses in
nursing education; 1 year of graduate
nursing or teaching experience; pos-
session of a license to practice as a
registered professional nurse in the
State of New York; OR

(c) A satisfactory equivalent com-
bination of the foregoing education and
experience.

Desirable Qualifications: Thorough
knowledge of modern nursing and hos-
pital ward practice; special teaching
ability; good judgment; sympathetic
understanding of young people; ability
to get along well with student nurses.

MAINTENANCE
SENIOR MAINTENANCE
SUPERVISOR 9b-3b
Salary Range $2400-3000 Inc. $120

Definition: Is responsible for di-
recting and supervising the mainte-
nance force of a very large state insti-
tution or of a smaller institution with
especially acute maintenance problems ;
does related work as required.

Distinguishing Features: A position
in this class involves regular supervi-
sion over a very large force of carpen-
ters, masons, painters, plasterers, roof-
ers, tinsmiths, locksmiths, maintenance
men, and helpers. Consequently, the
Senior Maintenance Supervisor must
have thorough working knowledge of
the various maintenance trades, and
must have outstanding supervisory
ability. The superintendent and the
business manager rely on the technical
judgment of their Senior Maintenance
Supervisor, and he works under gen-
eral direction only, being held respon-
sible for results.

Example: Draws up detailed plans
for construction, repair, and alteration
of institution property; estimates ma-
terials,  supplies, and labor; lays out
the work, assigning his subordinates
to various tasks; supervises and over-
sees work on the job; instructs subor-
dinates in general building construc-
tion and maintenance ; keeps records of
shop production; keeps time of subor-
dinates; may also supervise plumbers,
steamfitters, and electricians on con-
struction jobs.

Minimum Requirements: (a) 8 years
of progressively responsible experience
in the building construction field, of
which 3 shall have involved regular
supervision over journeymen, mainte-
nance men, and helpers; OR

(b) A satisfactory equivalent of the
foregoing experience,

Desirable Qualifications: Outstand-
ing ability to plan and lay out work
for subordinates and to supervise
others on a job; ability to prepare de-
tail drawings for building construc-
tion and to estimate needed materials

and. labor; especial skill in carpentry,
and a thorough knowledge of related
maintenance trades; reliability; good
Jjudgment; industriousness.

MAINTENANCE SUPERVIQS'ESI:
Salary Range $2100-2600 Inc. $100
. Definition: Is responsible for direct-
ing and supervising the maintenance
force of a state institution of mode-
rate size; or, in a very large institu-
tion with acute maintenance problems,

-acts as immediate assistant to ‘the

Senior Maintenance Supervisor; does
related work as required.
Distinguishing Features: A posi-
tion in this class involves regular su-
pervision over carpenters, masons,
plasterers, painters, roofers, tinsmiths,
maintenance men, and helpers. Conse-
quently, the Maintenance Supervisor
must have a working knowledge of the
various maintenance trades, and must
be able to supervise subordinate em-

ployees. The incumbent of a position'in-

this class works under general direc-
tion from the superintendent and busi-
ness manager.

Example: Draws up detailed preli-
minary plans for construction, repair
and alteration of institution property;
estimates materials, supplies, and [a-
bor; lays out the work, assigning his
subordinates to various tasks; super-
vises and oversees work on the job;
instructs subordinates in general build-
ing construction and maintenance;
keeps records of shop production
keeps time of subordinates.

Minimum Requirements: (a) 6
years of progressively responsible ex-
perience in the building construction
field, of which 2 shall have involved
regular supervision over tradesmen,
maintenance men and helpers; OR

(b), A satisfactory equivalent of the
foregoing experience,

Desirable Qualifications: Ability to
lay out work for subordinates and to
supervise others on a job; ability to
prepare detail drawings for building
construction and to estimate needed
materials and labor; especial skill in
carpentry, and a sound knowledge of
related maintenance trades; reliability ;
good judgment; industriousness.
CARPENTER 9b-2b
Salary Range $1800-2300 Inc. $100

Definition: As a member of a main-
tenance force, supervises and instructs
maintenance men and helpers in car-
pentry, personally performing the more
skilled journeyman work; does related
work as required.

Distinguishing Features: A position
in this class involves the regular per-
formance of skilled journeyman car-

.pentry, and also involves regular or

straw-boss supervision over mainte-
nance men, helpers and occasionally
employees of other trades. A Carpen-
ter, under direction, must be able to

,lay out work for the men under his

supervision, to direct and instruct his
subordinates on the job, and to per-
sonally perform the most difficult or
exacting work.

Example: Supervises a force of
maintenance employees or working pa-
tients and inmates in erecting or repair-
ing large structures, such as barns,
staff residences, breakwaters, etc. ; per-
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sonally performs difficult cabinet work
such as constructing stenographers’
desks and filing cabinets; performs the
more skilled operations with shop ma-
chinery, such as using the shaper; is
responsible for the care and mainte-
nance of shop machinery; supervises
and instructs other employees in shop
works ; keeps shop records; in an insti-
tution, assists his supervisor in esti-
mating and requisitioning materials
and supplies, and substitutes for him
during his absence.

Minimum Requirements: 4 years of -

experience working under a journey-
man carpenter.

Desivable Qualifications: Skill in
carpentry, ability to secure coopera-
tion from subordinate employees and
working patients or inmates; good
physical condition; reliability.
MASON AND PLASTERE];b i
Salary Range $1800-2300 Inc. $100

Definition: As a member of a main-
tenance force, supervises maintenance
men and helpers in plastering and ma-
sonry, personally performing the more
skilled journeyman work ; does related
work as required,

Distinguishing Features: A position
in this class involves the regular per-
formance of skilled journeyman ma-
sonry and plastering, and also involves
supervision over several helpers and
maintenance workers. A Mason and
Plasterer, under direction, must
able to lay out work for the force
under his supervision, to direct and
instruct his subordinates on the job,
and to personally perform the most
difficult and exacting work.

Example: Estimates labor and ma-
terial; supervises maintenance men,
helpers, and working patients or in-
mates in  constructing or repairing
brick, stone, or concrete work; builds
and repairs chimneys; lays fire-proof
brick in power plant boilers; directs
large plastering jobs; sets tile.

Mintmum Requirements: 4 years of
experience working under a journey-
man mason and plasterer,

Desirable Qualifications: Skill in
masonry work and in mixing and ap-
plying plaster; ability to secure co-
operation from subordinate employees
and working patients or inmates; good
physical condition.

PAINTER 9b-2b
Salary Range $1800-2300 Inc. $100

Definition: As a member of a main-
. tenance force, supervises and instructs
maintenance men and helpers in in-
terior and exterior painting, personally
performing the more skilled journey-
man work; does related work as re-
quired.

Distinguishing Features: A position
in this class involves the regular per-
formance of skilled journeyman paint-
ing, and also involves supervision over
subordinates. A Painter, under direc-
tion, must be able to lay out work for
the force under his supervision, to in-
struct and direct his subordinates on
the job, and to personally perform the
most difficult and exacting work.

Ezxample: Estimates labor and ma-
terial ; assigns tasks to members of
his force, oversees them on the job,
and inspects completed work; mixes
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aint, and mixes colors to match;

nishes furniture when a particularly
good job is desired; may do lettering
and paint signs; may supervise paper-
hanging.

Minimum Requirements: 4 years of
experience in interior and exterior
painting under a journeyman painter.

Desirable Qualifications: Ability to
prepare estimates of labor and ma-
terial; thorough knowledge of paints
and mixing colors; ability to handle
men on painting jobs; good physical
condition,

ROOFER AND TINSMITH 9b-2b
Salary Range $1800-2300 Inc. $100

Definition: As a member of a main-
tenance force, supervises and instructs
maintenance men and helpers in repair-
ing and rebuilding metal, slate, and
composition roofs, and in making and
repairing tinware; does related work
as required., :

Distinguishing Features: The Roof-
er-and Tinsmith, under general direc-
tion, supervises and oversees the work
of several maintenance men or helpers.
An employee holding a position in this
class must be able to lay out work for
the force under his supervision, to di-
rect and instruct his subordinates on
the job, and to personally perform the
most difficult and exacting work,

Example: Estimates labor and ma-
terial ; assigns tasks to members of his
force, oversees them on the job, and
inspects completed work; plans pro-
duction for the tin shop, requisitions
materials and supplies, and keeps
records of shop output; is responsible
for custody and welfare of working
patients or inmates assigned to the tin
shop; personally repairs and rebuilds
metal, slate, and composition roofs;
personally manufactures and repairs
tinware and sheet metal ware such as
water pails, garbage cans, dippers,
steam kettles, gutters, roof flashing,
steam tables and counters, ventilators
and tin cans,

Minimum Requirements: 4 years of
experience working under a journey-
man roofer and sheet metal worker.

Desirable Qualifications: Ability to
prepare estimates of labor and ma-
terial ; thorough knowledge of roofing
materials; ability to handle men on
roofing jobs, and to secure cooperation
from working patients or inmates in
the tin shop; mechanical aptitude.
SHEET METAL WORKERgb e
Salary Range $1800-2300 Inc, $100

Definition: As a member of a main-
tenance force, supervises and instructs
maintenance men and helpers in sheet
metal work, personally performing the
more skilled journeyman work; does
related work as required.

Distinguishing Features: A position
in this class involves the regular per-
formance of skilled journeyman sheet
metal work and also involves supervi-
sion over maintenance men, helpers
and occasionally employees of other
trades. A Sheet Metal Worker must
be able to design and lay out work for
the men under his supervision, to di-
rect and instruct them on the job and
to personally perform the more diffi-
cult or exacting work.

Example: Designs and lays out ar-
ticles to be fabricated from sheet
metal; supervises a force of mainte-
nance employees or of working pa-
tients and inmates in fabrication, alter- -
ation and repairing of all sheet metal
work, such as steam tables, milk pails,

.garbage pails, bread machines, sinks,

strainers, tubs, etc.; operates necessary
machines; may also do welding and
riveting.

Mintmum Requirements: 4 years of
experience working under a skilled
sheet metal worker.

Desirable Qualifications: Thorough
knowledge of the sheet metal trade:
good physical condition; considerable
manual aptitude; reliability and indus-
triousness.

OFFICE EMPLOYEES
PRINCIPAL LEVEL OFFICE
POSITIONS 3-3
Salary Range $2000-2500 Inc. $100

Titles of Classes Covered by This
Specification: Principal Clerk, Princi-
pal File Clerk, Principal Stenogra-
pher.

Definition: Performs highly diffi-
cult, complex and responsible office
work in a specialized field and/or di-
rects the work of a large office unit;
does related work as required.

Distinguishing Features: Office po-
sitions at the principal level carry a
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high degree of individual responstbll-
ity for planning and carrying out im-
portant and very difficult office activi-
ties, usually with the assistance of a
staff of subordinates. Employees in
these classes have wide latitude for the
exercise of independent judgment,
their assignments are sketched broadly
to them, and they develop their own
work methods. The work requires
considerable specialized knowledge of
a wide variety of matters. Good
knowledge of the scope and purpose of
the program of the department, of the
interrelations of the various units, and
of the law and rules governing the
work is essential since independent
policy-forming decisions must often be
made. Frequently an employee in this
grade serves as private secretary and
administrative liaison officer to the
head of a small department.

Ezxample: (In preparation).

Minimum Requirements: (a) Grad-
vation from a standard senior high
school and four years of satisfactory
office experience, of which one shall
have involved difficult and responsible
work; or

(b) Eight years of progressively
responsible office experience of which
one shall have involved difficult and
responsible work; or
* (c¢) A satisfactory equivalent com-
bination of education and experience,

nd

(d) If the position sought is Prin-
cipal File Clerk or Principal Stenog-
rapher, the above requirement of one
year of difficult and responsible office
work shall have been met by experi-
ence in, respectively, filing including
the direction of subordinate file clerks,
or taking and transcribing dictation.

Desirable Qualifications: Thorough
knowledge of specialized subject mat-
ter and laws and rules affecting the
work of the position; good supervis-
ory and leadership ability ; mature of-
fice judgment; initiative and resource-
fulness; thorough knowledge of office
practtces and the use of office equip-
ment,
SENIOR LEVEL OFFICE
POSITIONS -2
Salary Range $1600-2100 Inc. $100

Titles of Classes Covered by This

Specification: Senior Clerk, Senior
File Clerk, Senior Typist, Senior
Stenographer

Definition: Does difficult and re-

sponsible office work and in most cases

supervises several subordinate clerks,
typists, or stenographers; does related
work as required,

Distinguishing Features: Satisfac-
tory discharge of the complex duties
of a senior grade position requires
considerable training and experience
in office procedures and in special skills
such as clerical work, filing, typing, or
stenography, Usualiy the work calls
for knowledge of specialized subject
matter and for a good understanding
of the scope and purpose of the pro-
gram of the unit in which the position
18 located. Employees in these classes
are held responsible for assigned
phases of office activity, often involv-
Ing supervision.over a group of office
employees. The senior level employee
uses independent judgment in planning
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work assignments and maintaining de-
sired standards of quality and output.
Although assignments are not given
in detail and the work is not subject
to close review, the senior is held re-
sponsible for errors.

Example: Keeps difficult, involved
and complex office records; collects
information to be used as a basis for
reports, and may prepare reports or
statements; reviews applications and
other forms for correctness and com-
pleteness in cases calling for judgment
as to compliance with prescribed re-
quirements; dictates correspondence
and answers letters independently; is
responsible for discipline and time
schedule in the unit; oversees office
employees in routine work and work
of average difficulty.

In addition to the above, a Senior
File Clerk: is in charge of a large
system of files or of a major subdi-
vision of one of the largest and most
complex filing systems; directs File
Clerks and Junior Clerks in filing ma-
terial, searching the files, maintaining
tickler systems, and gathering data
from files; decides proper location of
new material in the files; assists the
public in securing information from
the files.

A Senior Typist: is in charge of a
large transcription unit; sets up and
types complex statistical tables and
charts involving decisions as to best
format; performs clerical work on the
senior level with incidental difficult
typing duties.

A Senior Stenographer: takes and
transcribes dictation, and in addition
does responsible clerical work on the
senior level, with the clerical work con-
stituting the major part of the employ-
ment; is in charge of a stenographic
pool ; serves as assistant to an official
by ma.kmg appointments, assisting in
maintaining contact with units under
his supervision, and otherwise reliev-
ing him of important but time-consum-
ing duties.

Minimum Requirements: (a) Grad-
uation from a standard senior high
school and two years of satisfactory
office experience of which one shall
have been in office work of average
difficulty involving the application of
limited judgment to a variety of as-
signments ; or

(b) Six years of satisfactory office
experience, of which one shall have
been in office work of average difficulty
involving the application of limited
judgment to a variety of assignments;
or

(c) A satisfactory equivalent com-
bmalion of education and experience;

((l) If the position sought is Senior
File Clerk, Senior Typist, or Senior
Stenographer. the above requirement
of one year of office work of average
difficulty shall have been met by, re-
spectively, filing, typing, or steno-
graphic experience.

Desirable Qualifications: Advanced
knowledge of office practices and of
the use of office equipment; ability to
supervise an office unit and get good
results therefrom; pleasing personal-
ity ; ability to meet the public; if the
position involves typing or stenogra-

phy, especial skill and speed in the op-
eration of a typewriter or in taking
and transcribing dictation; neatness;
accuracy; good judgment; good metn-
ory; dependability,

“ASSISTANT” LEVEL OFFICE

. POSITIONS 3-1b

Salary Range $1200-1700 Inc. $100

Titles of Classes Covered by This
Specification: Clerk, File Clerk, Typ-
ist, Stenographer.

De finition: Does office work of aver-
age difficulty involving the application
of limited judgment to a variety of
assignments; does related work as re-
quired.

Distinguishing Features: Satisfac-
tory discharge of the duties of posi-
tions in this grade requires training
and experience in_clerical work, typ-
ing, or stenography. The wark al-
though usually performed under super-
vision, involves a variety of tasks and
calls for a somewhat restricted exer-
cise of independent judgment and re-
sponsibility. An employee in one of
these classes is often held accountable
for some routine phase of the office’s
program, and may informally oversee
other clerical employees of the same
or lower rank, The work at this level
frequently calls for independent selec-
tion of the order of completing as-
signed tasks, so a general knowledge

the over-all activities of the office
:s important,

Example: Keep office records of
some variety and complexity; has
charge of a small filing system or a
section of a large system; makes dif-
ficult file searches and compiles data
from files or records; acts as infor-
mation clerk or receptionist and ad-

(Continued on Page 243)
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Still Trying
To Serve You

War-time conditions make it
difficult to give you the type
of service which has won
friends for Waterville Laundry
in the past.

We're still trying hard to
please, bul it isn't always
possible to serve you as we
would like to.

Your patience and under-
standing are appreciated,

Watervi,

£
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News From All

Members of Buffalo Chapter who, judging by their happy expressions, had a
good time on their lake cruise aboard the Steamer “Greater Detroit” on Aug. 29.

Buffalo Chapter News

Buffalo Chapter after having ar-
ranged for a lake cruise on August
15th, unfortunately had to postpone
this event until the following Sun-
day, August 22nd, because of a mix-
up in dates. Arrangements were ac-
cordingly made to hold the cruise on
the latter Sunday only to find that
engine trouble had developed with
the chartered cruiser the day before,
again necessitating postponement of
the trip to the following Sunday, Au-
gust 29th. In spite of these two post-
ponements the cruise was finally
consummated to the pleasure and
enjoyment of the many members of
the Buffalo Chapter who enjoyed the
trip and the ideal accompanying
weather.

The steamer chartered in connec-
tion with the Knights of Equity was
the palatial “Greater Detroit.” This
steamer left the docks at Buffalo at
10:30 A.M. and returned at 3:30
P.M., and took its passengers on an
80 mile trip, five glorious hours of
relaxation and enjoyment.

Added to the pleasure of the trip
was dancing to the tune of a lively
swing band and a floor show pro-
vided by the steamship company.

Arrangements were handled by a
committee which consisted of: Her-
man G. Muelke, general chairman;
assisted by the treasurer of the Asso-
ciation, Anthony Pawela of the La-
bor Department; ]J. Milford Diggins
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of the State Department; Edward M.
Simon of the Rehabilitation Bureau;
Edward Hyland of the State High-
way Department; and Katherine
Squires of the Motor Vehicle Bu-
reau.

Craig Colony Chapter

News
Dr. Wm. T. Shanahan, medical
superintendent of the Craig Colony,
Sonyea, retired from his duties Sep-
tember 30, 1943, after having served
the institution for 42 years.

Dr. Shanahan came to the Colony
from Syracuse in 1901, accepting a
position as medical interne. In 1902
he was promoted to hospital physi-
cian, and 1904 he was appointed
physician in charge of the Female
Group. Upon the resignation of Dr.
Donald Ross, Dr. Spratling, the su-
perintendent of Craig Colony at that
time, wisely appointed Dr. Shana-
han to the position of assistant su-
perintendent of the Colony, which
position he so ably filled until the
retirement of Dr. Spratling in 1908.

In September, 1909, the State
Board of Charities, prompted by the
recommendation of the Board of
Managers, appointed Dr. Shanahan
to the position of Superintendent.
Dr. Shanahan is a member of Liv-
ingston County Medical Society, and
a charter member of Mt. Morris Ro-
tary Club.

On Sunday, August lst, 1943, a
memorial service was held in the
Craig Colony Protestant Chapel in
tribute to Lieutenant Mildred I.
Allen, who entered the U. S. Army
Nurses' Corp, October 26, 1942, and
died in North Africa, July 17, 1943.

Miss Allen was born on September
21, 1906. In 1929 she entered the
Craig Colony School of Nursing, af-
filiating at Fordham Hospital in
New York City, and graduated in
October, 1932. She was appointed
charge nurse at Craig Colony in
1939, In 1936 she joined the Red
Cross Nurses Association.

Rev. Ralph Webb, the Chaplain
at Sonyea, paid high tribute to the
nursing profession in general and to
Miss Allen, who had made the su-
preme sacrifice in humanity’s and the
nation’s cause.

The Nurses Oath was read as was
taken by Miss Allen and prepared
by the American Red Cross and used
first in March, 1942.

Members of the nursing associa-
tion were present at this service, and
classmates of Miss Allen present in-
cluded Miss Iola Snyder, Mr. C. M.
Jones, Miss Helen Hughes and Mrs.
Baker.

Newark State School
News

A plaque in honor of the ffty-
five employees of the school who are
serving in the armed forces of our
country was dedicated April 15,
1943. This plaque was purchased by
Newark State School Employees and
presented to the School. It has been
placed in the upper hallway of the
Administration Building.

Mr. William Verbridge, president
of the local chapter, and Mr. Har-
land Craver were sent as delegates to
the annual meeting of the Mental
Hygiene Association held in Al
bany, September 9.

The same two delegates were se-
lected to go to Albany on Septem-
ber 15th to meet with representa-
tives of the Mental Hygiene Associa-
tion and the State Civil Service Asso-
ciation, to present grievances of em-
ployees regarding low rates of pay
for certain groups under the new
law.
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Utica State Hospital
News

On September 10, 1943, the Utica
State Hospital School of Nursing
graduated ten members: Carley Jean
Bliss, Clara Helen Chapin, Angeline
Cosco, Gertrude Mary Demo, Ruth
Elizabeth  Fitzgerald, Theodora
Lampros, Frances Evelyn Mead,
Genevieve Josephine Mosakowski,
Edna Faith Stappenbeck and Agatha
Frances Wolanski. The exercises
were held in Hutchings Hall, where
the presentation of diplomas and
pins was made, after which the Flo-
rence Nightingale Pledge was given
by Miss Dora McEwan, director of
the Central School of Nursing.

A picnic for the graduating class
was held on September 2, as well as
for the new students entering the
school. A tea for graduates was held

at Dixhurse, nurses home, on Sep-
tember 10.

The Utica State Hospital Alum-
nae Banquet was held at Hotel
Utica on September 14. Mrs. Lulu
Windheim, President, presided, and
Miss Eva M. Schied, was toastmis-
tress. First prize awarded to the
members of the graduating class who
has attained the highest rating dur-
ing the three years course, was won
by Miss Edna Faith Stappenbeck
and second prize was awarded to
Miss Frances Evelyn Mead.

Eight graduate nurses are in the
U. S. Army and three in the Navy.
Two of the former are out of the
country,

The following student nurses en-
tered the Freshman Class of the
Utica State Hospital School of Nurs-

ing on September 1, 1943: Gertrude

E. Brady, Jane Louise Evans, Mary
C. Gleba Estelle G. Lastowski Ma-
bel V. Mace, Helen I. Mason, Anna-
mae M. Mathis, Jean Evelyn Satter-
ly, Lois Swerfager, Mary E. G.
Vinneau,

Oneonta Chapter News

The Oneonta Chapter had a pic-
inc, Sunday August 22nd at Wilbur
Park for 100 members and their fam-
ilies and guests. Mrs. Gertrude Na-
toli was chairman of the committee
which arranged for the games and
supper.
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Fellow employees honor William J. Hawkes and Carl Weil at a farewell
party marking their retirement from their jobs at Hudson River State Hospital.
Left to right, front row: Alber J, Whalen, electrical department; William J.
Hawkes; his son, John W. Hawkes; Mr. Weil; David W hiten, industrial depart-
ment; and Louis I. Garrison, vice president. Rear Row: John Livingstone, presi-
dent; and August Eitzen, secretary-treasurer.

Hudson River
State Hospital News

Members of the Hudson River
State Hospital Employees’ Associa-
tion tendered a farewell party to
William J. Hawkes and Carl Weil
upon their retirement from State
service on September 1.

Mr. Hawkes, first grade electrical
engineer in the electrical depart-
ment, had served the hospital for 41
years. Mr. Weil, shop foreman of
the shoe and mattress shop, had
completed 30 years' service with the
hospital.

A War Savings Bond and stamps
were presented to each retiring em-
ployee by John Livingstone, employ-
ces’ association president.

Speakers included Andrew J. De-

laney, steward; David Whiten, in-
dustrial department; and Alber J.
Whalen, engineering and electrical
departments.
The entertainment program also in-
cluded sleight of hand tricks, selec-
tions by the Patients’ Orchestra and
songs by Albert Silverfeld.

Syracuse Psychopathic
Hospital

Miss Frances Nicoll, Senior Occu-
pational Thearpist at the Syracuse
Psychopathic Hospital, is taking
basic training in the WAVES at
Northampton, Mass. Miss Albertina
LaRocque, Staff Nurse, is 2nd Lieu-
tenant in the Army in North Caro-
lina, and Miss Mildred Kahl, also
Staffl Nurse, is serving as Navy
Nurse at the Sampson Naval Train-
ing Station at Sampson, N. Y.

Albion Chapter News

The following persons have re-
signed their positions and are no
longer members of the Albion Chap-
ter: Mrs. Helen Nelson Hayes, Reg-
istered Nurse; Mrs. Blanche E.
Hopp, Matron; and Mrs. Frances
Lowe, Matron,

Miss Mabel Nicholson, a member
of the Chapter, has been absent for
quite some time, illness caused by
trouble with one eye necessitating
an operation. We hope she will soon
be with us again,
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BROOKLYN STATE HOSPITAL SERVICE FLAG

The Service Flag of the Brooklyn State Hospital which proudly displays 209
stars for employees who are serving in the armed forces. One Gold Star is to
be added for Anthony Povilitis who was killed in action in the Coral Sea.

Wallkill Prison Chapter

A group of Wallkill employees
gave a farewell party to Sgt. Leo
Hanrahan upon his transfer to El-
mira Reformatory. In appreciation
of his fine work, the group presented
him with a combination desk set.
Sgt. Charles Doolittle was promoted
from guard at Sing Sing to fill this
vacancy.

Another farewell party was held
by the friends of Sgt. George Mac-
Kenzie to congratulate him on his
promotion to Lieutenant at Wood-
bourne Prison, and a sports jacket
was presented to him as a token of
their esteem.

The employees and the institution
will miss Sgts. MacKenzie and Han-
rahan not only as friends but as efh-
cient co-workers.
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Letchworth Village

The annual Corn Roast, given un-
der the auspices of the Letchworth
Village Chapter, August 19th, in
Mt. Ivy, was a tremendous success,
It was well attended, and everyone
thoroughly enjoyed the outing.

Our elections for Chapter officers
will be held on October 20th. No-
minations are pouring in, and there
is every indication of close balloting
on some chairs.

Mr, David Roche, Chapter Dele-
gate, accompanied by Mr. Hugh
Grant, Vice-President, and Miss
Mina Hardt, Secretary, attended the
Mental Hygiene Association meet-
ing on September 9th. Mr. Roche
again returned to Albany on the
14th and 15th to attend further meet-
ings of the Mental Hygiene and the

AS.C.S.E, Great interest was mani-
fested by our member in the reports
submitted regarding classifications
under Feld-Hamilton and mainte-
nance.

Following up this trend, fifteen of
our members visited Orangeburg
State  Hospital Monday evening,
September 20th, to attend a meeting
of the Orangeburg Employees Asso-
ciation. Dr. George W. Watts, our
President, addressed the meeting.
Committee formation to study classi-
fication problems and to present re-
commendations for solving the pres-
ent flaws in the system, was the all-
engrossing subject of discussion.

We deeply regret to report the
death of Pvt. Raymond W. Bau-
meister, on Monday, September 20th,
at an Army Hospital, Atlantic City,
N. J. He had taken sick at Camp
Upton several weeks ago, and was
removed to Atlatnic City for treat-
ment. He entered the Army last De-
cember, attached to the Medical De-
tachment  Department, Brooklyn
Army Base. Last April 24th, he
married Mrs. Edna Cornish, also a
Letchworth employee.

Elmira Chapter News

Lt.-Col. Leroy Weaver has been
home on furlough, and Capt. Dr.
Berguet has been home on sick
leave from Africa.

Lt. “Red” Riley, who has been in
charge of recreation at the Navy basc
at Newport News, has been trans-
ferred to Iceland.

John Splann has resigned his posi-
tion as guard to accept a position
with the Parole Department. A de-
tachment of guards made a fine
showing in the War Loan Drive pa-
rade on the evening of September 23.

Lawrence Goldsmith is a patient
in St. Joseph’s Hospital recovering
from an appendectomy. William
Dwight is back on the job after a
serious illness.

This Chapter extends sympathy
G. Mallette, K. Hanlon and A. Cer-
mak in the recent deaths of their
fathers.

George Zelinski has received a
mzdical discharge from the army
and is back at work. Sgt. Leo Han-
rahan has been transferred from
Wallkill to Elmira. Lt. Earl Laird
and Lt. Fred Van Buren accom-
panied the local State Guard com-
pany to maneuvers, Both looked fit
after their tour of duty.

The State Employee



Among the colorful units which marched in the Labor Day parade of Beacon
Defense Units is the Matteawan First Aid Unit

Matteawan News
Congratulations to the 35 Air-
plane Spotters who received their
wings from the First Fighter Com-
mand, Aircraft Warning Service.

Back from their honeymoon, Mr.
and Mrs. Joseph Seifts, who were
married September 5, have returned
to duty at the hospiral, after a week’s
vacation. Mrs. Seifts was the former
Julia Eraca.

Added to the hospital’s personnel
are Mrs. M. Thorne and Miss Fran-
ces Didio.

Mr. James V. Ross, attendant at
Matteawan State Hospital for a
number of years, died September 6.

Mrs. Anna Bradley who under-
went an operation in Flower Hospi-
tal, Fifth Avenue, New York, has
returned to her home.

Attendants who are enjoying va-
cations include Miss Rose Morgese
Mrs, Johanna Tighe, Miss Frances

Matthison and Miss Jane Macewicz. -

Theodore (Pete) Hughes is back
on the job after time out due to ill-
ness; Joseph Bradley followed the
shade around the house on his re-
cent vacation and came back to work
full of pep and energy.

All were glad to see Edward
Kleist back at his job after an injury
received by a fall from a tree in
front of his home; John McDonald,
plumber, returned from his vacation
and revealed that he kept pretty
close to home,

That big jovial fellow you occa-
\ItJI'Id“Y see with a wrench or piece
of pipe in his hand and always with
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a smile on his face is Pat Davis. Pat
is a good pipefitter not only for his
work but for his disposition as well.
We like Pat, for he does his work
well and is always cheerful.

All regretfully bade goodbye to
Eddie Bradley, who left to take a
position in Philadelphia; The hand
of welcome is extended to Charles
(Chick) Wesley, back on the job
after an absence of several months;
Mr. Michael Matthews is now able
to be around again after several
months of illness. Mike kept every
one of us worried for a while but
is now feeling fine and promises us
no further anxiety.

One of the busiest women these
days is Molly Spaight who looks
after the Employee’s Credit Union.

The Cover Page

The American people are grateful
to God for another bountiful harvest.
Other peoples will also benefit from
this blessing. In the face of a farm
contribution to the war effort of
great numbers of skilled workers,
the harvesting has become a citizen
problem, On our cover page we
show a group of employees of the
State Department of Agriculture and
Markets cheerfully responding to a
call for spare time apple pickers.
Norman Hurd, Chief of Governor
Dewey’s manpower division, is ac-
tively aiding New York’s farmers
with their labor problems.

The harvesters include: Mary
Cronin, Alice Reilly, Katherine Cos-
grave, Julia Walsh and Marion Ford.

Insurance Facts
{ Continued from Page 225)
Accidental Your new policy pro-
Death or vides, in accordance
Dismember- with its terms, $500.00

ment. Accidental Death Bene-
fits; $500.00 for loss
of —Dboth hands; both feet; one

hand and one foot; entire sight
of both eyes; entire sight of one eye
and loss of one hand or one foot. It
also pays $250.00 for the loss of
cither hand, either foot, or the en-
tire sight of one eye.
Medical Ex- In addition to the other
pense, Non- broad coverages provid-
Disabling ed by your policy, it
Injuries. also pays the actual ex-
pense to you of medical
or surgical treatment or attention,
required in connetcion with any
Non-Disabling Injury covered un-
der this policy This medical ex-
pense benefit is limited to an
amount not exceeding one- fourth
of your Monthly Accident Indem-
nity; in other words, if you
should cut your hand and went to
your doctor for medical attention, or
if you slipped or fell and hurt your
leg or ankle and had to have it X-
rayed, and that accident was covered
under the terms of your policy, you
could collect your doctor bills up to
one-quarter of your monthly indem-
nity providing you were not disabled
and could not work. Because then
you would get your regular indem-
nity from the first day. This coverage
is only for non disabling injuries.
Aerial Your policy pays for in-
Passenger juries caused by any of
Coverage. the hazards of air com-
merce while you are rid-
ing as a fare-paying passenger in a
licensed commercial aircraft operated
on a published schedule, and pro-
vided by an incorporated common
carrier for passenger service, and
while operated by a licensed trans-
port pilot and flying on a regular
air-route between two definitely es-
tablished airports,
Limitations (a) The policy does not
pay for two disabilities
at one time, resulting respectively
from sickness and accident.

(b) Disability due to or aggravat-
ed by pregnancy or child birth shall
not be covered until the policy has
been in force ten months from the
effective date of the policy, and, in
no event, shall indemnity be payable
for such disability in excess of a

(Continued on Page 238)
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period of one month in the aggre-
gate for any one pregnancy.

(c) Claims for disability. resulting
from tuberculosis shall be limited to
a total of twelve months’ indemnity
in the aggregate.

(d) The policy does not cover
- death or disability or other loss sus-
tained, which is caused by war or
any act of war, or sustained by the
Insured while in Military or Naval
service in any country at war.

Your New The rate now charged
Rate under the new policies,
Guarantee, issued to all persons now
covered, is based on a
very careful study of the more than
.One Million Dollars in disability
benefits that has already been paid
to Injured or Sick New York State
Employees. This same rate will also
be paid by all new applicants, so that
everybody will be treated alike.

The Insurance Company has filed
a written guarantee that your rate
will not again be increased, and has
also promised to further extend your
Benefits as soon as the experience
warrants it.

Remember  ‘The cost of this broad-
These form cover is still from
Advantages. one-third to one-half

the price of an ordi-
nary individual policy, which usually
contains a lot of restrictions, such as:

(a) Individual policies usually
make House Confinement necessary
for all sicknesses, while your Group
Plan Policy requies House Confine-
ment only during leave of absence
or vacation periods.

(b) Some individual policies elimi-
nate certain women's diseases and,
in some cases, certain men’s disabil-
ities, They usually cover just illness-
es common to both sexes. Your
Group Plan Policy does not carry
this elimination. We cover all dis-
eases, whether they are common to
both men and women, or not, and
DEFINITELY state that we PAY
for pregnancy and childbirth wheth-
er it be an accident or an illness, it
makes no difference,

(¢) Your Group Plan Policy pays
for five years coverage for non-occu-
pational accidents, and will pay for
one year for occupational accidents
when properly applied for, while
the average individual policies pay
accident indemnity for only twelve
months.

(d) Should you develop heart
trouble, arthritis, diabetes, or any
other chronic disease, our Group
Plan would cover your disability,
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and when you go back to work you
will still have your coverage, pro-
vided you have paid your premiums

through your disability. If you
should be unfortunate enough to
have a recurrence of your previous
sickness, as is often the case, you
can collect again, as we make no
restriction as to the number of claims
you have. This is one of the excep-
tional advantages of your policy, it
cannot be terminated as long as the
group remains in force,, your pre-
miums are paid, your dues to the
Association are paid, you remain in
State Service, and you have not
reached age seventy.

(e) Your Group Plan Policy cov-
ers all disabilities unknown to you
at the time the application was
taken, although such, disability
might have had its inception before
the application was signed. Indi-
vidual policies usually pay for dis-
abilities having their inception or
commencement thirty days or so
after the policy becomes effective.
This is certainly a very broad point
in favor of the Group Plan of Acci-
dent and Sickness Insurance.

(f) Your Company is not a Mu-
tual Company, so you are not liable
to assessment. It is also not a Bene-
fit Association, so the premiums you
pay for this Insurance are the only
premiums that you can be required
to pay. No additional assessment at
any time can be made for this Insur-
ance. You MUST of course keep
up your dues to the Association at
all times.

(g) All mental or nervous diseases
are covered under your Group Plan
Policy, while in the usual individual
policies you will often find that such
conditions are excluded.

(h) The Group Plan Policy may
be taken by any employee of the
State of New York, who is accepted
by the Company after completing an
application, providing he is not over
fifty-nine years of age. Once you are
insured, you may carry this insur-
ance up to age seventy. Note the
rates are not increased, nor are the
benefits reduced, after age forty-five
or fifty, as in the case of practically
all individual policies.

(i) The convenient payroll meth-
od of paying for your Group Plan
Policy is one of its greatest advan-
tages. A small deduction may be
made from your pay each pay day;
you do not then have a large pre-
mium to pay quarterly, semi-annu-

ke ) ]
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'ally, or annually, as in the case of in-

dividual policies. So often a policy
is lapsed unintentionally as the no-
tice may be mislaid or lost. When
small deductions are made each pay
day, there it NOT that danger of an
unintentional lapse of this very valu-
able coverage, because of course there
is always that chance that your
health condition has changed and
you may not be able to get the cov-
erage again. So6 when you once have
it, be sure to keep it as long as it is
non-cancellable as an individual
policy. This is easy by payroll de-
ductions.

(j) Watch out for the so-called
cheaper policies which are frequent-
ly sold by mail or through newspaper
advertising. They only pay for lim-
ited illnesses and specified accidents
under certain conditions, and have
a great many technical restrictions in
them. These policies can not begin
to compare with the very broad low-
cost coverage affored to you under
this Group Plan. So many of these
cheap policies are written by unli-
censed companies which are not su-
pervised by the New York State In-
surance Department. In your Group
Plan you can get very broad coverage
at so low a cost and take no chances
of getting very limited coverage.

Every State employee should have
this insurance. Each and every em-
ployee who reads this Article should
consider this matter for himself and
should help to get his fellow-workers
to read this article carefully and get
complete data on your Group Plan
Accident and Sickness Insurance, so
that you may get your application
completed and the policy issued by
the Company at the earliest possible
moment,

REPRESENTATIVES

In many Institutions, Divisions
and State Departments, we have rep-
resentatives who understand the
Group Plan of Accident and Sickness
Insurance and who can explain it
to you. They will gladly assist you
in preparing your application or in
presenting your claim accurately and
without red tape. If you are a per-
son who is interested in this kind
of activity and would like to be one
of our representatives, write at once
to—C. A. Carlisle, Jr.,, 423 State
Street, Schenectady, New York, for
details. Tell your fellow employees
who have ambition and are qualified,
about this representative idea, as you

know best who is the right person.
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SAVE

Your Group Plan of Accident and
Sickness Insurance will save you as
much as $13.00 per year on a $75.00
monthly policy on an occupational
basis over a real good individual pol-
icy and besides the cash savings, you
have been shown how much broader
this Group Plan is than any indi-
vidual policy you can buy. You need
this protection, and you need it now
—Save your dollars and buy while
you are in good health so you will
have it when you really need it.

Don't, above all things, let anyone
tell you another policy is just as
good. Compare the items shown
herein—they are all VERY IMPOR-
TANT and make this policy su-
perior to all others and at a rnuch
lower cost to ycu.

MEETINGS

If there are any groups in the
State, anywhere, of State employees
who would like to have more com-
plete information on the Accident
and Sickness Plan, or, if you know
a number of employees or associates
of yours who might be interested in
this insurance and want further in-
formation, write at once and a repre-
sentative will call at the earliest op-
portunity to answer all questions
and tell them how they can get this
low-cost Group Plan Insurance, so
that, if they are disabled by Acci-
dent or Illness, they will get cash—
and not just SYMPATHY.

Appeals Committee
(Continued from Page 224)
Dietitian

Chairman—Mrs. Hilda Bailey,
Utica State Hospital; Miss Bertha
Johncox, Middletown State Hospi-
tal; Grace Smith, Industry; Marion
Tasquerette, Rome State School.

Meat Cutters

Chairman—Harper Reed, Willard'

State School; Eugene Barker, Indus-
try; John Jones, Utica State Hos-
pital.

Cooks

Chairman—Edward Costigan, St.

Lawrence State Hospital; John Mc-
Donald, Kings Park State Hospital;
Gordon Woodcock, Gowanda State
Hospital.

Bakers

Chairman—Carl Sabo, Wassaic
State School; John Harris, Letch-
worth Village; Francis McDonald,
Willard State Hospital,

Dining Room Attendants

Chairman—MTrs, Anna V. Metz-

October

ger, Rockland State Hospital; Cath- |

erine Carroll, Industry; Mary Brann,
Craig Colony, Sonyea; Catherine
Fox, Letchworth Village

Industrial Shop Workers
Chairman—John Thompson, Har-
lem Valley State Hospital; Thomas
Hanlon, Letchworth Village; Robert
Skidmor, Middletown State Hospi-
tal; Charles Wood, Industry.
- Seamstresses
Chairman—MTrs. Giblin, Rockland
State Hospital; Mrs. Ruth Morgan,
Marcy State Hospital; Mrs. Rose
King, St. Lawrence State Hospital;
Mrs. Mabel Pickett, Westfield State
Farm.
Shoemakers :
Chairman—Louis Jones, Syracuse
State School; Allen St. Andrews, St.
Lawrence State Hospital; Charles
Beick, Craig Colony, Sonyea.
Tailors
Chairman—Victor Burgiel, Hud-
son River State Hospital.
Housekeepers, Cleaners Domestics,
Janitors
Chairman—MTrs. Nettie Corbett,
Pilgrim State Hospital; Mrs. Helen
Pierce, Gowanda State Hospital;
Mrs. Alice Clide, Wassaic State
School.
Maintenance Men
Chairman—John Rice, Harlem
Valley State Hospital; Gene Marion,
Hudson River State Hospital; Don-
ald H. Orr, Syracuse State School;
John Bennett, Letchworth Village;
Thomas Ahearn, Wassaic State
School.
Carpenters, Painters, Masons
Chairman—Christopher Doscher,
Pilgrim State Hospital; Charles
Butsch, Industry; Charles Veitch,
Hudson River State Hospital; Peter
Dow, Central Islip State Hospital;
Frank French, Rome State School;
Bert Dodge, St. Lawrence State
Hospital.
Roofers and Tinsmith—Sheet Metal
Workers
Chairman—William Jones, Was-
saic State School; George Masters,
Rome State School; Roy L. Webb,
Syracuse State School; Gunard Karl-
sen, Willard State Hospital; William
Russell, Hudson River State Hospi-
tal,
Exterminators
Chairman — Alvin Jayne, Utica
State Hospital.
Blacksmiths
Chairman—George Loker, Mid-
dletown State Hospital; Edward S,
Young, Industry; Nicholas Nailson,

Letchworth Village; John McCarthy,
Harlem Valley State Hospital. :
Power Plant Em
Chairman — Charles McBreen,
Rockland State Hospital; Louis
Illig, Harlem Valley State Hos-
pital;George McGee, Hudson River
State Hospital; Edward Palmatier,
Syracuse State School; John S. Fay,
Middletown State Hospital; Roy
Scott, Central Islip State Hospital;
Fred Ross, Brooklyn State Hospital.
Plumbers
Chairman—Julius Reinwald, Mid-
dletown State Hospital; John An-
gelo, Willard State Hospital; Frank
Duffy, Craig Colony, Sonyea; Fred-
erick Krumann, Syracuse State
School. '
Electricians
Chairman — Walter Huntzinger,
Marcy State Hospital; John J. Whe-
lan, Hudson River State Hospital;
Herman Redmond, St. Lawrence
(Continued on Page 242)

You Can Help

AMERICA
wzmqm il

by going in MID-WEEK to
ease WEEK-END congestion

Wartime conditions tend to crowd trans-
portation facilities on week-ends when
soldiers and war workers travel. You
can aid by going places during the mid-
week when possible —and by getting
tickets and information in advance to
avoid delays at departure time.

GREYHOUND TERMINAL
350 Broadway, Albany Phone 4-6185

GREYHI:II.INII

W L I N E S

BUY WAR BONDS
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Question: Is pension paid under
State Retirement System subject to
Federal, State or Municipal taxes?
HDKW can these be determined?—
RK.

Answer: The Retirement allow-
ance is subject to federal tax; not
subject to State tax unless the mem-
ber designates the estate under op-
tion 1; is not subject to municipal
taxes.

Question: Is an employee entitled
to a leave of absence if she enlists in
the WAVES? Is the granting of
such leave up to the discretion of
the Department?

Answer: A female State employee
who enlists in the WAVES, WAC,
SPARS or MARINES, is entitled to
the same rights under Section 246
of the Military Law as a male em-
ployee who is drafted or who vol-
unteers for military service. The De-
partment has no discretion in such a
. case because the leave of absence is
mandatory under the foregoing sec-
tion of the military law.

Question: (a) Is 60 years the legal
retirement age? (b) What is the
maximum percentage of salary
which a person could receive at age
602 (c) What would pension be for
age 61, salary $2000, 18 years ser-
vice?—B.B.

Answer: (a) Any member of the
Retirement System may retire on at-
taining age sixty regardless of num-
ber of years of service. (b) There
is no maximum nor minimum
amount of retirement allowance. If
a member had forty years of service
on attaining age sixty, the retire-
ment allowance would be 40/70 of
average salary., (c) A retirement al-
lowance on final average salary of
$2000 with eighteen years of service
would be approximately $514.

Question: Would a half year of
service be considered when comput-
ing the retirement allowance for an
employee who has served 162 years?

Answer: Not only would a half
year of service be considered in com-
puting a retirement allowance but a
half month. If a member had six-
teen years and nineteen days of ser-
vice, the retirement allowance would
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be based on sixteen years and one
month.

Question: I have accepted a posi-
tion in the United States Army Au-
dit Bureau. Does this entitle me to
a mandatory leave of absence?—
CM.

Answer: Mandatory leaves of ab-
sence prescribed by section 246 of the
Military Law are applicable only to
employees who enter actual military
service. Your department, in its dis-
cretion, is empowered to give you a
leave of absence to accept this posi-
tion for a period not longer than six
months after the termination of the
war, but if department declines to
grant the leave, there is no way of
compelling it to grant it.

Question: Can a Trooper who is
in Class 1-A in the Draft be stopped
by his Department from being draft-
ed if he wants to be drafted? If they
can have him re-classified without
his consent, what would his status
be if he quit the Troopers to be
drafted? Would the State Police be
compelled to take him back into the
department after his discharge from
the armed forces?—C.L.

Answer: An employee should not,
under any circumstances, resign in
order to be drafted. Section 246 of
the Military Law provides that an
employee who enters military ser-
vice must be restored to his former
position upon the termination of his
military service, but if the employee
resigns he has no position to which
he could be reinstated. Section 246
is not limited to employees who may
be drafted. It provides also for the
reinstatement of employees who vol-
unteer for military service. An em-
ployee, holding a Civil Service posi-
tion when he enters military service,
is entitled to reinstatement after the
war regardless of whether he en-
tered military service as a result of
voluntary enlistment or as a result
of being drafted. :

Incidentally, it is the Draft Board,
not the Department, which deter-
mines whether an employee is to
be drafted. The Department may re-
quest a deferment for its employees

but the final decision is made by the
Draft Board.

Question: If a person who joins
the armed forces and pays his
monthly retirement deductions while.
in the armed forces, reaches his re-
tirement period while in military
service, can he draw his pension
while so serving?—F.G.M.

Answer: Yes. Anyone who is a
contributor by law and attains age
sixty, may retire and be employed by
the Federal Government,

Buy War Bonds

Uncle Sam says: Prepare now for next
winter, . . .
BE SURE AND HAVE THAT

FURNAGE CLEANED

BY OUR EXPERT WORKMEN

HOOSICK
COAL CO.

OFFICE: 545 CLINTON AVE.

The State Employee
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The Winning Short Story

Once again “The State Employ-
ee,” through its monthly Short Story
Contest, has uncovered a budding
duthor in State service.

This time the State employee
whose literary efforts “clicked” with
the judges is Mary L. Mason, of the
State Education Department. The
editorial board decided her story,
“Future Commandos,” was the pick
of this month’s literary crop, and
Miss Mason wins the $10 award
posted by the Association.

(Ed. Note—The Short Story
Contest remains one of “The
State Employee’s” most popular
features. Joseph Gavit, librarian in
the State Library, wrote the editor:
“The winning short story in the
current ‘State Employee’ (Septem-
ber) ought to be on every depart-
mental bulletin board in the ser-
vice. It is alive.””)

State employees, here is your op-
portunity to win the regular monthly
award and perhaps a place in the
literary sun. Just write out your

story and send it to “The State Em-

ployee.” The story should not be
over 600 words in length, and should
be fiction.

The contest is open to Association
members, and all manuscripts be-
come the property of “The State
Employee,” the editorial board of
which remains final judge of the
stories. Get busy and send in your
entry!

Metal Name Tags
25 cenis each, 5 for $1.00
Stamped with your name & address

TAGCO, BOX N38, WINGDALE, N.Y.

October

- The Future Commandos

BY MARY L. MASON

A warm June day was melting Miss Browne’s morale. No matter how
hard she tried to review the year’s work with her pupils, whose studies cov-
ered the entire range of elementary grades from the first to the eighth, her
gaze wandered inevitably toward the open windows.

Her thoughts strayed back to the proud day she graduated from normal
school when she looked forward to-her career of teaching, especially when
their commencement speaker, the education commissioner himself, had ex-
tolled the merits of ‘the teaching profession. But now there was a war to
be won and here she was out in the country trying to cram some learning
into the heads of these mischievous, unappreciative brats. How much more
patriotic was a job in a defense plant; how much more noble were the WACS
and the WAVES and all the rest of them! And tomorrow, the day of the
annual school excursion ‘which meant a trip to the State Capitol to visit the
museum and other places of interest, would be the worst of all. She liked to
visit the capitol but under the circumstances she could only look forward
to it as an ordeal. She brought herself back to attention by calling out
“Donald!” knowning that Donald undoubtedly needed a reprimand.

The day of sightseeing was coming to an end. It had been just as nerve-
racking as Miss Browne had expected. They had gone through their schedule
and were now in the museum of the State Education Building, a happy
hunting ground for her charges, who were delighted with the unexpected
alcoves and niches, Stuffed animals they had seen before but these big posts

were good for sniping even if you only had a slingshot instead of a machine-
gun.

Donald Bumper, who was the trustee’s son and knew it, was outdoing
all past performances. Frequent restrained shouts of “DONN-ULD” were
necessary. Miss Browne continually counted heads and was satisfied if
only three were missing at one time. “At this next pillar,” she thought,
“some of these Indians will pop out at us.” They usually did.

Having at last covered everything conscientiously, she drew her pupils
towards the elevator, counting. She was sure they were all together but as
the door clanged shut she realized that there was one missing. It would
be Donald, of course. Just as she was about to ask the elevator operator to
halt and return, her attention was claimed by the younger children who were
frightened by the rapid descent. She calmed them but to herself she said
scornfully, “Nursemaid”! With the shrieking of the older ones, the cries of
the little ones, and the missing Donald, she was unaware of an elderly gentle-
man who stood in a corner of the elevator. She was only thinking that at
last her mind was made up. It would be the WAVES OR THE WACS
but no more of this.

She threw a glance around her again and noticed the gentleman in the
corner who, when she loocked at him, said, “You're having a full day,
aren’t you?” “Little would you know,” she thought to herself, annoyed at
having some one observing her distress, Not heeding her silence, he con-
tinued, “I think you teachers are deserving of the Navy’s E award as much
as any other group that works as efficiently and untiringly as you do.”

These words were arresting. What did he mean? They were at the main
floor now and leaving the elevator. She looked at him again and there was
something about him that brought back a memory she cherished. There
was understanding on his face as he gestured toward the children and said,
“Our country can always be proud of its teachers but at a time like this more
so than ever. You’re training what you might call furure commandos but
they are our future whether they have to fight or not.”

She was only half paying attention but the words floated around in her
mind. Where was Donald? “I think one of your children went down that

(Continued cn Page 242)
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Appeals Committee
(Continued from Page 239)

State Hospital; Homer Slater, Mid-
dletown State Hospital; William
Henchel, Brooklyn State Hospital.

Welders

Chairman—Steve Norbert, Was-
saic State School; Theodore John-
son, Industry.

Machinists

Chairman—James Skane, Hudson
River State Hospital; Earnest Peter-
son, Pilgrim State Hospital; Ibra
Morey, Industry.

Sewage Plant Operators

Chairman—Patrick Hernon, Wil-
lard State Hospital; William Kaiser,
Harlem Valley State Hospital; R.
Babcock, Letchworth Village; James
Love, Craig Colony, Sonyea.

Refrigeration Plant Operators

Chairman—Frank Dejulis, Was-
saic State School; Fred Stanley,
Craig Colony, Sonyea.

Police and Firemen

Chairman—Raymond Puff, Hud-
son River State Hospital; Martin
Astrup, Willard State Hospital; John

Murphy, Creedmoor State Hospital; -

Robert Loughran, Brooklyn State
Hospital.
Firemen

Chairman—Frank W. Bell, Bing-
hamton State Hospital; James Sur-
ridge, State School, Industry; Frank
Cox, Hudson River State Hospital;
Charles Trinkel, Central Islip State
Hospital.
Farm Employees, Greenhousemen

Chairman—Leslie Ware, Letch-
worth Village; Donald Holden,
Hudson River State Hospital; Nor-
man Kidder, Industry; Gilbert
Smith, Wassaic State School, George
Adams, Gowanda State Hospital;
John L. Florence, Creedmoor State
Hospital.

Laundry Employees

Chairman—Charles Mahoney, Pil-
grim State Hospital; Joseph Scott,
Rochester State Hospital; Warren
Shamp, Craig Colony, Sonyea; Fred
Conrad, Hudson River State Hos-
pital; Raymond Horan, Industry
State School; Mrs. Irene Sullivan,
Kings Park State Hospital; Mrs.
Gladys Holmquist, Syracuse State
School.

Motor Equipment Repairmen

Chairman—Edward Britt, Hud-
son River State Hospital; George
Yawman, State School, Industry;
Thomas Sullivan, Creedmoor State
Hospital; Fred Bulson, Letchworth
Village.
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Operators and Chauffeurs,
Teamsters
Chairman—Stanley Hobbs, St.
Lawrence State Hospital; Claude
Knapp, Letchworth Village; John
Eckert, Middletown State Hospital.

Coffee Roasters
Chairman—Herman Wahl, Utica
State Hospital.

Printing and Bookbinding
Chairman — Clarence Hughes,
Utica State Hospital; Fred Chiches-
ter, Craig Colony, Sonyea.

Barbers and Beauticians
Chairman—Sam Decker, Middle-
town State Hospital; Peter Has-
brouck, Hudson River State Hospi-
tal; Mrs. Nellie Reilley, Craig Col-
ony, Sonyea; Rudolph Lafave, Syra-
cuse State School.

Labor

Chairman—Dr. Frank L. Tol-
man,, William F. McDonough,
Fred Bailey, Industry; Leo Gurry,
Marcy State Hospital; Frank Burke,
Kings Park State Hospital; Fred-
erick J. Walters, Middletown State
Hospital; Everett Jackson, Willard
State Hospital; John McDonald,
Rochester State Hospital.

DR. HORATIO M. POLLOCK

Dr. Horatio M. Pollock, director of
the State Department of Mental Hy-
giene, examines happily the bouguet
of flowers presented to him by’ his
associates on the occasion of his 75th

birthday recently.

THE FUTURE COMMANDOS

(Continued from Page 241) ;

way,” the elevator man said, pointing down the corridor. She bade the
children wait for her and hurried off in that direction. As she went along
she saw a large oil painting at the end of the hall which as she neared it
seemed to smile at her in the same way as the strange gentleman. Suddenly
she remembered. “It was, that's who it was!” she exclaimed. The com-
mencement day address came back to her and blended with the words she
had just heard.

A warm June day was melting Miss Browne’s morale. It had been a
long, hard day but as Donald emerged, characteristically from behind the oil
painting, Miss Browne merely said, in a quiet but firm voice, “Come, Donald.”

To herself she said, “You are training future commandos.”

Y.W.C.A FALL TERM STARTS OCTOBER 2
. VV.C. £A. HEALTH EDUCATION ACTIVITIES

INSTRUCTION CLASSES

Gym-plunges $2.50 Badminton $4.00
Swimming $3.00
Register for a term of 10 weeks
or purchase
$10. Season Activity Ticket $10.

Medical Examingation required annually—50c
For further information call 4-7184

MISS MARION L. MEIGS, Health Education Director

BUY MORE WAR BONDS TODAY

. The State Employee
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Job Specifications
(Continued from Page 233)
vises public as to inatters connected
with the procedure of the office or re-
fers them to the proper source of in-
formation; checks applications, vouch-
ers or other forms for accuracy and
content where some judgment is re-
quired as to compliance with pre-
scribed standards; may operate office
appliances ; may keep records of office
supplies and attendance ; may schedule
appointments for superiors; may su-
pervise other employees in any of the

above tasks.

In addition to the above, a Typist:
types charts, stencils, reports, and
elaborate schedules of statistics or ac-
counts; types letters without dictation
from simple instructions; lays out
work for subordinate typists; does dif-
ficult transcription from dictaphone
records.

In addition to the above, a Stenog-
rapher takes and transcribes dictation,
often of a difficult or technical nature.

Minimum Requirements: (a) Grad-
uation from a standard senmior high
school from a course which, if the
position sought is Typist or Stenog-
rapher, shall have included or been
supplemented by completion of a satis-
factory course in typing or stenogra-
phy, and one year of satisfactory ex-
perlence 111 office work which, if the
position is Typist or Stenographer,
shall have been in typing or stenog-
raphy ; or

(b) Five years of satisfactory office
experience and, if the position is Typ-
ist or Stenographer, either completion
of a satisfactory course in typing or
stenography or one year of experlence
(of the five required above) in typing
or stenography; or

(c) A satisfactory equivalent com-
binztion of education and experience.

Desirable Qualifications: A good
knowledge of grammar, spelling and
common office practice; if the position
involves typing or stenography, con-
siderable skill and speed in the opera-
tion of a typewriter or in taking and
transcribing dictation; ability to fol-
low instructions; ability to cooperate
with fellow employees; ability to lay

out routine work for other clerical em-

ployees; good common sense; neat-
ness; alertness; accuracy; initiative,
JUNIOR LEVEL OFFICE
POSITIONS 3-1a
Salary Range $900-1400 Inc., $100
Titles of Classes Covered by This
Specification: Junior Clerk, Junior
ypist, Junior Stenographer.
Definition: Does routine office work
calling for care and accuracy but not
requiring any considerable exercise of
independent judgment; does related
work as required.
. Distinguishing Features: These po-
sitions provide entrance grades through
which alert, ambitious employees may
advance to many higher office posi-
tions, The work on the junior level
can be learned readily by a high school
graduate, requires no previous experi-
ence, and is performed under imme-
l‘llate supervision according to a defi-
nite assigned routine. Duties are usu-
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ally alcmg otie llne thh little or no
diversification, or, when a variety of

- assignments are given, all are of a rel-

atively simple character.

Example: Post entries to bl}oks of
account and other records; does sim-
ple filing and searching of files; keeps
card indexes; checks prescrlbcd items
and lists; opens, sorts and distributes
mail; keeps attendance records; ad-
dresses envelopes; fills in forms; may
give routine information to callers,
may operate office equipment such as
mimeographing, addressing, calculat-
ing or adding machines; may do mes-
senger work; may occasmnai]y substi-
tute for a receptlomst or telephone op-
erator.

In addition to the above, a Junior
Typist operates a typewriter in doing
copy work, filling in forms, transcrib-
ing from d:ctaphone records, and cut-
ting stencils.

In addition to the above, a Jimior
Stenographer takes and transcribes
relatively simple dictation.

Minimum Requiremenis: (a) Grad-
uation from a standard senior high
school from a course which, if the po-
sition sought is Junior Typist or Jun-
ior Stenographer, shall have included
or been supplemented by completion of
a satisfactory course in typing or sten-

ography; or

(b) Four years of satisfactory of-
fice experience and, if the position
sought is Junior Typu,t or Junior
Stenographer, either completion of a
satisfactory course in typmg or sten-
ography or one year of expenence (of
the four required above) in typing or

- stenography ; or

(¢) A satisfactory equivalent com-
bination of education and experience.

Desirable Qualifications: Ability to
follow simple instructions accurately ;
ability to get along smoothly with fel-
low employees; if the position involves
typing or sta]ogranhy skill and a fair
degree of speed in the operation of a
typewriter or in taking and transcrib-
ing dictation; common sense; neat-
ness; accuracy; alertness; ambition ;
knnwledge of grammar, spelling and
simple arithmetic,
TELEPHONE OPERATOR 3-1b
Salary Range $1200-1700 Inc. $100

Definition: Operates a telephone

~ switchboard on an.assig'ne'd‘shift; does

related work as required.

Distinguishing Features: A person
in this position has responsibility for
the completion of all incoming and
outgoing calls on a telephone switch-
board under general supervision. Cour-
tesy and speed in making connections
are essential. A person in this class
exercises no supervision over other
employees.

Example: Handles all incoming and
outgoing calls on a telephone switch-
board; sends and receives all tele-
grams, keeping copies and records of
charges; keeps records of all toll calls
and charges; in some institutions or
departments operates a teletype; re-
ceives and delivers messages; answers
telephone inquiries; performs miscel-
laneous clerical duties; in an institu-
tion, notifies relatives of patients in
case of illness, death or escape; main-
tains lists of employees, and in the in-
stitutions of all patients; may act
as receptionist; in the State Office
Building, assists in operating a large
manual exchange.

Minimum Requirements: (a) Grad-
uation from a standard senior high
school, and one year of satisfactory
experience as a telephone operator; or

(b) A satisfactory cqu:va]ent com-
bination of the foregoing education
and experience.

Desivable Qualifications: Mental
alertness; pleasing voice; good hear-
ing and memory ; courtesy and tact in
dealing with others.

BAKERY
HEAD BAKE 1-4
Salary Range 32000-2400 Inc. $100
Definition: Is in charge of the pro-
duction of bread and _pastry in the
bakery of a state institution with a
population of more than 4000 does

related work as required.
Distinguishing Features: A position
in this class involves supervision of
Bakers, Assistant Bakers, Baker Help-
ers, and working patients or inmates
in the preparation of bread and other
bakery products. The incumbent works
under non-technical supervision from
the steward, Food Service Manager, or
Principal Stores Clerk. The position
requires a thorough knowledge of

Honigsbaum’s

Maiden Lane at James

Select Fall and Winter

Sportswear . .

Suits

Coats

Dresses
Hats
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- bakeshop practices and ‘rmcedures, and

the ability to direct and train subordi-
nates and to secure cooperat:on from
working patients,

Example: Subject to the approval
of the steward, plans production sched-
ules and requisitions necessary sup-
plies; prepares mixing formulae and
baking recipes; supervises mixing and
preparation of doughs ; instructs subor-
dinates in proper oven temperatures
and length of time that various bake
goods should be left in the oven; may
remove trays from ovens; keeps rec-

-ords of supplies, production, and em-
ployees’ time; is responsible for the
cleanliness of the bakery and for the
conduct and welfare of working pa-
tients or inmates ; makes minor repairs
to bakery equipment; supervises the
preparation of special seasonal cakes,
cookies, and other products; in state
schools, teaches baking to working pa-
tients.

Mintmum Requirements: 5 years of
progressively responsible experience in
large scale production of bake goods,
2 of which shall have included regular
supervision over subordinate employ-
ees or working inmates of an institu-
tion.

Desirable Qualifications: Especial
skill in baking breads and pastries in
large quantities; thorough knowledge
of the operation and maintenance of
standard bakeshop equipment; ability
to command respect and obedience
from employees and working patients;
cleanliness; reliability; good physical
condition,

BAKER 1-3b
Salary Range $1700-2100 Inc, $100

Definition: In a state institution
with a population of less than 4,000 is
in charge of the production of bread
and pastry in the bakery; or, in a
larger state institution, periorms diffi-
‘cult and skilled bakery work under
the supervision of the Head Baker;
does related work as required.

Distinguishing Features: In an in-
stitution with a population of less than
4,000 the Baker is in full charge of the
bakery and supervises working pa-
tients or inmates, assigning their work
and instructing them in the less skilled
and routine operations while handling
the more difficult work personally. Oc-
casionally the Baker may supervise a
Baker Helper or Assistant Baker.

In a large institution the Baker does
skilled journeyman baking under the
supervision of the Head Baker, and is
responsible for managmg the bakery
in the Head Baker’s absence. An em-
ployee whose position is in this class
exercises supervision over subordinate
bakery employees and over working
patients.

Example: In an institution with a
population of less than 4,000, subject
to the approval of the steward, plans
production schedules and requisitions
necessary supplies to meet such sched-
ules; prepares mixing formulae and
baking recipes; mixes and prepares
doughs ; places trays in oven, regulates
oven temperatures, and removes trays
from oven; keeps records of produc-
tion and supplles, is responsible for
cleanliness of the bakery and for the
conduct and welfare of working pa-
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tients ; makes minor repairs to bakery

equlpment may teach baking to work-
ing patients or inmates. .

In a larger institution: mixes dough
accurately from formulae furnished
by the Head Baker, with espetial care
in measuring ingredients and regu-
lating the temperature of ingredients
where necessary; regulates oven tem-
peratures ; kneads and prepares dough,
or operates divider, shaper, and proof-
er in preparing dough for the ovens;
assumes full responsibility for opera-
tion of the bakery during the absence
of the Head Baker; directs and in-
structs working patients ; assists in the
maintenance of bakeshop equipment.

Minimum Requirements: 3 years of
satisfactory experience in the prepara-
tion of bake goods on a large scale, 1
of which shall have included regular
supervision over subordinate employ-
ees or over working inmates of an in-
stitution.

Desirable Qualifications: Skill in
mixing and kneading dough and in
tending bakery ovens; knowledge of
the operation and maintenance of stan-
dard bakeshop equipment; ability to
secure cooperation from workmg pa-
tients and subordinate employees;
cleanliness; reliability; good physical
condition,

ASSISTANT BAKER 1-2b
Salary Range $1300-1700 Inc. $100

Definition: Performs routine work
requiring some knowledge of bakery
practice in the bakeshop of a state in-
stitution; does related work as re-
quired.

Distinguishing Features: An Assis-
tant Baker performs less skilled baking
operations under the supervision of the
Head Baker or Baker, Although a
working knowledge of large scale
baking is desirable, the incumbent of
a position in this class is not respon-
sible for skilled journeyman baking.
The position involves occasional super-
vision over working patients or in-
mates.

Example: Assists in mixing and
kneading dough; places trays in ovens
and assists in removing them; scales
off dough; does bench work; watches
the progress of dough through the
divider, shaper, and proofer; super-
vises patients or inmates in the routine
tasks of washing pans, trays, and other
equipment, and in loading bread racks,
slicing bread, and cleaning the bakery

Mintmum Requiremmt.r: 1 year of
satisfactory experience assisting in the
pr:Faration of bake goods on a large

Desirable Qualifications: Elementary
knowledge of the operation and main-
tenance of standard bakeshop equip-
ment; working knowledge of mixing
and kneading dough and tending
bakery ovens; ability to get along with
working patients or inmates; cleanli-
ness; reliability; good physical condi-

tion,
LAUNDRY

CHIEF LAUNDRY
SUPERVISOR 1-4
Salary Range $2000-2400 Inc. $100

Definition: Is in responsible charge
of the operation of a large and com-
plex laundry in an institution; does
related work as required.

,—:l-yucp-‘m-:ryw

‘commercial or

Distinguishing Features: Subject to
the approval of the steward, the Chief
Laundry Supervisor plans and directs
the work of the laundry, and is respon-
sible for ‘the efficiency, thoroughness,
and rate of production. He must be
skilled in laundry practice and in large
scale laundry management, and must
be capable of assigning and training
employees to the end that the laundry
will function smoothly. He is respon-
sible for the custody, conduct, welfare,
and output of working patients or in-
mates assigned to the laundry.

Example: Directs and assigns em-
ployees and working patients to vari-
ous duties; selects washing formulae
and instructs wash men in their use;
supervises the maintenance man in the
upkeep of all laundry equipment; in-
spects finished laundry; keeps records
of production and of employees’ time;
requisitions laundry materials and sup-
plies; inspects all units of the laundry
very frequently.

Minimum Requirements: 5 years of
progressively responsible experience in
a large scale commercial or institution
laundry; 3 years of which shall have
involved regular supervision over other
employees or over inmate workers in a
state institution.

Desirable Qualifications: Outstand-
ing skill in the operation and mainte-
nance of standard laundry equipment;
thorough knowledge of washing for-
mulae; ability to command respect and
obedience from a large group of subor-
dinate employees,-‘working patients or
inmates; considerable administrative
and organizing ability; good judg-
ment ; reliability.

HEAD LAUNDRY
SUPERVISOR 1-3b
Salary Range $1700-2100 Inc. $100

Definition: Is in responsible charge
of the operation of a laundry of mode-
rate size and complexity in an institu-
tion; does related work as required.

Distinguishing Features: Subject to
the approval of the steward, the Head
Laundry Supervisor plans and directs
the work of the laundry, and is respon-
sible for the efficiency, thoroughness,
and rate of production. He must be
skilled in laundry practice and must be
capable of assigning and training em-
ployees to the end that the laundry will
function smoothly., He is responsible
for the custody, conduct, welfare and
output of working patients or inmates
assigned to the laundry.

Example: Assigns employees and
working patients to various duties; se-
lects 'washing formulae and instructs
wash men in their use; supervises the
maintenance man in the upkeep of all
laundry equipment or may do mainte-
nance work personally; inspects fin-
ished laundry; keeps records of pro-
duction and of employees’ time; requi-
sitions laundry materials and supplies ;
inspects all units of the laundry very
frequently.

Minimum: Requirements: 3 years of
satisfactory experience in large scale
institution laundry
work, 2 of which shall have involved
regular supervision over other em-
ployees or over working inmates of
an institution,
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skill in the operation and maintenance
of standard laundry equipment; tho-
rough knowledge of washing formu-
lae; ability to command respect and
obedience from subordinate employees
or working patients and inmates; ad-
ministrative and organizing ahility;
good judgment; reliability.

LAUNDRY SUPERVISOR 1-3a
Salary Range $1500-1900 Inc. $100

Definition: Is in charge of a small
laundry, or acts as a principal assistant
to the manager of a large laundry in
an institution; does related work as
required.

Distinguishing Features: A position
in this class involves supervising over
a small laundry or over a subdivision
of a larger laundry. The Laundry Su-
pervisor is in’ either case responsible
for the efficiency, thoroughness and
rate of production of the unit under his
or her supervision. Knowledge of
laundry practice and ability to assign
and instruct subordinates and inmates
are essential in this class of position.
In a large institution, the Laundry
Supervisor is under the supervision of
the Chief or Head Laundry Supervisor,
while in smaller laundries, the steward
is the Laundry Superﬂsor s immediate
superior.

Example: Plans and directs the
work of the unit which he or she super-
vises; assigns and instructs subordi-
nate employees and inmates; operates
and supervises the operation of laun-
dry machinery; may assist with the
maintenance of laundry equipment;
sorts and supervises the sorting and
checking of laundry; in a small laun-
dry, requisitions laundry materials and
supplies and keeps employees’ time; is
responsible for the custody, welfare,
and output of patients under his super-
vision; is in charge of a large laundry
in the absence of the Head or Chief
Laundry Supervisor.

Minimum Requirements: 2 years of
satisfactory experience in large scale
commercial or institution laundry
work, 1 of which shall have involved
regular supervision over subordinate
employees or over working inmates of
an_institution.

Desirable Qualifications: Skill in
the operation and maintenance of stan-
dard laundry equipment; ability to lay
out work for others and to command
respect and cooperation from subor-
dinate employees and inmates; relia-
bility ; tact; cleanliness.

SENIOR LAUNDERER 1-2b
Salary Range $1300-1700 Inc. $100

Definition: In the laundry of a state
institution, operates a washer or per-
forms other tasks requiring skill and
knowledge of laundry practice; does
related work as required.

Distinguishing Features: A Senior
Launderer performs skilled laundry
operations personally, usually has
straw-boss supervision over Launder-
ers, and works under the general di-
rection of the laundry manager. A po-
sition in this class involves training
new employees and substituting for
higher ranking laundry employees dur-
mg their absence.

October
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working patients, operates a washing
machine, taking especial care to see
that clothes are not damaged and that
colors do not run; assists with main-
tenance of all laundry machinery ;
makes soap; assists in training new
employees; substitutes for higher
ranking laundry employees in their
absence.

Minimum Regquirements: 1 year of
satisfactory experience in a large scale
commercial or institution laundry.

Desirable Qualifications: Skill in
the operation of standard laundry
equipment ; knowledge of washing for-
mulae; ability to secure cooperation
from working patients or inmates;
cleanliness; reliability; industrious-
ness.

FOOD SERVICE

FOOD SERVICE MANAGER 2-4
Salary Range $2400-3000 Inc. $100

Definition: Is in responsible charge
of food preparation and food service
at a large state institution ; does related
work as required,

Distinguishing Features: A position
in this class involves responsibility for
proper administration of the entire
kitchen division of the institution. The
Focd Service Manager trains and su-
pervises Head Cooks, Cooks, Assis-
tant Cooks and Kitchen Helpers and
supervises food service in the central
dining rooms and cafeterias. Training
in large scale cooking is essential,

Example: Oversees and instructs
subordinate kitchen employees in plan-
ning and preparing meals; writes
menus ; requisitions kitchen equipment
and supplies; regularly inspects kit-
chens and dining rooms; confers with
other officials on prohlems relating to
food; keeps time of employees; con-
ducts a trammg pregram for Kitchen
employees; is responsible for sanita-
tion of food preparation, handling and
service.

Minimwm Requirements: (a) Grad-
uation from a standard senior high
scheol and completion of a satisfactory
cook’s training course which shall have
included dietetics, as, for example, an
Army course in Mess Management,
and 7 years of progressively respon-
sible experience in large scale r:.ookmg,
3 years of which must have been in a
supervisory capacity in a large institu-

_tion; OR

(b) A satisfactory equivalent com-
bination of the foregoing education and
EeXpErience.

Desirable Qualifications: High de-
gree of ability to manage large kit-
chens efficiently and economically ; skill
in dietetics; ability to lay out work
for others; to direct them in their
work and to train new workers ; ability
to keep records and inventories, initia-
tive, resourcefulness and good judg-

ment,
SUPERVISING DIETITIAN 2-4
Salary Range $2400-3000 Inc. $100
Definition: Plans, directs and is
responsible for the special dietetic ser-
vices of an exceptionally large state
institution and assists, in a consulting
capacity, with the planning of menus
for patients and employees; does re-
lated work as required,

Dutmguukmg Features: The Su-
pervising Dietitian, under general di-
rection of the clinical director, super-
vises and coordinates the activities of
an extensive dietal therapy program.

This position requires a thorough

knowledge of the theory and practice
of dietetics.

Example: Assigns and directs sub-
ordinate dietitians; calculates special
diets as .irescnbed by physicians; con-
sults with the Food Service Manager
in regard to menus for patients and

employees ; instructs student nurses in

nutrition, cookery, and dietal therapy;
oversees the preparation and cooking
of special diets; confers with physi-
cians on general diet problems; con-
sults with patients as to their likes
and dislikes; requisitions food and
utensiles for the diet kitchens; makes
out quarterly and annual estimates for
dictetic supplies; keeps time of subor-
dinate employees and maintains inven-
tory records; keeps records of number
and type of diets -prepared and in the
absence of the Food Service Manager
assumes his duties.

Minimum Requirements: (a) Grad-
uation from a recognized college or
university with specialization in diete-
tics, supplemented by either an ap-
proved post graduate hospital training
course as a student dietitian and 3
years of satisfactory experience in
hospital dietetic work or by 4 years of
satisfactory experience in hospital *die-
tetic work; OR

(b) A satisfactory equivalent com-
bination of the foregoing education
and experience.

Desirable Qualifications: Thorough
knowledge of the principles of dietal
therapy and nutrition as applied to a
complex dietetic program; ability to
instruct and supervise others in diete-
tics ; thoroughness; accuracy; mature
judgment; pleasing personality,
SENIOR DIETITIAN 2-3
Salary Range $2000-2500 Inc. $100

Definition: In a large state institu-
tion is responsible for the planning,
preparation and service of all special
diets and assists, in a consulting capa-
city, with the planning -of menus for
patients and employees; does related
work as required.

Distinguishing Features: The Sen-

ior Dietitian, under the direction of the
clinical director, supervises the activi-
ties of a dietal therapy program of
medium extent and may perform some
of the more difficult phases of this
program. This position requires a thor-
ough knowledge of the theory and
practice of dietal therapy.

Example: Directs subordinate dieti-
tians; calculates special diets as pre-
scribed by physicians ; instructs student
nurses in nutrition, cookery and dietal
therapy ; oversees the preparation and
cooking of special diets; confers with
physicians on general diet problems ;
requisitions food and utensils for the
diet kitchen; makes out quarterly and
annual estimates for dietetic supplies;
keeps time of subordinate employees
and maintains inventory records; keeps
record of number and types of diets
prepared; and in the absence of the
Food Service Manager, assumes his
duties.
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Minitmum Requirements: (a) Grad-
uation from a recognized college or
university with specialization in diete-
tics, supplemented by either an ap-
proved post’ graduate hospital training
course as a student dietitian and 1 year

of satisfactory experience in hospital.

dietetic- work or by 2 years of satis-
factory experience in hospital dietetic
work; OR ;

(b) A satisfactory equivalent com-
the foregoing education
and experience, .

Desirable Qualifications: Thorough
kmowledge of the principles of dietal
therapy and nutrition; ability to in-
struct and supervise others in dietetics;
thoroughness ; accuracy ; mature judg-
ment; pleasing personality.

- DIETITIAN 2-2b
Salary Range $1650-2150 Inc. $100
Definition: Plans and supervises the
preparation of special diets for the
physically ill; does related work as
required.
* Distinguishing Features: Under gen-
eral direction, a Dietitian is respon-
sible for the operation of a dietary unit
of a state institution. The position may
‘involve supervision over Dietitian
Aides. 3

Example: Writes special diet sheets;
supervises the preparation of special
diets and may personally prepare food
for special diets; consults with physi-
cians as to special cases; instructs stu-
dent nurses in nutrition, cookery and
diet therapy; supervises the practical
work of students in the diet kitchen;
requisitions food and supplies; pre-
pares trays and food trucks for de-
livery to dining rooms and wards; is
responsible for keeping diet kitchen
clean and sanitary.

Minimum Requirements: (a) Grad-
uation from a college or university
with specialization in {food prepara-
tion, nutrition, or institution manage-
ment supplemented by either an ap-
proved post graduate hospital training
course as a student dietitian or by 1
year of satisfactory experience in hos-
pital dietetic work; OR

(b) A satisfactory equivalent com-
“bination of the foregoing education
and experience,

Desirable Qualifications: A good
working knowledge of the principles
of nutrition and dietetics; skill in the
preparation of special diets; ability to
supervise others in the work of the
diet kitchen; ability to instruct stu-
dent nurses; thoroughness; accuracy ;
reliability.

DIETITIAN AIDE 2-2a
Salary Range $1400-1900 Inc, $100

Definition Prepares and assists in
planning special diets for the physically
ill; does related work as required.

Distinguishing Features:  Under
close supervision from a technically
trained dietitian, the Dietitian Aide
prepares prescribed meals. The posi-
tion requires cooking skill and some
knowledge of the principles of diete-
tics. An employee in this class may be
in charge of a small diet kitchen in an
institution.

Example: Confers with the dieti-
tian, and assists in planning special
diets; prepares and cooks food for
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-food trucks to

special diets; prepares fruit juices,
eggnogs and tube feedings; weighs
out food, sets L{ﬂ trays and delivers

e dining rooms and
wards; checks supplies received against
requisitions; keeps the diet ﬁ]tchen
clean and sanitary,

Minimum Requirements: Gradua-
tion from a standard senior high
school, and either completion of an
approved technical course in dietetics
or 1 year of satisfactory experience
in hospital dietetic work under a
trained dietitian.

Desirable Qualifications: Elemen-
tary knowledge of the principles of
dietetics; skill in the preparation -of
food for special diets; thoroughness;
reliability ; accuracy.

HEAD COOK 1-4
Salary Range $2000-2400 Inc. $100

Definition: Is in charge of the pre-
paration of food in a kitchen serving
an average of more than 500 persons
per meal; does related work as re-
quired. :

Distinguishing Features: A Head
Cook supervises Kitchen Helpers, As-
sistant Cooks and a Cook or Cooks in
all work carried on in the kitchen. A
thorough knowledge of large scale
cooking and the ability to lay out work
and supervise others is essential in a
position in this class.

Example: Assigns subordinate em-
ployees and working patients to vari-
ous tasks in the kitchen ; plans, directs,
and oversees all phases of food pre-
paration in his kitchen; keeps records
of supplies used and of inventory on
hand; may perform the most skilled
cooking personally.

Mintmum Requirements: 5 years of
progressively responsible experience in
large scale cooking, 2 of which shall
have included regular supervision over
subordinate employees or over work-
ing inmates of an institution. ;

Desirable Qualifications: Advanced
knowledge of large scale cookery and
special skill in the various branches
thereof; a good working knowledge
of food values; ability to manage a
large kitchen efficiently and economi-
cally; reliability; cleanliness; good
judgment ; good physical condition.

COOK 1-3b
Salary Range $1700-2100 Inc. $100

Definition:  Is independently in
charge of a medium-sized kitchen ; or,
in a kitchen serving an average of
more than 500 persons per meal, acts
as an immediate assistant to the Head
Cook ; does related work as required.

Distinguishing Features: A Cook
must have a good working knowledge
of all phases of cookery and must be
able to independently assume respon-
sibility for the operation of a kitchen.
An employee in a position of this class
ordinarily has supervision over subor-
dinate employees and working patients
or inmates, -

Example: In a large kitchen has
charge of a certain branch of cookery
such as meats, pastries, or cooking for
employees; substitutes for the Head
Cook during his absence ; in a medium-
sized kitchen, does all necessary cook-
ing, requisitions necessary supplies,
and keeps records of supplies on hand;

is responsible for the custody and wel-
fare of working patients or inmates in
his kitchen,

Minimum Requirements: 3 years of
satisfactory experience in the prepara-
tion of food on a large scale, of which
1 shall have included regular supervi-
sion over subordinate employees or
over working inmates of an institu-
tion.

Desirable  Qualifications:  Good
knowledge of cookery and skill in its
various branches; ability to get along
with working patients and subordi-
nate employees; reliability; cleanli-
ness; good physical condition.

ASSISTANT COOK 1-2b
Salary Range $1300-1700 Inc. $100
Definition: .Cooks in the kitchen of
a state institution; does related work
as required.
_ Distinguishing Features: A position
in this class involves routine cooking
usually under supervision from a Cook
or a Head Cook. An Assistant Cook
performs work connected with the less
skilled branches of cookery and is or-
dinarily not independently in charge
of a kitchen feeding more than 40 per-
sons.
. Example: Does steam kettle cook-
mg; assists in cooking meats and
pastries ; may supervise Kitchen Help-
ers in the preparation of {fruits and
vegetables; cooks cereal, simple des-
serts, and vegetables.

Minimum Requirements: 1 year of
satisfactory experience assisting in the
preparation and cooking of food on a
large scale, ’

Desirable Qualifications: Ability to
do plain cooking of staple foods; abil-'
ity to get along with working patients;
industriousness; cleanliness; reliabil-
ity ; good physical condition.
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 Civil Service Notes -

(Continued from Page 227)

ment and which are not permanent
will require the approval of this
office.”

DISABLED VETERANS
PREFERENCE

Honorably discharged soldiers,

sailors, marines or nurses of the
Army, Navy or Marine Corps of the
United States, disabled in the actual
performance of duty in World War
II to an extent recognized by the
United States Veterans’ Bureau, may
be given disabled veterans preference
on any State Civil Service eligible
list upon which their nameés appear,
if application for such preference is
made to and allowed by the State
Department of Civil Service. If the
Department’s physicians find that
the war-incurred disability still exists
and does not interfere with the per-
formance of the duties of the posi-
tion for which the disabled veteran
has competed, his name will be
placed at the head of the eligible list
and he must be appointed before any
eligibles who are not disabled vet-
erans may be appointed. .

It should be noted that this prefer-
ence, authorized by the State Consti-
tution, can be granted only to those
veterans who were citizens and resi-
dents of New York State when they
entered the armed forces and are
still citizens and residents of New
York State.

FUNCTIONAL
ORGANIZATION CHARTS

“The organization chart is a basic
tool in’ the analysis of an organiza-
tion, if prepared for the purpose of
revealing information, rather than
concealing or confusing it.” With
this statement of its point of view,
the New York City Division of
Training, under the direction of Dr.
John J. Furia, introduces its handy
80 page guide—‘How to Make and
Interpret Functional Organization
Charts.” (New York University
Bookstore, 50c).

Containing 42 diagrams and four
zovernmental organization charts,
the manual is replete with illustra-
tions, It also contains a glossary of
chart-making terms; a statement of
the practical uses to which a func-
tional organization chart may be put
for purposes of general administra-
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administration, and human rela-

.in Albany, and Mr. C. J. Barry, As-

tion, budgetary control, personnel

tions; cautions in the use and inter-
pretation of charts; a 24 item check-
list to cover the completed chart;
selected references; and an index to
the manual.

Although New York City agencies
were used as examples in the manu-
al, it is felt by the authors that the
principles and techniques presented.
apply to all organizations. Accord-
ingly, the manual should prove of .
value to State administrators and em-
ployees. :

New Members — State
Armory Employees

The Association recently wel-
comed into membership over two
hundred employees of the State Ar-
mories located throughout New
York State. The Armory workers
recognize the need for complete
organization of all State employees.

Negotiations have been carried on
with this large group with the co-
operation of Adjutant General Ames

Thiessen, Lt. Colonel John A. Cof-
fey of the Adjutant General’s Office

801 ROOMS - CHARLES E. ROCHESTER, V. P. & Mag. Dir.

T. Brown, Lt. Colonel Frederick A. LEXINGTON AVE. AT 4th ST., " Y.C.17

e

sistant Director, Bureau of Grounds
and Structures in the New York
City office of the Adjutant General.

The employees have taken advan- BUY WAR BONDS

tage of the benefits of the Associa-
tion’s Group Life Insurance Plan and

have coverage of over one-half mil-

lion dollars.
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Please vote only for Member on Executive Committee to rep-
resent the department in which you are employed. To ‘vote
for regular nominee place check mark in box opposite name.
To vote for other than regular nominee, place name of repre-
sentative desired on blank line provided directly under name

of regular nominee.
Check Member

Department

D MILDRED O. MESKIL

Agriculture .and Markets

B BENJAMIN F. NEWELL

Audit and Control

D ELIZABETH E. STALEY

Banking

D HELEN H. HOULE

Civil Service

D WILLIAM N. FOSS Conservation
D HARRY FRITZ Correction
D WEAYNE W. SOPER Education
7] CHARLES H. FOSTER  Executive
I:I CLIFFORD C. SHORO Health
D HARRY S. DEEVEY Insurance
E CHRISTOPHER J. FEE Labor
*JOHN F. POWERS ¥
(Vote for one only)
D FRANCIS C. MAHER Law

D FRANK 0. OSBORN

Mental Hygiene

WILLIAM HUNT

D *KENNETH A. VALENTINE

Public Service

(Vote for one only)

D EDWARD J. RAMER

Public Works

D JESSE MacFARLAND

Social Welfare

L'—_I HAROLD J. FISHER

State

D JOHN A. CROMIE

Taxation and Finance

*Independent nomination
This ballot must be delivered or mailed so as to reach
Association Headquarters, Room 156, State Capitol, Albany,
N.Y., or the place of the Annual Meeting, before 8 P.M.,

October 19, 1943,

Name

Department

Membership Card No.
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EXECUTIVE COMMITTEE
ELECTION

In order to carry out fully the intent
of the Constitution of the Association to
have the Association truly representa-
tive of the wishes of its members, oppor-

‘tunity must exist for each member of

the Association to choose by ballot the

representative of his or her respective

department on the Executive Commit-

' tee. The Association's Constitution pro-

(ANIT SIHL DNOTY HDYIEG]

. vides that in cases where the members

within a department iail to elect a rep-

| resentative for the Executive Committee,

the Executive Commitiee is empowered

to make a selection.

It is important that members within a

department elect directly their represen-

tative on the Executive Committee and
thus enable the Assaciation to function
democratically in a complete sense.
The success of the Association depends
to a great degree upon the personnel of
the Executive Committee.

Numerous meetings of the Executive
Committee are called during the year.
and many on brief notice. when imme-
diate action on important issues involv-
ing Association action is necessary.

Members of the Association through-

i out the State are urged to keep in close

contact with the Executive Committee
member elected for their respective de-

partments, so that such Executive Com-
. mittee member may be familiar at all

times with the problems of the employ-

: ees of the department he represents.

The ballot on this page contains the
candidates selected by the Nominating
Committee and Independent Nomina-
tions submitted in accordance with the
provisions of the Association’s Constitu-
tion. Blank space is provided to write
in the name of any other representative
desired.

Envelopes containing ballots should
be marked ""Ballot” and should bear
signature or membership card number
of member.

It is important that you use your right
to vote for a representative of your de-
partment on the Executive Committee.
Detach the ballot provided, fill it out
and send it to Association Headquar-
ters, Room 156, State Capitol. Albany,

| TODAY.
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© ANNUAL ELECTION OF OFFICERS

The Annual Election of Officers of the Association for the year beginning October 19, 1943, will

oceur on that date and will be conducted in accordance with the provisions of the Constitution quoted
below: : :

"ARTICLE VI, SECTION 3. Officers and members of the Execullve Committee shall be elected by ballot at the
annual meeling which will be deemed to continue from nine o'clock A.M to eight o'clock P.M. on the third Tuesday of
each October. When the meeting is not actually convened, the headquarters of the Association shall be open to receive
properly prepared ballots either by mail or in person from any eligible member of the Association. Ballots with the
names of all duly nominated candidates printed thereon shall be distributed in the official magazine or otherwise made
available to members at all offices or locations designated by the Executive Committee, at least ten days prior to the
Annual Meeting date. The ballots or the envelopes in which ballots are enclosed by the member shall be marked 'Ballot,’

and such envelope or ballots shall also bear the signature of the member and the name of the department in which he
is employed.”

“ARTICLE VI, SECTION 4. The Executive Commitiee shall appoint a Board of Canvassers of at least three mem-
bers of the Association to determine the wvalidity of nominating petitions and to count the ballots. The persons receiving
the greatest number of votes for the respective offices or positions shall be duly elected for the ensuing year. Any per-
son- whose name is printed on the ballot may be present during the canvass of the ballots, In case of a tie vote, a new
ballot shall be taken under rules established by the Executive Committee.”

The officers to be chosen are: President, First, Second and Third Vice-Presidents, Secretary and
Treasurer. :

The Nominating Committee, selected at a meeting of the Executive Committee, consisted of
three past presidents, viz: William F. McDonough, Chairman, Mrs. Beulah Bailey Thull, and John A.
Cromie. The candidates for the various offices printed in the Official Ballot below, are those submit-
ted by the Nominating Committee chosen under the following provisions of the Constitution.

ARTICLE VI, SECTION 1. A Nominating Committee shall be appointed by the Executive Committee at least ninety
days prior to the date of the Annual Meeting, and such Nominating Committee, after giving full consideration to all facts

or petitions presented o it by individual members or groups of members, shall file with the Secretary, at least sixty days
prior to the annual meeting, nominations for officers of the Association and members of the Executive Committes.”

The names of candidates other than regular nominees which you may wish to vote for may be
written on blank lines provided. ]

Members will note that envelopes containing ballots shall be marked “Ballot”, and shall also
bear the signature of the member and the name of the department in which he is employed.

Members are urged to exercise their voting power (see editorial).

(DETACH ALONG THIS LINE)

The Association of State Civil Service Employees
of the State of New York, Inc.

OFFICIAL BALLOT—ANNUAL ELECTION—OCTOBER 19, 1943
To vote for regular nominee, place check in box opposite name. To vote for other
than regular nominee, place name of officer desired on blank line provided.
T A TN P

Check
For President: HAROLD _J. FISHER

For President:
For First Vice-President: CLIFFORD C. SHORO
For First Vice-President:

For Second Vice-President: JOHN McDONALD
For Second Vice-President:

For Third Vice-President: MILTON SCHWARTZ
For Third Vice-President:
For Secretary: JANET MACFARLANE
For Secretary: :

D For Treasurer: EARL P. PFANNEBECKER
For Treasurer:

The Constitution of the Association provides that when the Annual Meeting is not actually con-
vened, Association Headquarters will be open to receive properly prepared ballots either by mail
or in person from any eligible member of the Association. This ballot therefore must be delivered E
or mailed so as to reach Association Headquarters, Room 156, State Capitol, Albany, N. Y., or the

place of the Annual Meeting, before 8:00 P.M., October 19, 1943. =

Membersfsip Card No.

Department
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Roster of Chapters

BINGHAMTON CHAPTER
President: Dan Fole:
State Insur.

Binghamton State -Hospitnl
Treasurer: Stuart Anderson
Department of Public Works

BUFFALO CHAPTER
President: Herman Muelke
Department of Education
Vice-President: Emd McCoombs
Sel:rﬂtary Kathryn Squire, Tax Dept.
Treasurer: Vacant
HORNELL CHAFTER
Temporary President: Lacy Ketchum

NEW YORK CITY CHAPTER
President: John F. Powers

State Insurance Fund .
First Vice-President: Lawrence Epstein

Tax
Michael L. Porta

d Vice-Pr
Labor Dept. .
Third Vice-President: Martin J. Duignan
Unemployment Insurance
Treasurer: Joseph J. Byrnes, Public Works
Corresponding Secrefary: Mary Eastman
Education
f ) y: K th A. Valenti

Public Service
Recording Secretary: Ruth A, Hawe, Tax

ONEONTA CHAPTER

President: John Thaler

Homer Folks State Hospital
Vice-President: Mary Volweider

Homer Folks State Hospital
Secretary: Lucille Brooks

Homer Folks State Hospital
Treasurer: Flossie Olds

Homer Folks State Hospital

ROCHESTER CHAPTER
President: Neil J. Goodman, Tax
Vice-President: Marian Repp, Labor
Secretary: Fa ‘Tandler, Public Works
Treasurer: I::f Lewis

Social Welfare

SYRACUSE CHAPTER

President: Edward F. Carr

State Insurance Fund
Vice-President: James T. McGlinchey

Social Welfare
Secretary: Doris LeFever, Labor
Treasurer: Anne B. O’Boyle, Labor

GAME PROTECTORS CHAFTER
President: Chester Griffith
Vice-President: Everett Larkin
Secretary: Everett
Treasurer: Dwinal G. Kerst

LONG ISLAND INTER-COUNTY

STATE PARKS CHAPTER
President: Harry Le
Vice-President: MZichaeI Tohch
Secretary: Clinton E, Travis
Treasurer: Frank L. Keyser
ALBION CHAPTER
President: Mary I. Carothers
Vice-President: Blanch Lawton
Secretary: Nellie Brooks
Treasurer: Elizabeth Dean
ATTICA CHAPTER
President: Lawrence Law
AUBURN PRISON CHAPTER
President: Harry M. Dillon
Vice-President: Carmen Colella
Secretary: John Gleason
Treasurer: William Pringle
CLINTON PRISON CHAPTER

Secretary: M. F. Cooper

DANNEMORA STATE HOSPITAL
CHAPTER

President: Charles Fitzpatrick
Vice-President: Camille Dame
Secretary: Howard St. Clair
Treasurer; Thomas Cummings
COXSACKIE CHAFTER
President: Raymond Marohn
Vice-President: Frank Waters
Secretary: Viola M. Dimmick
Treasurer: Charles Jordan
MIRA REFORMATORY

President: Edward J. Looney
Vice-Presideni: John Gallagher
Secretary: Peter M. Calabrese
Treasurer: Herman E. Cassidy

o LR ey

Prosih A}'Emm CHAPTER

restdent: arry

Vice-President: Ma B:von

Sncratnry. Frances hosak
Treasurer : Joseph Keating

NAPANOCH CHAPTER
President: Robert Michel
Vmu-Prea-Menr' Ralph Lyman

v and T'r
Howard Gemmel

SING SING PRISON CHAPTER

President: Maynard Darrow
Vice-President: James Dawson
Secretary: Fred Rickert
Treasurer: Edward Fox

WALLKILL CHAPTER
President: William B, Nevel
F:r.sr Vice-President: Richard Walsh
d Vice-Pr | John Law
Secretary: Kenneth B, Whitaker
Treasurer: Charles L. Scanlon

WESTFIELD ST.ATE FARM
APTE

CH.
President: William Nelhm
Vice-President: Naomi McA
Secretary: Ann McGuire
‘reasurer: William Johnston

WOODBOURNE CHAPTER
President: Lefferts P. Hemboldt
Vice-President: William P. Bowman
Recording Secretary: Julius A, Holtzman
Corresponding Sacrntary. Iu:!ur Frankel
Treasurer: Victor J.

Sergeant-at-Arms: Edwm H Mosher

STATE COLLEGE OF AGRICULTURE
AT ITHACA CHAPTER

President: Paul Swartwood

Secretary: Elmer Alvord

STATE RECONSTRUCTION HOME
CHAPTER :

President: Mary E. Baker

Vice-President: William Collins

Secretary: Julia F. Andrews

Treasurer: Ardis L. Lobdell

BIGGS MEMORIAL HOSPITAL

CHAPTER

President: Edward Keady

Vice-President: Helen Kingston

Secretary: Marie Lilla

Treasurer: Vincent Kotmel, Jr.

CENTRAL ISLIP CHAPTER

President;: William Leach

gics-?muide;;: ern R. Frglgltad

ecretary: T8. thryn

Trea.sur?:-. Mrs. E. V. lﬂeiﬁvmeier

CRAIG COLON’Y CHAPTER
President: Vinc?‘l{t I ?o'l:ufade. M.D.

Vice-P,
Secretary: Julia Cordon
Glenn M. Green

Treasurer:

BROOKLY'N STATE HOSPITAL
HAPTER

President: Jnhn G. Ottman
Vice-President: William Farrell
Secretary: Katherine I. Collins
Treasurer: Herman L. Kraus
BUFFALO STATE HOSPITAL
CHAPTER
President: Harry B. Schwartz
Vice-President: Charles DeLa Haye
Secretary: Marie H. Donovan
Treasurer: Lonis Hancock
CREEDMOOR STATE HOSPITAL
President: Frank Foster
Vice-President: Frank Gettler
Secretary: Emma Chaplin
Treasurer: John L. Florence
FORT STANWIX CHAPTER
(Rome State Bchool)
President: Owen W. Jones
Vice-President: Allen J. Anderson
Secretary; Mrs. Lila Larabee
Treasurer:
GOWANDA STATE HOSPITAL
CHAPTER

President: Robert G. Harvey

Secretary: Flossie S, Moore

HARLEM VALLEY STATE HOSPITAL
President; Gordon Carlile

Vice-President: Willis 0. Markle
Secretary-Treasurer: Mrs. Aldo Sine

HUDSON RIVER STATE HOSPITAL
President: Louis I. Garrison
Vice-President : David Whiten
Secretary-Treasurer: August Eitzen

KINGS PARK STATE HOSPITAL
President; Harris MacGovern
Vice-President: M:i;hwel J. Long

Secretary:
Francis F. Flagg

Treasurer:
LETCHWORTH VILLAGE CHAPTER
President: W. T. Watts, M.D.
Vice-President: ugh Grant

ponding Secretary: Mina Hardt
Recording Secretary: Frances Casey
Treasurer: Marion Clark

MANHATTAN STATE HOSPITAL

President: John J. Wallace
Vice-President: Pntrlck Gerahgty
Tmasurar. John : Mu ﬁ

D 'y a;

ding Si E. Carrol
keocmimﬂ Secretary: John ulligan
Sergeant-at-Arms: Patrick Cloonan
MARCY STATE HOSPITAL (New)
MIDDLETOWN STATE HOSPITAL
Treasurer: Frederick J. Walters
NEWARK STATE SCHOOL
President: William Verbridge
Secretary: Helen Banckert
PILGRIM STATE HOSPITAL
President: Christopher Doscher
Vice-President: Charles Burna
Secretary: Anne Bergin
Treasurer: Mrs. Louise S, Williams
ROCHESTER STATE HOSPITAL
President: John McDonald
- ROCKLAND STATE HOSPITAL
Acting President: Arthur J. Gifford >
Acting Vice-President: ur J. Gifford
Secretary: Arthur J. Gifford
Treasurer: Oswald Graf

SYRACUSE STATE SCHOOL
F. Krumman

President: F.
Vice-President: Mr. Hurton
C. Ecker

Secretary: E.
Treasurer:
WASSAIC SCHOOL CHAPTER
President: Carl Saba
Vice-President: Mrs. Ethel West
Secretary: Lyda Monroe
Treasurer: Edna Stuart
WILLARD STATE HOSPITAL
President: Edgar E. Fritts
Vice-President: Edward N. Limner
Secretary-Treasurer: Anne T. Hassey
PUBLIC SERVICE MOTOR VEHICLE
- INSPECTOR'S CHAPTER
President: William B, Filkins
Vice-President: F. Leo Clark
Secretary and Treasurer: C. J. Atkinson
DISTRICT NO. 4 CHAPTER
President; Paul Ryan
Vice-President: Charles Scutt v
Secretary: Florence M. McCormack
Treasurer: William Saunders
DISTRICT No. B CHAPTER
President: John P. Hayden
Secretary: Ethel M. Thunms
CHAUTAUQUA COUNTY PUBLIC
WORKS CHAPTER
President: Claude I. Smith
Vice-President: Ludwig Springer -
Si tary and Tr tuart Dean
STATE SCHOOL FOR THE BLIND
President: Robert O. Monaghan
Vice-President: Edward H. Brayer
Secretary: Frank Lewis
Treasurer: Susan Kossath
WARWICK S‘I‘A‘I‘E SCHOOL
President: Jerry L. Lync
Vice-President: Remmﬂd DeLada
Secretary: Florence K. Smith
Treasurer; M. J. Fitzgerald
INDUSTRY CHAPTER
President: Joseph McMahon
Vice-President: Clyde Brignall
Secretary: Florence La Pierre
Treasurer: Stuart E, Adams
THOMAS INDIAN SCHOOL
President: Sherman Warner
Vice-President: Mrs. Joella Clark
Secretary: Inez I, Vail
Treasurer: Elizabeth Ensign
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Here's delightful relief from high

tension and extra duties . . . an
hour or two of restful relaxat:on
in the pleasant atmosrhere of
the comfortable Cocktail Lounge. PN
Come . . . soon.

aily... 4 lo 8:30

Euvenings Prom 9:30

DELIGHTFUL MUSIC _
ENTERTAINMENT

s DANCING —"ﬁrNTﬂN
The DE WL

_ \T.¢
& Gutint COCKIAI———s

You do so well on your furniture purchases here,
because we've been faithfully sticking to our
policy of selling reliable furniture at moderate
prices for more than 79 years . . . in Albany.

ary munmz
Harry Stmmous

“ALBANY'S OLDEST FAMILY IN FURNITURE"

STATE ST.
AND JAMES

Daily 9 to 5:30 — Thurs. to 9 P.M.

A WHITNEY
Charge Accountisa
great convenience

Why not open one today end
have the helpful use of the
Charga-Plate when shopping

at .

Whitney’s

ALBANY, N. Y

We do appreciate the patron-
age of all State Employees

Back the Attack with Bonds

PATROON

ALBANY'S COMPLETE
FUEL SERVICE
Quuality Fuels to meet each
requirement. Engineer and
combustion service for all

equipment.
SERVICE
cand
REPLACEMENTS

Order your coal now
Use D & H Cone-Cleaned Anthracite

Herzog & Vernoy

INCORPORATED

COAL, COKE, FUEL OIL
TELEPHONE 5-3581

ESTABLISHED 1898
“Our Business Is Growing”
UNUSUAL FLORAL ARRANGEMENTS

We Grow Our Own

FLORIST-
121 NORTH PEARL STREET




FIGURE IT OUT!

x * *

Are We Ready To LEND Our Dollars?
They're Ready To GIVE Their Lives

Says Governor Dewey:

“The New York State Payroll Deduction Plan has a two-fold benefit for
all of us.

First, it enables everybody to contribute to the war effort of the Nation
even though unable to take a place on the firing lines,—to contribute, more-
over, with what is not only valuable but indispensable.

Second, it enables us, while doing our part for our country, to help our-
selves as well.

By consenting to a regular deduction, as large as you can make it, from
your earnings, you are lending—not giving. your money to your country for
Victory. You are also piling up for yourselves, in the easiest way possible,
a fund of savings for the future. Obviously, there can be no safer investment
in the world than United States Bonds. If they are not safe, nothing is safe.

We all know how difficult it is to save. When we try it individually there
are always temptations to postpone. The New York State Payroll Deduction
Plan for War Bonds makes the accumulation of savings automatic.

Above all, we have to remember, this is the most powerful way in which
we can actively help those dearest to us in the armed services of our country.”

* * *
New York State Payroll Deduction Plan
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