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PREFACE 

Modern personnel administrators realize that the most 

important part of an organization is the people in it; that 

the nhuman factoru predominates in production 1 not the mech

anical factor. In broad terms the objective of personnel 

administration is the improvement of performance by develop

ing good morale among the employees. A program of employee 

relations is as much a part of personnel administration as 

is recruitment or position classification. 

The term "employee relations" does not have a stand

ardized meaning to students of personnel administration. For 

the purpose of this study, employee relations is defined as 

those personnel activities specifically designed to increase 

employee participation and loyalty in his organization. Some

what arbitrarily the following aspects of employee relations 

have been selected for examination: incentive awards system, 

settlement of grievances, recreational and publications 

program, employee insurance program, and unionization. 

The successful administration of an employee relations 

program depends, in large part, on the implementation of the 

program at the worker level. In the federal service, an 

estimated eighty per cent of the employees work in the field, 

not in Washington, D. C. For this reason, the federal field 
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office's responsibility for the operation of an employee 

relations program is apparent. 

The purpose of this study is to examine selected aspects 

of the employee relations program of a Federal Field Office. 

The office selected is the Oklahoma state office of the Soil 

Conservation Service, United States Department of Agriculture, 

located at Stillwater, Oklahoma. The study incl.udes the 

origin, nature and extent of each of the programs considered. 

I would like to express my sincere appreciation to my 

major adviser, Dr. Robert O. Gibbon, for his invaluable 

guidance, and to Dr. Guy R. Donnell for his counsel. I 

would also like to express my sincere appreciation to the 

Oklahoma Soil Conservation Service, p~rticularly Mr. Ray 

Walker, State Conservationist? for permission to study 

employee relations policies in the sta t e office of the Okla

homa Soil Conservation Service, and to Mr. J.B. Corser, Jr., 

Assistant State Administrative Officer, Mr. Tom Abshure, 

Personnel Officer, and Mrs. Genny Gibson and Mr s. Lenore 

Young of the Personnel Section for their patient assistan e. 
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CHAPTER I 

ORGANIZATION FOR PERSONNEL ADMINISTRATION 

A personnel office may be organized along the lines of 

-a generalist approach, a specialist approach, or a combina

tion of both. In the generalist approach, the personnel 

officer of a particular agency, office, or work unit is 

responsible for the activities which make up the personnel 

program. He has clerical .help to take care of the records 

and reports of the employees he serves. In the specialist 

approach, there is a division of duties along functional 

lines and each personnel officer is assigned a particular 

personnel function or a group of similar functions. A com-

bination of these two is an organization in which the 

personnel program is handled by a generalist with a staff of 

specialists who serve primarily as consultants. 1 

The organization for personnel administration in the 

state office of the Oklahoma Soil Conservation Service is 

that of a generalist approach. The specialist approach is 

used in the national office of the Soil Conservation Service 

and the national office of the United States Department of 

Agriculture. Inasmuch as the state office is an integral 

part of the personnel administration hierarchy, a brief sketch 

lwilliam E. Mosher, J. Donald Kingsley, and O. Glenn 
Stahl, Public Personnel Administration (3rd. ed., New York, 
1950) , pp. 581-583. 

1 



2 

of the entire organization for personnel administration with 

the duties and responsibilities of each unit is warranted. 

The organization is as follows. 2 

ORGANIZATION FOR PERSONNEL ADMINISTRATION 

SECRETARY OF AGRICULTURE 
OFFICE OF PERSONNEL 

__ -- DIRECTOR 
-- I 

SOIL CONSERVATION SERVICE DIVISIONS 
ADMINISTRATOR 

I 
ASSISTANT ADMINISTRATOR FOR 

MANAfEMENT 

PERSONNEL MANAGEMENT DIVISION 
DI Rf CT OR \ 

BRANCHES \ 
\ 

EMPLOYEE RELATIONS\ 
\ 

MPLOYMENT \ 
LASSIFICATION AND \ 

ORGANIZATION \ 
\ 

AFETY AND TRAINING \ 
\ 

OKLAHOMA 

MPLOYEE HEALTH 
EMPLOYMENT 
INVESTIGATION 

EMPLOYEE PERFORMANCE 
AND DEVELOPMENT 

ORGANIZATION AND 
PERSONNEL MANAGEMENT 

CLASSIFICATION 

SOIL CONSERVtTION SERVICE 

LEGEND: 

., ., ., .,-, STATE CONSfRVATIONIST 
, STATE ADMINISTRATIVE OFFICER 

/ I 
(~S~ISTANT STATE ADrINISTRATIVE OFFICER 

-------PERSONNE OFFICER 
----PERSONNEL CLERK 

APPOINTMENT CLERK 
CLERK-STENOGRAPHER 

~-rLERK-STENOGRAPHER 

~--.......--Legal Lines of Command 

----- --- -Operating Lines of Command 

2Tom Abshure, Personal Interview, Stillwater, Oklahoma, 
June 18, 1956. · 
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The Office of Personnel in the Department of Agriculture 

is composed of a Director of Personnel and six functional 

divisionso The six functional divisions are the Employee 

Health Division, the Employment Division, the Investigation 

Division, the Employee Performance and Development Division, 

the Organization and Personnel Management Division, and the 

Cla ssification Division. Each functional division is respon-

sible for only that particular program which is its specialty. 

The Director coordinates the duties and responsibilities of 

the Of fice of Personnel in the Department of Agriculture. 3 

The Office of Personnel is responsible for the personnel 

management program of the Department of Agriculture . This 

program includes position classification, job evaluation, 

salary and wage administration, recruitment, examination, 

placement, retirement, separation, leave, incentive awards, 

performance ratings, employee relat i ons , training, employee 

securi t y , safety , organizati on, investigat i ons, and health . 

The Office of Personnel promulgates departmental policies and 

procedures related to these functi ons and it delegates sub

stantial authority to agencies for carrying out the operational 

phases of the personnel management program. In addition to 

the continuous day to day contacts on specific problems, the 

Office of Personnel conducts a systematic and periodic review 

to insure unification of the personnel mana gement program and 

3united States Department of Agriculture, Directory Qr! 
Organization (nd Field Activities of the Department of 
Agricul ture Washington, 1954), p. 42. 
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to measure its effectiveness in serving the agenciesv per

sonnel management requirementso It serves as the liaison 

office on matters of personnel administration with all 

governmental or private agencies concerned with the work of 

the Department of Agriculture.4 

The Personnel Management Division in the Soil Conserva

tion Service is composed of a Director and four functional 

branches. The four functional branches are the employee 

relations branch, the employment branch, the classification 

and organization branch, and the safety and training branch. 

Each branch is responsible for only that particular program 

which is its speciality. The Director coordinates the duties 

and responsibilities of the Personnel Management Division. 

The Division is responsible for the personnel management pro

gram of the Soil Conservation Service . The Division Director 

has the duty of administering the program by planning and 

directing the activities of employment, classification, organ

ization, safety, health, training, investigations, incentive 

awards, employee relations~ wage and salary administration, 

and welfare matters. The Personnel Management Division form

ulates and recommends the service personnel policies and 

standards. It works with field staffs in devising and pro

moting effective methods, practices, and procedures for the 

service personnel program. The Division advises and assists 

the field office staffs on all phases of personnel management 

4Ibid., pp. 41-42. 
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and also conducts investigations of the operations of the 

field offices to ~ssure adherence to personn~J policies , 

standards, and procedureso The Division reviews reports of 

field investigations and recommends the appropriate action 

to be taken on any programo The Division maintains working 

relationships with the Office of Personnel~ United States 

Department of Agriculture, with the Civil Service Commission, 

and with similar units .in other agencies.5 

The personnel section in the stat~ office of the Okla

homa Soil Conservation Service is composed of. a personnel 

officer and four secretaries. The personnel officer is 

responsible for the administration of the personnel program 

of all employees in the State o Besides the personnel program, 

this officer is also responsible for the payroll and travel 

policy. He is an admin~strative assistant with a GS-9 cl~ss

ificationo The immediate supervisor at the personnel officer 

is the State Administrative Officer or. his assistant. Over 

both of the se officers ·is the State Conservationist.6 

The organization of the personnel<section is a gener.alist 

approach instead of a $pecialist appDoach at~this level for 

several reasonso The Soil Conservation Service is appropri

ated only so much money for operation and this amount is not 

sufficient to establish a personnel section along the 1ine$ 

of a specialist approacho Instead, one individual has to 

5Ibido' p. 14. 

6Tom Abshure, Personal Interview, Stillwater, Oklahoma, 
June 16, 1956. 
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accept the responsibility for the personnel program. Another 

reason for the use of this method is the decentralized organ

ization of the Soil Conservation Service and the number of 

employees. The Soil Conservation Service is state-wide and 

employs over seven hundred people, most of whom are field 

employees " The personnel officer has the chief responsibility 

of assisting operating supervisors in carrying out their 

personnel management responsibilities and this is achieved 

better by a generalist. The personnel officer often can 

achieve close cooperation with line administrators inasmuch 

as he is able to see the overall picture of a problem and its 

relationship to the employment process. 

The personnel officer exercises leadership in the devel

opment and the effective application of a sound career program 

in the state service.7 He prepares administrative memorandums 

and instructional material that pertain to all phases of the 

personnel program within the State. 

In add i tion, the per sonnel officer determines qualifica

tions for in-service placements, advises the Civil Service 

Commission of specific needs and gives information to the 

Civil Service Commission regarding selection requirements. 

He personally interviews applicants for professional and 

administrative positions. 

7united States Department of Agriculture, Soil Conserva
tion Service, Position Classification, Administrative Assistant 
for Personnel (Stillwater, December 16, 1955). 
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Counseling with field employees on employee relations, 

retention preference, training, retirement, promotion policy, 

awards program, and performance ratings are also a part .of 

the personnel officer's duties. He is responsible for the 

execution of a performance rating plan for all employees in 

the State" 

Further duties of the personnel officer include on-the

site classification audits as required by regulations of the 

Civil Service Commission to insure compliance with the 

requirements of the classification laws, assistance of super

visory personnel in preparation of the actual write-up of 

these position descriptions, determination of the proper 

classification of positions in accordance with the class 

specificationj recommendations to the State Administrative 

Officer for such classification and periodic inspections to 

obtain information to keep classification current. 

The first phase of the chain of command is as follows: 

the Secretary of Agriculture refers the program together with 

his instructions to the departmental Office of Personnel o 

The Director of Personnel refers the program to the par~icular 

division concerned. This division outlines the policy for 

the various agencies of the Department of Agriculture. Once 

outlined the policy is sent back to the Secretary of Agricul

ture for his approval. 

The second phase in the chain of command is within the 

national office of the Soil Conservat ion Service. Upon 

receipt of the program from the Secretary of Agriculture, the 
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Administrator of the Soil Conservation Service gives the 

program to the Assistant Administrator for Management who 

refers it to the Personnel Management Division. The Person

nel Management Division Director assigns the program to the 

proper functional branch to outline the policy for the Soil 

Conservation Service. Once outlined the policy is sent by 

the Personnel Management Division Director to the Assistant 

Administrator for Management. 

The third phase in the line of command is at the field 

office levelo The State Conservationist recei-ves the policy 

from the Assistant Administrator for Management of the Soil 

Conservation Service and refers it to the State Administra

tive Officero The latter officer gives the program to the 

personnel officer of the state office to put into effect. 

The above line of command is not always followed. In 

actual practice the following deviations often occur. The 

Director of Personnel of the United States Department of 

Agriculture may act in behalf of the Secretary of Agriculture 

and refer the policy to the departmental agencies. Also the 

Personnel Management Division Director of the Soil Conserva

tion Service may act in behalf of the Assistant Administrator 

for Management of the Soil Conservation Service and send the 

policy directly to the State Conservationisto There the State 

Conservationist may by-pass the State Administrative Officer 

and forward the policy to the State Personnel Officer. 



CHAPTER II 

INCENTIVE AWARDS PROGRAM 

It has been found advisable to adopt some systematic 

method whereby workers are encouraged to express their ideas 

and receive rewards. A system which has been adopted shows 

that a reservoir of ideas may be tappedo These ideas are 

often of real value for improving both work processes and 

working conditions. Such contributions, when recognized and 

given due recognition, will add to the workers' sense of 

partnership and belongingness.l 

A suggestion and incentive awards plan has other advan

tages to be secured from its operation. The plan will offer 

(1) advantages in improved efficiency arising from the appli

cation of suggestions, (2) advantages in improved morale by 

the creation of new interest on the part of employees in 

their work, (3) advantages in recognizing ability and poten

tial leadership, and (4) the advantage of a valuable training 

and educa tional medium which teaches employees what consti

tutes advantageous change. Such a plan is of value only if 

it induces employee cooperation and participation. It is 

necessary to make clear to employees that their suggestions 

lwilliam Eo Mosher, J. Donald Kingsley, and o. Glenn 
Stahl, Public Personnel Administration (3rd ed., New York, 
1950), p. 299. 
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are seriously desired, that each suggestion is accorded care

ful attention, and that appropriate recognition is given for 

suggestions.2 

The original suggestion and incentive award program for 

federal employees was a typical suggestion box system. The 

program failed because of the lack of employee participation. 

There was no form of recognition given other than a step 

increase in salary. The monetary benefit was the same regard

less of the nature and extent of the suggestiono 

The present suggestion and incentive award program is 

based upon Title III of Public Law 763, 83rd Congress, 

ap~roved September 1, 1954;3 the pertinent regulations and 

instructions issued by the Civil Service Commission; and the 

regulations of the United States Department of Agriculture. 

All employees paid from federal funds, regardless of 

grade and classification, are eligible to receive awards. 

Each individual is encouraged by his supervisor and by Soil 

Conservation Service letters and publications to submit any 

contribution or suggestion that might save time and money or 

improve public service, efficiency, morale, and safety. 

The employee is constantly reminded by publications that he 

has a part to play in management and a duty to share his 

suggestion with his fellow employees. Handbooks are given to 

2Ibid., pp. 299-300. 

3u . §o Statutes at Large, Vol. LXVIII, (1954), p. 1112. 



all employees in order that they may know their rights and 

the correct procedures to follow when making contributions. 

11 

There are several kinds of awards that may be given to 

employees of the Soil Conservation Service for suggestions 

or exceptional employee performance. Cash awards are given 

for adopted suggestions of an idea, device, procedure, tech

nique, method or system which result in money saving or 

important improvements in operations. Cash awards are also 

granted for the development of an invention. Honor awards 

are given for (1) sustained above average work performance 

such as the productivity of a unit which is held at a high 

level through several years, (2) performance which involves 

t~e overcoming of exceptional or unusual difficulties such as 

the ability of an employee to sell the program of soil con

servat i on to the farmers of a given area, and (3) supervisors 

who have done an outstanding job of motivating the interest 

and participation of their employees in management improve

ment . 4 The types of honor awards which may be given under 

the program are the Presidential Award, the Department of 

Agriculture Distinguished Service Award, the Department of 

Agriculture Superior Service Award, the Soil Conservation 

Citation, Length of Service Award, Safety Awards, and Letters 

of Commendation.5 

4united States Department of Agriculture, Soil Conser
vation Service, Incentive Awards Handbook (Washington, 1955), 
p. 3. 

5 Ibid., p. 7. 
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An employee is eligible to receive a cash award for any 

suggestion which results in tangible savingso Similarly, he 

may receive a cash award for exceptional performance which 

results in intangible benefits. 

The cash award for tangible savings is normally based 

upon the net monetary savings for the first full year of 

operation following the adoption of the suggestiono The 

amount of the award is determined in accordance with estab

lished provisionso A cash award of $10 is given to an 

employee if his suggestion .or invention has resulted in a 

saving of $200 during the first full year of operation. When 

the savings are from $201 to $1,000 the employee receives 

$10 for the first $200 in savings and $5 for each additional 

$100 or fraction thereof u.p to the maximum of $1,000o When 

the savings are from $1,001 to $10,000 the employee receives 

$50 for the first $1,000 in savings and $5 for each additional 

$200 or fraction thereof up to the maximum of $10,000o When 

the savings are from $10 7001 to $100,000 the employee receives 

$275 for the first $10,000 in savings and $5 for each 

additional $1,000 or fraction thereof up to the maximum of 

$100,000o When the savings are $100,001 or more the employee 

receives $725 for the first $100,000 and $5 for each addi

tional $5,000 or fraction,thereofo 6 Higher awards may be 

given when the table does not provide an adequate basis for 

determining the cash award or when a unit 0 s contribution 

does not provide a cash award o~$10 to each individual who 
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participatedo Whenever feasible the amount is determined by 

the tableo The award received is based upon the savings 

realized by the local unit or if the suggestion can be used 

within the agency, the service, the department, or other 

departments of the government the award is determined from 

the tangible savings of all units that put the suggestion or 

invention into operationo 

Cash awards for intangible benefits may be received by . 
i 

an employee for suggestions, work improvements, inventions, 

or work performance that result in improved working condi

tions, employee morale, safety, or better service to the 

public. The amount of cash awards for employee contributions 

is determined on the basis of the resulting benefit to opera

tions after full consideration of such factors as (l) the 

extent and scope of application, (2) the significance of the 

contribution, and (3) the importance of the activity or 

operation which is effected by the contributiono7 An employee 

contribution may apply to only one work unit or to several 

work unitso If only one work unit benefits in a limited way 

and the effect on operations is small~ the award will not be 

as much as contributions which affect a large group of employ

ees and whieh results in a major change in operationso 

The above factors determine how intangible benefits 

are evaluatedo Once evaluated the award which the employee 

receives is taken from a table which classifies the value 
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of employee contributionso8 The table applies in nearly 

every caseo In the event the table does not apply, the amount 

which is arbitrarily set by the State Awards Committee must 

be fully explained to the State Conservationist. 

The table for evaluating intangible benefits is broken 

down on a "limited" value of benefits or "moderate" value of 

benefits and by the number of organizational units affectedo 

If the value of the benefit is determined by the State Awards 

Committee as 11 limited0 , the award received is (1) $10 to $15 

for a small organizational unit, a work unit of one to six 

employees, (2) $15 to $25 if two to fifteen organizational 

units are affected, an area or field cartographic unit of 

twenty to forty employees, (3) $25 to $35 if fifteen to thi~ty 

organizational units are affected, a small state or several 

areas in a large state, (4) $35 to $50 if thirty to one hun

dred organizational units are affected, a medium size state 

or one hundred to three hundred employees, (5) $50 to $100 if 

one hundred to five hundred organizational units are affected, 

a large state or several small states or more than three 

hundred employees.9 

If the value of the benefit is determined as "moderate", 

the award received is (1) $15 to $25 for a small organiza

tional unit, a work unit of one to six employees, (2) $25 to 

$35 if two to fifteen organizational units are affected, an 

8 Ibido, p. 9. 

9Ibid. 
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area or field cartographic unit of twenty to forty employees, 

(3) $35 to $50 if fifteen to thirty organizational units are 

affected, a small state or several areas in a large state, 

(4) $50 to $100 if thirty to one hundred organizational units 

are affected, a medium size state or one hundred to three 

hundred employees, and (5) $100 to $300 if one hundred to 

five hundred organizational units are affected, a large state, 

several small states, or more than three hundred employees.lo 

The State Awards Committee uses the above scale when it 

awards intangible benefits to employees. The State Awards 

Committee has discretionary power to determine the value of 

intangible benefits up to and including $300. Any intangible 

award in excess of $300 will be determined and administered 

by the Department of Agriculture in accordance with the 

departmental award table. 

The criteria set forth by law, Civil Service Commission 

regulations, departmental regulationsj and the Soil Conser

vation Service regulations must be followed by the State 

Awards Committee if a cash award is involved. 

A suggestion submitted by an employee is considered 

adopted and eligible for a cash award when the suggestion is 

actually put into effect or if the State Awards Committee 

approves the suggestion. The State Conservationist has final 

authority for the implementation of the suggestion and for 

the granting of the award. In those instances where delay 
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is necessary an initial cash award is paid. This award is 

based upon a conservative estimate of the anticipated value 

of the employee vs contribution. When the actual value has 

been determined 1 the employee receives the rest of the amount 

due for his contribution. A suggestion must be adopted within 

a period of two years after its receipt by the State Awards 

Committee uuless special circumstances intervene. 

Employees may be recommended for an award based on sus

tained work performance. Such an award is usually recommended 

when supervisors assign a performance rating. 11 Superior work 

performance is a contribution of the employee above his job 

responsibilities and precludes anythi ng the employee is expected 

or required to do . The employee's record must show a high and 

continuous level of productivity over a given period of time. 12 

No more than one award, which is based solely on superior work 

performance, is granted to an employee within a twelve month 

period. The award covers a period of at least six months and 

is normally limited to the equivalent of a two step pay increase 

or $300, whichever i s smaller. These awards a r e not ordinar ily 

measured in tangible savings. The amount is usually determined 

on the basis of intangible benefits. 13 

11Employees do not need to be rated as outstanding to be 
eligible for an award because the qualifica tion for an out
standing rating is higher t han for sustained above average 
performance. 

12united States Department of Agriculture, Soi l Conserva
tion Service, Incentive Awards Handbook (Washington , 1955) 1 
p. 10. 

13Ibid.j P o 11. 
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Two cash awards for the same contribution are not given 

to an employee except when the actual first year savings are 

sufficiently greater than the estimate of savings on whi ch 

the original award was based or when broader use is made of 

the contribution than that which was contemplated at the time 

of the original award. A supplementary award is then made. 

Group awards are made for a contribution if more than 

one employee has had a part in the suggesti on. Cash awards 

are made in equal shares or according to the contribution of 

each member of the group. The total award is generally the 

amount authorized for that type of award if made to one 

individual. When the individual share is less than $10 the 

total may be increased sufficiently to provide a minimum of 

$10 for each employee who contributes to the suggestion. 

The State Awards Committee has this discretionary power. 

Employees may receive a cash award and a departmenta l 

or agency honor award for the same suggestion, special act, 

or superior work performance. Justification for the honor 

award may be used as documentation for the cash award but 

the cash award must be given to the employee before the 

honor award is presented to him. 

Two awards will not be granted for duplicate suggestions 

which propose substant i ally the same solution to the same 

problem at the same place or for the same area. Suggestions 

whi ch propose similar solutions to the same problem in two 

different areas are not necessarily duplicate suggest i ons, 

since each suggestion is used or proposed for a different 
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area. Each employee is then paid a cash award on the basis 

of tangible or intangible benefits to his area. If the sug

gestion is applied state-wide or to a larger area, the 

additional award, if any, is divided among the employees if 

they submitted the suggestion simultaneously, or to the 

employee who first submitted his idea to the State Awards 

Committee. In the event a second suggestion makes a separate 

contribution or contributes toward the adoption of the ori-

ginal suggestion, the employee is entitled to an award 

proportionate to his contribution.14 

The immediate supervisor of the employee normally sub-

mits recommendations of superior work performance for cash 

awards; however, recommendations may also be submitted by 

any employee who is able to document the proposal. The rec

ommendation must be submitted within six months following 

the completion of the period of performance or the special 

act on which the award is to be basedo Cash awards for 

superior work performance are carefully considered. To be 

eligible the employee must have an outstanding record. 

Suggestions are submitted by the employee to his imme

diate supervisor on form SCS 228. A memorandum is acceptable 

but the suggestion will carry more weight if it is approved 

by the employee's supervisor. Supervisors may review the 

proposal of their employees, add their comments if they so 

desire, approve the use of the proposal within their work 

area if it is within their authority to do so, and send the 

14Ibiq., p. 12. 



proposal to the State Awards Committee with or without 

recommendation. 
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The State Awards Committee processes the employee's 

suggestion and acknowledges submission of the suggestion by 

notifying the employee of its receipt. An investigation is 

made by the Committee's secretary or by one of the Committee 

members. This person is given authority to review suggestions 

and to seek the advice of technicians. A suggestion concern

ing engineering is reviewed by the State Engineer. The 

investigation by the State Awards Committee includes the 

obtaining of additional information from state field offices 

for honor award recommendations, preparation of three copies 

of appraisal form SCS 227 for proposals which involve cash 

awards, and trying out suggestions and assembling data on mon

etary savings. A good preliminary investigation enables the 

State Awards Committee to make its recommendation for adoption, 

rejection, or further study without undue discussion or delay. 

Employees are told how their suggestions are being handled if 

the investigation can not be completed within thirty days . 

After the investigators have gathered the needed infor

mation? the State Awards Committee reviews and appraises the 

proposal. The Committee forwards its recommendation to the 

State Conservationist, and designates the amount of cash 

award. If the recommendation is for rejection, the committee 

prepares a letter which explains in detail the reason for the 

rejection. This letter is sent by the State Conservationist 

to the employee. 
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If the employee's proposal is rejected he may request 

reconsideration. A written statement which sets forth the 

reason for requesting reconsideration is made by the employee 

and is submitted to the State Awards Committee. The Com-

mittee may reopen a case if new information is submitted or 

if it believes that the previous data was inadequately con

sidered. There is no further appeal for the employee. 

All cash award recommendations are reviewed for possible 

honorary recognition. 

The final approval of cash awards up to $300 is made by 

the State Conservationist for employees under his supervision. 

Recommendations for all awards over $300 must be submitted 

through the national office of the Soil Conservation Service 

to the Department of Agriculture for approvalo The Washing

ton Awards Committee determines the amount of the cash award 

and makes the appropriate honor award if the proposal deserves 

both types of awards. 

The second type of award the employee may receive is an 

honor award . Honor awards are the Presidential Award, the 

Department of Agriculture Distinguished Service Award, the 

Department of Agriculture Superior Service Award, the Soil 

Conservation Service Citation, the Length of Service Award, 

Safety Award, and Letters of Commendation.15 

The Department of Agriculture Distinguished Service 

Award, the Department's highest honor award, is an individual 

15rbid., pp . 12-16. 
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citation or unit citationo Individuals r eceive a gold medal, 

a certificate, and a gold 1 apel e·mblem. A unit or group of 

employees receive a gold medal and a plaque which iderttifies 

the unit and briefly describes the achievement of the unit.16 

Any employee whose achievements constitute a notably 

outstanding contribution to agriculture and to public service 

is eligible for consideration for the Distinguished Service 

·Awardo An example of this type of achievement would be out

standing leadership in soil and water conservation research 

which advances agriculture nationally or internationally. 

Two or more employees may each receive this award if the 

outstanding contribution to agriculture and to public service 

is a team project or organizational unit projecto Achieve

ments which are considered for the Distinguished Service 

Award but are passed over by the Washington Awards Committee 

are considered for the Superior Service Award. 

In addition to outstanding contribution to agriculture 

and public service, achievements which are considered for 

Distinguished Service Awards include major contributions to 

science, outstanding skill in public administration, distin

guished authorship, notably creative service and heroic 

action. 17 These are the contributions which constitute out-

standing accomplishmentso 

16Ibido, p. 12. 

17Ibid. 
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The second highest Departmental award is the Department 

of Agriculture Superior Service Award. It may be received 

by an individual or by a unit. Individuals who receive the 

Superior Service Award are given a silver medal, a certifi

cate, and a silver lapel emblem. A unit or group of employees 

who qualify for the Superior Service Award receive a silver 

medal and a plaque which identifies the unit and briefly 

describes the achievement. 18 

An employee who has performed service of unusual value 

is eligible for consideration for the Superior Service Award . 

Such service might include meritorious authorship, initiation 

of a suggestion or of work methods that result in important 

savings in money~ time, materials, personnel, or equipment. 

Similarly, a service which results in improved employee 

morale or work performance may be considered for this award .19 

Two or more employees may receive a unit citation for an 

achievement which results from their teamwork or unit project . 

Nominees who fail to qualify for this award are considered 

for the Soil Conservation Service Citation. 

The employee or group of employees is nominated for the 

Department of Agriculture Distinguished Service Award or 

Superior Service Award by the State Awards Committee. The 

Committee forwards recommendation for these awards to the 

Washington Awards Committee by January 1st of each year. 

18Ibid., p. 13. 

19Ibid. 
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Any employee may recommend another employee or group of 

employees to the State Awards Committee. Nominations by the 

State Awards Committee are approved or rejected by the Wash

ington Awards Committee. 

Another type of award or recognition is the Length of 

Service Awardo Any employee who completes ten or more years 

of service with the Department of Agriculture is deemed to be 

worthy of an appropriate Length of Service Award. The award 

consists of a miniature shield and a certificateo The shield 

has an enamel panel of green for ten years of service, white 

for twenty years of service, red for thirty years of service, 

blue for forty years of service, and gold for fifty years of 

serviceo Recipients of the Length of Service Awards are 

eligible for a Soil Conservation Service Citation when the 

work performed during the award period has been especially 

meritorious. 

Another honor award that an employee may receive is the 

Presidential Awardo This award is administered by the Civil 

Service Commission and is granted as a cash or honorary award 

by the President of the United States for contributions of 

unusually distinctive character or very wide-spread benefits o 

This award is the highest honor a civilian employee may 

receive and it may be granted in addition to the departmental 

honor awards. 

Employees or groups of employees whose achievements 

warrant service-wide or state-wide recognition are given a 

certificate of merit which is the Soil Conservation Service 
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Citation. The award is made for any contribution which 

advances the service program of soil and water conservation. 

Any employee or supervisor at any time may nominate an 

individual or group of individuals for the Soil Conservation 

Service Citation to the State Awards Committee. The State 

Awards Committee may then recommend that the individual or 

group of employees be recognized by the State Conservationist 

or by the Soil Conservation Service Administrator, depending 

upon the scope and importance of the achievement being recog

nized. If the achievement affects only a small segment of 

the service the award will be made by the State Conserva

tionist. In the event the achievement affects a major 

portion or all of the service, the State Conservationist 

requests that the Administrator of the Soil Conservation 

Service award the Soil Conservation Service Citation. The 

Admi nistrator will approve deserving nominations~ sign the 

certificates and return them to the appropriate headquarters 

for presentation to the employee or group of employees. 20 

Safety Awards are made for outstanding safety records 

of employees and units. The award depends upon the signi

ficance of the employee's or unit~s record. Three types of 

safety awards are given. These are individual safe driving 

awards, unit safe driving awards, and unit awards for no 

disabling injuries. 
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Individual and unit safe driving awards are given for 

the operation of vehicles without an accident for two thousand 

or more miles each year. The award consists of a safe driving 

card and is made for five, ten, fifteen, and twenty year 

records. The individual or unit must have five accident-free 

years for the first award. At the close of each five year 

interval thereafter, that is accident free, the employee or 

unit receives another card for the appropriate number of safe 

driving years. Any accident which can be prevented by defen

sive driving prevents the driver from being eligible to couht 

that year as a safe driving year. Ir the accident occurred 

in the third year or before, the driver l~ses any previous 

year or years of credit and he must start again toward 

eligibility for a five year saf driVihg o~rd; how var, the 

employee who has three or more continuous safe driving years 

and who has an accident in the fourth or fifth year do not 

lose credit for the previous thr e or more ye re. The 

employee ~o snot h v to t rt gain tow-rd building h1 

eligibility. He only loe a th y ar tn whioh th aoo1daht 

oocurred, Reooros are kept bl tha Personnel Oftioer and safe 

driving cards are issued when dUeo Any question concerning 

loss of eligibility is settlea by the State Awards Committee 

and their decision is final. 

Unit awards for operation withbut disabling injuries 

are made on a yearly basis . Any employee accident r egardless 

of the cause results in the unit losing its eligibility. This 

applies to accidents while on duty ana not to accidents which 
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occu~ off duty. The records are kept by the Personnel Officer 

and awards are issued when they are due. 

Letters of Commendation are given to employees who 

deserve recognition for meritorious job performance but who 

do :not qualify for the honor or cash awards. Letters of - Com

mendation may be given for devotion to duty or for the 

performance of extra duties. They are also given when an 

employee receives a cash or honor award. All supervisors 

have the authority and responsibility to use this method of 

recognizing deserving employee performance. The supervisor 

may write the letter or he may recommend that it be written 

at any level of administration. Copies of all Letters of 

Commendation are filed in the official employee personnel 

folder in the state office and are sent to the Washington 

Personnel Management Division of the Soil Conservation Service. 

The State Awards Committee is composed of ten members. 

The chairman is the Deputy State Conservationist. The secre

tary is the State Administrative Assistant for Personnel. 

The other members are the State Administrative Officer, the 

Assistant State Administrative Officer, the State Engineer, 

the State Soil Scientist, the State Soil Conservationist, the 

Assistant State Conservationist, and two other Administrative 

Assistants. A quorum of the committee is four. 21 

In the past year, six cash awards have been conferred by 

the State Conservationist. One award was $275 for the 

21Tom Abshure, Personal Interview, Stillwater, Oklahoma, 
June 18, 1956. 
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suggestion of work improvement methods. The other five 

awards were $135 and all were granted for sustained work 

performance. One of these awards was for outstanding per

formance of duties by starting a pasture seed program. One 

award was for an informational program that receives wide 

non-governmental publication. Another award was for increased 

conservation practices in a work area.22 

Two additional suggestions which the State Awards Com

mittee believes should receive more than $300 are under study 

by the Washington Awards Committee. One employee invented a 

core drill device that is fastened on the back of a pick-up 

truck and is used for taking soil samples. It is believed 

that other agencies within the Department of Agriculture and 

other Federal Departments can use this invention. It is a 

time and money saving device in taking soil samples on large 

farms and ranches.23 

Three suggestions have been rejected by the State Awards 

Committee in the past year. 

The honor awards made to employees in the past year 

include eight Soil Conservation Service Citations, eighty 

Length of Service Awards, and thirty Letters of Commendation. 

Two hundred eighty-five safety awards were given. Ninety-nine 

of these were individual safe driving cards, eighty-seven 

were unit safe driving cards, and ninety-nine were for units 

22Ibid. 

23rbid. 



with no disabling injuries. No ~residential. Awards,. Dis

tinguished Service Awards, or Superior Service Awards have 

been given.21+ 

Normally around fifty per cent of all employee sugges

tions are approved and placed in operation. Approximately 

eighty per cent of all employees nominated for honor awards 

are approvedo 

28 

Inasmuch as the present awards system is new, nc,·sta.;;; 

tistics are available to compare the operation of the 

system in Oklahoma with other state offices. The number of 

suggestions submitted in the past year was smaller than 

expected by the Oklahoma office. Honor awards were higher 

than anticipatea.25 

It is realized that there is room for improvement and 

the program is' receiving ,more publieity and striving to 

encourage employee contributionso 

2l+Ibid. 

2 5Ibido 



CHAPTER III 

GRIEVANCES 

The assumption is that civil service employees are 

furnished protections, benefits, and advantages superior to 

those enjoyed by employees of private industrieso Civil ser

vice employees are given job status and security by law and 

are afforded a maximum of legal protection. Because of these 

factors it might be assumed that the civil service employee 

is happy and has no grievanceso The fact remains that even 

under a system of legal job security, employees become upset 

or dissatisfied about a variety of things. Whether well or 

ill founded, grievances undermine morale. If an employee 

feels he is being abused, his attention and interest in his 

work will decrease.l 

Dissatisfactions develop within any group of employees. 

These dissatisfactions may be the result of misunderstandings, 

jealousy, or working conditions. In some instances discontent

ment can be discovered and remedied by the supervisors. In 

other instances some plan must be adopted whereby grievances 

can be dealt with promptly and adequately. This is the pur-

pose of a system for handling grievances. It is desirable 

1John M. Pfiffner The Supervision of Personnel (New 
York, 1951), pp. 364-366~.~ 

29 
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that a uniform system of practices and procedures be known and 

followed. Such a system should be fair, orderly, ~nd expedi

tious in handling grievances. The importance of the syst em is 

not its frequent use, but the fact that it is available for 

employees to USeo2 

The employees in the state office of the Oklahoma Soil 

·Conservation Service are provided an orderly procedure for the 

adjudication of their problems, complaints, and grievanceSo 

This procedure is standard throughout the Federal Serviceo 

The authority necessary for the establishment of this uniform 

procedure was granted by Executive Order Number 9830, dated 

February 24, 1947. This Executive Order fixed the responsi

bility for the establishment of uniform procedure in the 

settlement of grievances with the Director of Personnel subject 

to the approval of the head of the agency and the Civil Service 

Commission.3 The program of the Soil Conservation Service is 

based on these rules and regulations. 

The employee is encouraged to give frank informal 

expression of his complaints. Supervisors, whenever possible, 

adjust employees' grievances promptly and satisfactorily; and 

there is maintained a system whereby an employee may appeal 

his grievance. All employees are privileged to use this 

machinery. They may appeal any matter coming within the 

2william E. Mosher, J. Donald Kingsley, and o. Glenn 
Stahl, Public Personnel Administration (3rd edo, New York, 
1950), pp. 313-316. 

3united States Department of Agriculture, Administrative 
Regulations, Title 8 - Personnel (Washington, 1955), p. 646. 
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administrative discretion of officials. Problems, complaints, 

and grievances that are appealable under this procedure may 

involve, among other things, (1) working conditions, (2) 

interpretation on application of rules and regulation or 

decisions, or (3) unfair treatment, including coercion, 

restraint, or reprisalo4 

Problems, complaints, and grievances which may result 

from working condit i ons include unsanitary surroundings which 

would be injurious to the health and safety of the employeeo 

Inadequate ventilation, inadequate lighting facilities, and 

broken equipment constitute working condition~ which the 

employee is entitled to call to the attention of higher super

visors and, if necessary, lodge a formal grievance to the 

proper authority. 

A typical grievance cause which may result from 

interpretation on application of rules and regulations or 

decisions is misassignments of dutyo The employeees position 

classification tells the duties and responsibilities of each 

employee and to be given duties outside this description would 

be a grievance cause. Supervisors may give the employee 

inadequate instructions by withholding information and the 

results of this action may be unfavorable to the employee, 

and could result in dismissal action being started against 

the employee. Before or after dismissal has been completed 

the employee has the right and duty to lodge a grievance 
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through the appropriate channelso Another action of super

visors which coulo result in a grievance problem would be the 

failure of the supervisor to listen to both sides of an argu

mento The failure may cause an employee to suffer unwarranted 

disciplinary action. Employees are protected from the arbi-

trary abuse of supervisors who give unwarranted disciplinary 

actione There must be just cause and evidence . to warrant 

discipline procedures and the punishment must be according to 

the rules, regulations and laws relative to punishmento Dis

ciplinary action against one employee may not be greater than 

that of another employee who has committed the same infraction 

of the rules, all other circumstances being the same.5 

·Typical grievance causes which may result from unfair 

treatment are coercion, restraint, or reprisals. Unexplained 

selection from outside the agency when an employee within the 

agency is qualified for the position through promotion would 

be unfair treatment and the consequence of this treatment 

would give the employee just grounds for a grievanceo This 

action may be a misunderstanding; but it may be in the form 

of a reprisal and the supervisor must show just cause for the 

action takeno An employee may be blamed for some action or 

duty for which he was not responsible or required to doo This 

would be another cause for grievanceso Failure to give credit 

for improvements made by an employee is another reason that a 

5Tom Abshure, Personal Interview, Stillwater, Oklahoma, 
June 4, 1956. 
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grievance may be lodged and appealed through channelso. An 

employee may be the su'\Jject of favoritism and such action may 

be cause for grievances from other employeeso Another just 

cause for which employees may lodge grievances would be unwar

ranted disciplinary action. This action may be a coercive a~t 

of' some official who inflicts more punishment than the law or 

rules and regulations provideo Such actions give the employee 

the right to lodge a grievance, and failure on the part of the 

immediate supervisor to take corrective action would give the 

,employee the right to appeal his grievance through formal 

channels.6 

Grievance$ can be adjusted by either an informal discussion 

and adjustment or by a formal appeal and adjustment. 

The informal appeal is as follows. Whenever any employee 

feels he has a problem, complaint, or grievance, he is free to 

request an interview with his supervisoro Employees and 

supervisors are expected to exhaust every administrative 

device to settle grievances by the informal discussion and 

adjustment methodo In the interest of uniform procedures and 

rapid settlement, employees present their problems, complaints, 

or grievances through regular supervisory channelso First, the 

employee presents his grievance to his immediate supervisor" 

If the employee fails to settle the problem at this level, he 

goes to the unit head, then to the section head, and then to 

6rbid. 
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the head of the agency or such representative as the head of 

the agency may designate for the purpose.7 

The head of the agency has ten working days from the date 

the employee brings his grievance to him in which to attempt 

a settlement. The head of the agency endeavors to adjudicate 

the grievance in order to minimize the need for formal 

procedure. 

At any stage of the informal procedure the employee may 

secure assistance from the Director of Personnel of the 

Department of Agriculture or the Personnel Officer of the 

Oklahoma Soil Conservation Service. 

If the employee feels that he has not secured prompt and 

satisfactory adjustment by the informal appeal procedure, he 

may initiate formal proceedingso He first appeals to the head 

of the agency to which he is assigned for a hearing before a 

board of appeals. The board of appeals consists of three 

members, one of whom is designated by the employeeo At the 

same time the employee applies for a formal hearing of his 

grievance, he submits the name of the board member whom he is 

entitled to designateo If he is unable to secure a board mem

ber he may write to the Director of Personnel of the Department 

of Agriculture for assistanceo The Director of Personnel will 

provide names of employees in the executive branch of the 

Federal Government who are available and who are qualified 

to serveo Notice of the appeal action of the employee is 

7united States Department of Agriculture, A%ministrative 
Regulations, Title 8 - Personnel (Washington, 19 5), p. 649. 
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presented in writingo The notice states as clearly as possi~le 

the issue or cause of action and the pertinent facts as they 

exist in the opinion of the employee. The head of the agency 

makes prompt acknowledgement of the receipt of such appeal 

action to the employee and a duplicate copy of the notice of 

appeal is promptly sent to the Director of Personnel. If the 

employee has not tried to settle his grievance by the informal 

procedure before making formal application for a hearingj the 

head of the agency has the opportunity to effect an adjustm~nt. 

He is granted ten working days from the date of receipt of the 

grievance; and he informs the Director of Personnel of any 

adjustment made or of the failure to effect an adjustment. 8 

When the head of the agency receives notice of appeal, 

he or his designated representative creates or organizes a 

board of three members to investigate the case, report find

ings of fact, and make recommendations for a decision. This 

board consists of a member named by the employee in his notice 

of appeal and of a member named by the head of the agency 

within five working days after receipt of the employeevs notice 

of appealo These two members agree upon a third member within 

ten working days after they have been chosen. If these two 

members are unable within the ten day period to agree upon a 

third member who is willing to serve on the board, the board 

is automatically dissolved, and the employee and the head of 

the agency concerned each appoints a different person as a 
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member within five working days after dissolution of the 

boardo If these two members are still unable to agree within 

ten working days on the third member of the board the two 

members notify the Director of Personnel who selects the 

third impartial member of the board.9 

The appeal boards have full authority pertaining to board 

procedureo All evidence received and considered by one mem

ber must be made available to all members of the board. All 

statements become part of the board hearings and there are 

no noff the record" statementso The evidence and documents 

used in the hearings are considered official and are not 

given to the employee or his representative. The complete 

file of the documents and evidence is kept and made available 

for review by the employee or his representative. This board 

hears all witnesses including those suggested by the employee 

in order to obtain a clear understanding of the facts. The 

hearing should be eonducted expeditiously and is held during 

the regular working hours of the agency. 

Within fifteen working days after its selection, the 

board reports its findings and makes recommendations which 

should be given careful consideration by the head of the 

agency in arriving at his decision. This decision must be 

made within ten working days after receipt of the findings 

of facts and recommendations from the appeal board. The 

employee is notified in writing of the decision of the head 

9Ibid., PPo 649-6530 



of the agency and a eopy of the decision is sent to the 

Director of Personnel of the Department of Agriculture 

together with a summary of the findings of the board.lo 

After the.decision has been rendered by the appeal 

board the employee may submit new evidence, if he has any, 
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to the Director of Personnelo The Director determines if the 

case is to be reopened on the original level and a new hear

ing heldo In instances where the case is reopened, the 

Director of Personnel may reconvene the original board or 

direct the organization of a new board. 

The employee may be dissatisfied with the recommendation 

of the appeal board and the decision of the head of the 

agency; or with the decision rendered after he had submitted 

new evidenceo The employee has the privilege to appeal the 

decision to the Director of Personnel of the Department of 

Agricultureo This machinery has been provided to insure a 

just and fair treatment of the employee and his grievaneeo 

The employee or his representative must make a written notice 

of the appeal of the decision. This written notice must 

contain a full statement of the reason for appeal and it must 

be filed in duplicate with the Director of Personnel within 

ten working days after the decision of the head of the agencyG 

The Diree:tor of Personnel' makes prompt acknowledgement of the 

receipt of the appeal to the employee and transmits the dup

licate copy of the notice of appeal to the head of the agencyo 
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When the Director of Personnel of the Department of 

Agriculture receives notice of appeal, he seeks by any and 

all means pos sible to obtain a prompt and satisfactory 

adjustment by the informal method; or he may decide the case 

on the basis of a thbrough examination of the written reports 

and records or secure such additional information as he deems 

necessaryo The Director may also order an investigation. 

After the Director of Personnel of the Department of 

Agric ulture has studied the written reports, records, and 

documents, he may decide to hold a new hearing. He then 

organizes a new impartial board of three members. This board 

consists of one member to be selected by the head of the 

agency concerned, one member by the employee, and one member 

to be selected by the Director of Personnel. This board is 

authorized to review the records in the case and investigate 

the factso The findings and recommendations of the board 

are submitted in writing to the Director of Personnel within 

fifteen working days after the board has been named. The 

Director studies the findings and recommendations of the 

board and submits his decision on the grievance in writing 

to the employee and to the head of the agency.11 

If the employee is still dissatisfied with the decision 

on his grievance, he may appeal in writing from the decision 

of the Director of Personnel to the Secretary of Agriculture 

within ten working days from the date of the Directorvs 

llunited States Department of Agriculture Office of 
Personnel, Employee Handbook (Washington, 1955j, p. 47. 
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decision. The Secretary of Agriculture studies the findings, 

reports, and records of the appeal board or boards. His 

decision may be on the basis of a thorough examination of 

these documents or he may order an investigation before he 

makes his decision. The decision of the Secretary of Agri

culture is final and there is no higher authority to which 

the employee may appeal typical grievances.12 

In typical grievances, problems, or complaints the 

employee concerned is held responsible for carrying out the 

appeals procedureo Each employee is notified of his rights 

and of the machinery available to him for solving his griev

ance, problem, or complaint. He has the right and privilege 

to seek advice and help from the personnel sectiono Besides 

this privilege, every employee is asked to cooperate with 

officials and fellow employees in assisting them by serving 

as members of appeal boards, witnesses before appeal boards, 

or employee representative before appeal boards when requested . 

With the exception of witnesses, individuals chosen to serve 

on appeal boards should be selected from employees who have 

not formulated a definite opinion regarding the caseo The 

individual chosen should request release from serving on the 

appeal board if he has formed a definite opinion. This 

includes any person who may have previously made an adminis

trative decision in connection with the case.13 

12rb1d. 

13Ibid. 



The appeal is dropped if the employee resigns or his 

appointment is terminated. 
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Travel expenses are authorized for employees whose 

presence is determined as necessary by the board in connection 

with these hearings. Travel expenses may be refused if appro

priations are not sufficient. All expenses that are authorized 

incident to travel or otherwise incurred in the board hearings 

are borne by the agency in which the appellant is employed. 

Expenses for personnel of other Federal Agencies or of persons 

not in the Federal Service who are called to participate in 

hearings cannot be legally incurred by the agency. The time 

spent on appeals is official duty and the employee connected 

with appeal hearings will be considered on duty. 

It is clearly understood that any employee is free from 

any and all restraint, interference, coercion, or reprisal 

on the part of his associates or supervisors in making any 

appeal, in serving as an employee 9 s representative, in serv

ing on an appeal board, in appearing as a witness before 

appeal boards, or in seeking information in accordance with the 

procedures of appeals. This applies before and after a problem, 

complaint, or grievance has been adjudicated. Should this be 

violated, it is brought to the attention of the Director of 

Personnel of the Department of Agriculture immediately by an 

employeeo An investigation is made and if it is found there 

has been any restraint, interference, or reprisal such dis

ciplinary measures as the facts warrant are taken.14 



There are certain causes for complaints, problems, or 

grievances which are adjudicated or settled in a different 
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appeal procedureo These other causes are problems, com

plaints, or grievances arising from discrimination, removals 

and reduction in force, performance ratings, and classifi-

cation appeals. Appeals of this nature have a different 

procedure established by lawo In addition to these the 

military service veteran has the right of further appeal to 

the Civil Service Commission on all grievances.15 

The procedure for the adjudication of complaints and 

grievances based on alleged discrimination on the grounds 

of race, color, religion, or national origin is the same as 

for typical grievances except there are more steps in this 

appeal machineryo The employee follows the regular super

visory channels in an effort to secure satisfaction by 

informal adjustmento Failure to adjust the grievance through 

these channels puts the problems into the hands of the Deputy 

Fair Employment Officer of the Department of Agricultureo He 

then tries to settle the complaint or grievance by informal 

adjustment. If he fails, the problem is referred to the 

Fair Employment Officer of the Department of Agricul ture __ o If 

the machinery for informal discussion and adjustment fails, 

the employee is informed of his rights and the procedure 

for formal appealo The machinery for board action on a 

grievance based on discrimination is started with the Fair 
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Employment Officer instead of the agency headc The complaint 

may then be appealed to the Secretary of Agriculture; and if 

the employee is still dissatisfied he may appeal to the Fair 

Employment Board of the Civil Service Commission. The 

decision of this board is fina1.l6 

Appeal for reduction in force and removals is made 

directly to the Civil Service Commission if any employee 

feels that proper procedures have not been followed.17 

The procedure for appealing of performance ratings is 

the same as for typical grievances except there is one more 

step in the appeal procedure for "unsatisfactory" rating 

appeals . An employee who is rated "unsatisfactory" must 

first use the administrative appeals procedure and if he is 

still dissatisfied he may appeal to the Board of Review of 

the Civil Service Commission. An employee who is rated 

nsatisfactory" may appeal for an "outstanding" rating . He 

may use the administrative appeals procedure or he may 

appeal directly to the Board of Review of the Civil Service 

Commissiono He may not use both appeal procedures. 18 

Classification appeals may be made by the employee when 

he feels that his position classification is in error or the 

16united States Civil Service Commission 9 Federal Per
sonnel Manual (Washingt on 9 1955) 9 pp. Z/2/5-Z/2/9c 

17united States Department of Agriculture Office of 
Personnel 9 Employee Handbook (Washington ~ 1956~, Po 45. 

18united States Department of Agriculture, Soil Conser
vation Servicej Administrative Procedures Manual (Washington, 
1955), Po 3o 



position is improperly describedo The appeal may be made 

through the employee 9 s supervisor or directly to the Direc

tor of Personnel of the Department of Agriculture or 

directly to the regional office of the United States Civil 

Service Commission. Further appeal may be made from the 

regional office to the national office of the United States 

Civil Service Commission ol9 

1+3 

Each employee at the state office has been informed of 

the appeal system and descriptive literature has been fur

nished to him. The employees have also been asked to bring 

all problems, complaints, or grievances to their immediate 

supervisor for an informal discussion and adjustment. The 

supervisors realize the necessity of settling small problems 

and welcome the opportunity to make necessary adjustments or 

to clear up items which trouble the employeeso The employees 

and supervisors have realized how much easier most matters 

can be settled when both work toward a solutiono The Per-

sonnel Section°s Staff is at all times open to employees to 

answer questions concerning their employment and to help them 

in any mattero It is realized that from time to time some 

problem, complaint , or grievance will be of the nature that 

it will take an appeal board to adjudicate the problemo How-

ever, the approach of the supervisors of the state office 

has kept formal appeals to a minimum. This attitude has been 

19united States Civil Service Commission, Federal Per
sonnel Manual (Washington, 1951+), p. P2-2. 



so favorably accepted that all grievances of typical cause 
. - -

and all but one grievance of other causes have been settled 
~· .. 

by the informal adjustment procedure in the last three 

yearse20 

20aenny Gibs·on, Personal Intex•view, Stillwater, Okla
homa, June~, 19560 
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CHAPTER IV 

RECREATIONAL AND PUBLICATIONS PROGRAM 

Recreational Program 

Leisure-time activities are provided for by a number of 

programs in the state office of the Oklahoma Soil Conservation 

Serviceo These programs are organized by members of the Soil 

Conservation Service and, in some instances, in cooperation 

with employees of other agencies of the Department of Agricul

ture~ These activities include a men's bowling team, USDA 

Womenus Club, an annual Christmas party, an Employeesu Club 9 

and on special occasions, honor parties for employees who are 

leaving the Service or who are getting marriedol 

The leisure-time activities are sponsored by the 

employees on their own initiative and completely financed by 

theme There is not a formal recreational program sponsored 

by the Soil Conservation Service. However, the State Con

servationist has given permission to employees to use the 

last thirty minutes of a work day for the purpose of planning 

a recreational activity.2 

lLenore Youngj Personal Interview, Stillwater, Oklahoma, 
June 11 3 1956. 

2Ibid. 
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One activity is the men's bowling team. This is the 

only form of physical recreation for men. Five members of 

the state office participate. The team is entered in the 

Stillwater, Oklahoma, bowling league and it is financed by 

the members. 

The women employees of the Soil Conservation Service 

have formed a USDA Women's Club in cooperation with the 

women employees of four other agricultural agencies.3 This 

club is financed and sponsored by the members. The activity 

provided is a monthly partyo There is no formal election of 

officers nor any regular dues. The women of each agency 

take turns providing the entertainment and refreshments for 

a party and they pay the cost. The entertainment is usually 

card games such as pitch, bridge, and canasta. 

On special occasions the women of the Soil Conservation 

Service give a dinner for employees who are leaving the Ser-

vice and a party for their fellow employees who marry. 

An activity which is financed by all of the employees 

is an Employeesv Club. The club is not for the purpose of 

recreation but to provide benevolent services of a small 

nature. The members elect officers who serve one year. The 

officers attend to the service in behalf of all members of 

the club. These services include the sending of flowers to 

employees in the hospital, the forwarding of office news to 

3The other agencies are the -Office ·of the General Counsel, 
Federal Crop Insurance Corporation, Farmers Home Administra
tion, and Agricultural Stabilization and Conservation Office. 



those who are ill, and help to employees when death strikes 

a member of the employee's family. These services are 
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financed from the twenty-five cents per mdnth dues which each 

member pays. The services provided are not in the nature of 

welfare or credit unions but are intended to provide a means 

of cheerfulness during times of sorrow.4 

Another activity in which all employees and their fam

ilies participate is the annual Christmas party. A committee 

is appointed by the employees to make all of the arrangements 

for the party and to inform the employees of refreshments 

that are neededo Each employee brings a share of the refresh-

ments. 

In the planning stage is another activity. This is an 

annual picnic for all employees. 

Many employees travel extensively and it is difficult 

to have regular planned activities on definite dates. Also, 

t he families and family chores demand a lot of the employees' 

time. Employees feel that outside activities such as 

churches, fraternal orders, and other entertainment activi

ties provide much of their recreation. The leisure-time 

activities sponsored by the employees are supplementary to 

outside activities and provide sufficient additional recre

ation to meet the needs of all employees. 

4Genny Gibson, Personal Interview, Stillwater, Oklahoma, 
June 8, 1956. 
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Publication Program 

A publication program based upon sound principles will 

help satisfy the basic emotional needs of employees. These 

principles are (1) the provision of essential information 

regarding the organizational policies and program, privi

leges, rights, and duties of employees, and (2) the provision 

of information about employees and their families. If these 

basic principles are followed the employee is more likely 

to develop an optimistic attitude toward his work and a 

belief that the work in which he is engaged is worth while. 

The publications should keep the employee well informed and 

help him to develop a sense of security within the group. 

Publications are an effective method of recognizing employee 

achievements. A sound publication program will aid in the 

development of morale, loyalty, and efficiency.5 

Employees in the state office of the Oklahoma Soil Con

servation Service are furnished written and published 

materials in the forms of books, pamphlets, and newsletters. 

The purposes of these forms of communication are (1) to 

inform the employees regarding policies and procedures which 

effect their rights and responsibilities, (2) to provide a 

means of conveying news concerning individual employees and 

their families, and (3) to present to employees messages 

5w. Brooke Graves, Public Administration in a Democratic 
Society (Boston, 1950), pp. 173-187. ~ -



from management on matters of current interest and impor

tance.6 

The source of authority for the publication of most 

handbooks and pamphlets is administrative discretion; except 

when some laws or Civil Service Commission regulations state 

that the agency must provide the media whereby employees are 

given certain provisions or ruleso The regulations of the 

Civil Service Commission state that the employing office will 

furnish all necessary publications to employees concerning 

their right to appeal grievances.? Also, some pamphlets are 

published by other agencies who are charged with the admin-

istration of a particular personnel program. One program of 

this nature is the disability compensation benefits of 

employees when injured while on the job. The Secretary of 

Labor has the responsibility to administer this program and 

to issue necessary pamphlets to the employing office. 8 

State office publications present standard information , 

infrequently changing information and information on contin

uous operations. The standard information includes such 

things as laws, rules, and regulations of personnel programs. 

This material is published in procedural manuals, employee 

6Lenore Young, Personal Interview, Stillwater, Oklahoma, 
June 8, 1956. 

?united States Department of Agriculture, Administrative 
Regulations, Title 8 - Personnel (Washington, 1950), p. 653. 

Bunited States Department of Labor, Regulations Govern
ing Administration of the Federal Employees Compensation Act 
Twashington, 1951),~.--;:-
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handbooks, and general government handbooks. It is usually 

given to employees during their orientation. The reports on 

continuous operations are given by the use of newsletters. 

The state office of the Oklahoma Soil Conservation Service 

publishes a newsletter once every month or six weeks. The 

United States Department of Agriculture publishes a depart

mental newsletter once every two weeks. Both of these 

newsletters contain personnel information, summaries of new 

policies and pending legislation, and general information 

concerning employees. 

The state office of the Oklahoma Soil Conservation 

Service furnishes an employee handbook and an information 

kit to every new employee. 

The employee handbook is published by the Office of 

Personnel of the United States Department of Agriculture. 

This book contains a brief history of the Department of 

Agriculture and its agencies. Also, it gives a summarization 

of legal and administrative provisions relative to qualifi

cations for employment, examination and appointment, class

ification and pay, training programs, performance ratings, 

promotion, hours of work and leave benefits, employee welfare 

programs, discipline and appeal procedures, and finally, 

separations and retirement. The handbook is fifty-four pages 

in length and is presented in readable fashion with large 

printed type~9 

9united States Department of Agriculture, Office of Per
sonnel, Employee Handbook (Washington, 1956), pp. 1-41. 
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The information kit contains material relative to the 

various phases of the personnel programs.10 This includes a 

pamphlet on the civil service appointment system, a pamphlet 

on the retirement program, a pamphlet on social security bene

fits, a service leaflet on the insurance program, and a 

service leaflet on unemployment compensation. The material 

furnished in this information kit briefly describes the con-

ditions, procedures, and benefits of these programs. 

The Department of Agriculture distributes a newsletter 

every two weeks. 11 Although this newsletter does not go to 

every employee, it is made available to everyone. A news

letter is placed in the mail of each section in the state 

office. An employee of the section reads the newsletter and 

gives it to a fellow worker. Included within the newsletter 

is information on bills passed or pending before Congress 

that will affect agriculture and departmental employees. 

There is also information concerning new procedures to be 

used, information on work of different agencies, and news of 

individuals who deserve recognition for achievements. 

The Oklahoma Soil Conservation Service publishes a news

letter monthly or once each six weeks which is made available 

to all employees. It is prepared by the personnel section 

lOThe titles of these publications are (1) Federal 
Civilian Employees: Your Unemployment Compensation, (2) Your 
Retirement System, (3) The Civil Service Appointment System, 
(4) Your Social Security, _and (5) Group Life Insurance for 
Federal Employees. 

11The title of the newsletter is USDA Employee News 
Bulletin. 
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under the direction of the Personnel Officero The material 

is chiefly personal and personnel information such as 

increased pay rates of certain employees, recognition or 

awards which have been granted, the names of employees who 

are retiring, the names and addresses of new employees, and 

information concerning changes in a program such as the 

issuance of new driving cards. A brief space is used to 

show a summary of pending bills that would be of interest to 

employees. The close of every newsletter is usually a short 

poem or "thought for the day". 



CHAPTER V 

EMPLOYEE INSURANCE PROGRAM 

In both private and public employment there is a 

definite trend for management to sponsor employee welfare 

activities. An employee insurance program is representa-

tive of this trend. 

The insurance program for employees in the state office 

of the Oklahoma Soil Conservation Service is based upon 

existing statutes and the pertinent regulations and instruc

tions issued by the Civil Service Commission. The types of 

insurance provided by this program are group life insurance, 

health insurance, and compensation insurance for work-connected 

injury and illness.l 

A group life insurance is provided to federal employees. 

This life insurance was made available at low cost by the 

Federal Employees' Group Life Insurance Act of 1954, Public 

Law 598. 2 

The insurance provided under Public Law 598 is term 

insurance. It builds no cash, loan, paid-up, or extended 

lunited States Civil Service Commission, Federal Per
sonnel Manual (Washington, 1954), p. I/3/3. 

2u. go Statutes at Large, Vol. LXVIII, (1954), p. 736 • 

. 53 
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insurance equities. The coverage of this insurance is not 

intended as a substitute for regular insurance policies which 

an employee purchases through private insurance companies. 

It is provided as a welfare benefit to give minimum, low cost 

protection for the employee. The group insurance provided by 

this plan is underwritten by a large number of private insur-

ance companies which write group insurance. 

The responsibility for administration of the Act is 

broken down to different levels. The Act provides that the 

overall responsibility for administration of the provisions 

rests with the Civil Service Commission. The Office of Fed-

eral Employees' Group Life Insurance was created to administer 

the insurance program on behalf of the insurance companies 

which underwrite the policies. The office has the responsi

bility of settling claims presented by employees.3 

Each federal agency has certain ministerial responsibil

ities in administering the insurance program. It is the 

Personnel Officer's responsibility to certify the eligibility 

of employees and to counsel and advise employees concerning 

the insurance program. Other responsibilities which the agency 

must perform include the withholding of premiums from the 

employee 1 s wages, the report and deposit of premiums, the main

tainance of insurance records and assistance to the claimants. 

3united States Civil Service Commission, Federal Per
sonnel Manual (Washington, 1951+), p. I/3/5. Hereafter the 
Office of Federal Employees~ Group Life Insurance will be 
referred to as OFEGLI. 
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All regular employees are covered by t his insurance 

program except those who are employed on a temporary, part

time, or intermittent basis. In the state office of the 

Oklahoma Soil Conservation Service all employees are eligible 

to participate . 4 

If he is not in the excluded group, an employee does 

not have to request that he be included in the insurance 

program for he is automatically covered with group life 

insurance the first day he is on pay status. An exception 

is made if the employeej on or before the date of employ

mentj files a waiver of life insurance coverage. During 

the placement interview the insurance program is explained 

and each new employee is given literature on the program. 

If the new employee does not desire to be insured 9 he may 

then file the waiver of life insurance coverage, standard 

form 53 . This form 9 properly executed , relieves the agency 

of withholding premiums for life insurance coverage.5 If 

the employee is already covered with insurance, he may with

draw from participation in the program by filing a waiver . 

When a waiver is filed by an insured employee his coverage 

stops at the end of the pay period in which the waiver is 

received by the employing office. 

41enore Young, Personal Interview, Stillwater, Oklahoma, 
June 7, 1956. 

5united States Civil Service Commission, Federal Per
sonnel Manual (Washington, 1954), p. I/3/8. 



Once a properly executed waiver becomes effective it 

remains in effect until cancelled, even though the employee 

may transfer to another agency or receive appointment after 

a break in service. If an employee is hired who has pre

viously worked for the Federal Government, the employing 

office must find out if the employee had waived his insur

ance coverage during his previous employment. If the 

employee has an uncancelled waiver from this employment, he 
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is not automatically insured. If the employee is not cer

tain, the deductions for insurance are made by the employing 

officeo If such an employee does not have a waiver filed, 

he is automatically insured, unless at this time he wishes 

to waive the insurance. In any case, the employee's state

ment is verified when his official personnel folder containing 

his insurance records is received. 6 

An employee who has waived his insurance coverage and 

who wishes to be reinsured may cancel his waiver by meeting 

certain conditions. He must be under the age of fifty on 

the date he requests insurance and at least one year must 

have elapsed between the effected date of his last waiver 

and the date of his request for insuranceo Also, he must 

furnish satisfactory medical evidence of insurabilityo All 

of these conditions must be met by the employee in order to 

cancel his waiver. The employee who meets these conditions 

6Ibid. 
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may fill out a Request for Insurance, Standard Form 510 The 

completed request is sent to the OFEGLI, which either author-
- -

izes insurance coverage or denies such coverage and informs 

the employing office of the action taken.7 

The Group Life Insurance policy provides the employee 

wi th two kinds of insurance during employment. These are 

life insurance and accidental death and dismemberment insur-

anceo The amount of insurance that is provided to an 

employee under age sixty-five is an amount equal to the cur

rent rate of his annual compensation if such rate is a multiple 

of $1,000o If not a multiple of $1,000 his insurance is the 

next higher $1,000. For example, an employee whose annual 

rate of compensation is exactly $3,000 is insured for $3,000. 

He has $3,000 of both life insurance and accidental death 

and dismemberment insurance. But, an employee whose annual 

compensation is $3,200 will be insured for $4,ooo. The 

employee may not elect to take insurance coverage for any 

other amount than that established on the basis of his 

annual salary .8 

The amount of insurance carried by an employee under 

sixty-five automatically changes whenever his annual compen

sation is increased or decreased by an amount sufficient to 

raise or lower his compensation to the next $1,000 bracket. 

For insurance purposes the change is deemed to occur on the 

7Ibid. 

8Ibid. Po I/3/10. 



date the change in salary is effective or the date the 

payroll change is approved. 
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After an employee reaches age sixty-five, the amount of 

his insurance will be reduced each month by two per cent of 

the amount he has on his sixty-fifth birthday. This reduc

tion continues until the amount reaches twenty-five per cent 

of his coverage on his sixty-fifth birthdayo After this 

there are no further reductions in the amount of his insur-

anceo The reduction is effective at midnight on the last day of 

each calendar month 7 and the first reduction is made at the 

end of the calendar month that follows the calendar month in 

which the sixty-fifth birthday falls.9 

Any change in the salary rate which occurs after the 

sixty-fifth birthday and after the employee has become insured 
I 

does not effect the amount of his insurance or reduction. 

The cost of the insurance is shared by the employee and 

by the Government as his employer. The employeevs share is 

two-thirds of the cost and it is withheld from his salary. 

The cost per $1,000 of insurance has been established as 

twenty-five cents per employee each biweekly pay period. The 

Governmentvs share is one-third and it is contributed from 

agency appropriations or other funds available for the payment 

of salaries. Withholdings must be made for each pay period 

an employee is insured and under age sixty-five and receives 

any salary. The amount to be withheld is always based on 

9rbid. 
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the amount of insurance last in force during the pay period. 

The full withholding amount must be made for each pay period 

even if the employee was in a pay status for only part of 

the pay period unless the amount of salary received is not 

enough to cover the withholding. In case the total salary 

is not sufficient, the total amount earned, less deductions 

for retirement or social security and income tax, must be 

withheld and applied as his insurance paymento Where the 

employee is in a non-pay status for an entire pay period, 

then no withholdings to cover that pay period will be made 

from future salary payment nor will the employee deposit the 

amount which would have been withheld if he had been in a 

pay status.lo 

The amount to be withheld is based on the amount of 

insurance last in force during a particular pay period. If 

an employee's annual compensation changes during a pay period, 

the withholdings must be based on the amount of insurance in 

force at the end of the pay period. 

An employee who is age sixty-five or over is insured 

without cost to himself and no withholdings are made from 

his salary. For an employee who attains the a ge of sixty

five insured, withholdings cease at the end of the pay period 

immediately preceding the one in which he reaches his sixty

fifth birthday.11 

lOibid., p. I/3/12. 

llibid., p. I/3/13. 
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The benefits that are payable under this insuranc~ program 

include payment of coverage for death or dismemberment losses. 

The conditions for payment of insurance benefits depend upon 

the employeeas loss occurred while insured, proper notice, and 

proof of claimo 

The total amount of the life insurance policy is payable 

in the event of the employee's death regardless of cause.12 

Payments under the Accidental Death and Dismemberment 

portion are conditionalo The benefits under this portion 

are payable if an employee receives bodily injuries solely 

through violent~ external, and accidental means; or if as a 

direct result of the bodily injuries the employee loses his 

life; or if there occurs loss of life, limb, or eyesight within 

ninety days after the accident. Loss of limb is defined as 

the loss of a hand or a foot severance at or above the wrist 

joint or ankle joint. Loss of sight, either in one eye or 

both eyes, must be total and permanent. 13 

The full amount of accidental death and dismemberment 

insurance is payable for loss of life. Half the amount of 

the insurance is payable for the loss of one limb or the 

sight of one eye, or the full amount for two or more such 

losses. 

For all losses which result from one accident, no more 

than the full amount of accidental death and dismemberment 

12Ibid . , p . I/3/18. 

13rbid. 
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insurance is payable. If a loss of one hand or one foot or 

sight of one eye occurs in a different accident after a pre

vious loss of any such member, the benefit payable for the 

subsequent loss is one-half the amount of the insurance. 

Otherwise, the payments for benefits from loss will not affect 

the amount of benefits payable for losses which result from 

any subsequent accident. 

There are certain exceptions for which payments for 

accidental death or dismemberment will not be made. These 

exceptions include intentional self-destruction, war, hernia, 

ptomaine or by bacterial infection.14 

The person or persons who receives the benefits from 

the insurance is the designated beneficiary; however, the 

employee does not need to name a beneficiary. An order of 

precedence is provided by the Federal Employees 0 Group Life 

Insurance Act which is followed if a beneficiary is not named. 

If there is no designated beneficiary surviving or if none 

has been named, the benefits are payable to (1) the employee's 

widow or widower, (2) the child or children in equal shares 

with the share of any deceased child distributed among the 

descendants of that child if death occurred after benefits 

started, (3) the parents in equal shares or the entire amount 

to the surviving parent, (4) the duly appointed executor or 

administrator of the employee 0 s estate, or (5) the next of kin 

under the laws of the state of domicile at the time of death.15 

14rbid. 

15Ibid., p. I/3/20. 



62 

If the employee wants to name a beneficiary or change 

the designation, he files a written notice, signed, and wit

nessed with the employing office. A witness to the designa

tion may not receive payment as a beneficiary. The employee 

does not need to secure consent from anyone to change his 

beneficiary. To be valid, a designation or change of bene

ficiary, must be received by the employing office before the 

employee's death. If the employee moves to another agency, 

or if he retires and is eligible for life insurance during 

retirement, or if the employee reacquires insurance after it 

has ceased for any reason, the designation of the beneficiary 

that was previously made is void. The employee must file a 

new form if benefits are to be payable to a designated bene

ficiary. 

If the employee names more than one beneficiary, their 

r espective interest in insurance benefits must be specified . 

If a designated beneficiary dies before the employee, his 

rights and interest to the benefits are automatically dis

continued. 

The beneficiary named by the employee as entitled to 

payment must make claim within one year after the employee ' s 

death. Failure to make claim during this period prohibits 

the designated beneficiary from receiving payment, unless he 

would be the one according to the order of precedence. Pay

ments are made according to the order of precedence when the 

beneficiary fails to file a claim. 



When the beneficiary or other survivor becomes entitled 

to receive death benefits, the claim must be filed with the 

OFEGLI before benefits will be paid. If the beneficiary 

desires, benefits will be paid in a lump sum or by install-

ments. The insured employee may not make advance arrangements 

for installment payments to beneficiary or other survivors. 

To receive payment of the death benefits the employee 0 s 

beneficiary must send in a claim with written proof of 

employee 0 s death and of the claimant 9 s right to benefits. All 

notices should go through the employee's personnel office 

before being sent to the OFEGLI. 

If the employee is involved in an accident which results 

in loss of life, limb, or eyesight, it must be reported within 

twenty days after the accident. Proof of the loss must be 

submitted within ninety days after the date of the loss; how

ever, if it is not possible to furnish this notice by the 

time specified, the requirement is met when the beneficiary 

has furnished the notice as soon as possible.16 

The OFEGLI has the right to have a physician examine 

the employee during the period he is claiming benefits for 

loss of limb or eyesight. It is also provided that the 

OFEGLI has the right to require an autopsy in the event of 

a claim for accidental death benefits, unless the autopsy 

is forbidden by state law. 

16Ibid., p. I/3/23. 
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The employee's entire insurance coverage stops, except 

after retirement, on (1) the date an employee is separated 

from service, (2) the date when a period of twelve months of 

continuous non-pay status ends, (3) the day immediately before 

the day indemnity coverage under the Servicemen 9 s Indemnity 

Act of 1951 is acquired, (4) the date of any other change in 

employment which results in loss of eligibility to be covered, 

(5) the last day of the pay period during which the employing 

office receives a waiver of insurance coverage, or (6) the 

date of termination of the Group Policy. Coverage is not 

discontinued after retirement if the employee is sixty-five 

or over with at least fifteen years of creditable service or 

because of disability. Life insurance, but not accidental 

death and dismemberment insurance, will be provided during 

retirement in accordance with the Group Policy. The amount 

of insurance and monthly reductions after the sixty-fifth 

birthday will be the same after retirement as if the employee 

had not retired.17 

Group Life Insurance may be converted to an individual 

policy by the employee if he applies for it within thirty

one days after discontinuance of the Group Policy. The 

policy received will not be term and will be for an amount 

equal to or less than that for which he was previously 

covered. If the employee should die during the thirty-one 

day period, a death benefit will be payable, subject to 

17Ibid., p. I/3/25. 
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proof in the usual manner. The amount to be paid will be the 

maximum amount for which the individual policy could have 

been issued. 

At the state office of the Oklahoma Soil Conservation 

Service all employees except three have insurance coverage 

under the Group Life Insurance program. These three have 

exercised their right to waive coverage.18 

Disability compensation has been provided by the Federal 

Employees' Compensation Act as amended in October, 1949. 

This Act provides compensation for deathj disability, and 

full medical care for duty-connected injuries or illness 

suffered by employees in the performance of their duties.19 

The administration of benefits provided by the Act is 

the responsibility of the Secretary of Labor through the 

Bureau of Employees' Compensation. 20 An employee injured at 

work must follow the rules and regulations of the Bureau in 

order to be eligible to receive the benefits provided by this 

Act. The employing office is instructed by the Bureau to 

inform all employees of their rights and responsibilities, 

and to make arrangements for immediate first aid for minor or 

emergency injury. The employees in the state office of the 

Oklahoma Soil Conservation Service have been given literature 

18Genny Gibson, Personal Interview, Stillwater, Oklahoma, 
June 7, 1956. 

19.JI. £• Statutes at Large, Vol. LXIII, (1949), p. 854. 

20ifereafter the Bureau of Employees' Compensation shall 
be referred to ~s Bureau. 



which explains the benefits and the procedure to follow~ A 

first aid station is maintained for emergency treatment and 

a list of approved physicians is made available to the 
21 employeeso 
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All personal injuries and diseases caused by the employ

ment are covered, except an injury or death caused by willful 

misconduct of the employee. Likewise, if intoxication of the 

injured employee is the cause of the injury or death no bene

fits will be paid. Severe penalties are incurred by anyone 

who accepts compensation benefits based upon a false claim. 

The penalty is a $2,000 fine or one year in jail or both. 

If the injury was sustained at work, the employee is 

entitled to first-aid and full medical care as needed for his 

injury, including hospitalization, without cost to himselfo 

The employee must use the government medical facilities and 

secure the services of an approved private physiciano If 

such help is not available, other arrangements are made so 

that the employee will receive the care he requires and still 

be covered by the Act. 

The employee is entitled to monetary benefits for any 

loss of wages or wage earning capacity due to disability 

from a work injury. The financial benefits received by an 

employee with no dependents is sixty-six and two-thirds per 

cent of his salary. The rate of financial benefits is 

increased to seventy-five per cent for periods of disability 

2lunited States Department of Labor, Regulations Govern
ing Administration of the Federal Employees' Compensation 
Act (Washington, 1951), p. 5. 
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when the employee has one or more dependentso Dependents 

recognized in disability cases include a wife, wholly depend

ent husband, unmarried child under eighteen years of age, 

and a wholly dependent parent. At the time disability begins, 

an injured employee may first use any sick and annual leave 

to his credit. This is at the employee 0 s discretion; and he 

may use any or all of his leave before he starts drawing 

disability compensation which begins after pay stops. If the 

disability period is less than twenty-two days, payment starts 

on the fourth day after pay stops. 22 

The least amount a disabled employee receives for a month 

of total disability is $112.50 unless his monthly pay rate 

is less. In that case he receives his full monthly rateo 

The most an employee may receive for a month of total dis

ability is $5250 The wage rates include amounts withheld 

for income tax and retirement purposes. If the period of 

disability is less than ninety calendar days, the compensation 

is computed by multiplying the employee 0 s daily wa ge rate by 

two-thirds, or if he has a dependent, by three-fourths. This 

figure is then multiplied by the number of work days for which 

he is eligible to draw compensation. Three days are deducted 

from eligible days when disability is twenty-one days or less. 

The three day waiting period is not deducted if permanent 

partial disability is involved or if the employee is disabled 

for twenty-one calendar days beyond the leave period. 23 

22Ibid., p. 6. 

23Ibid. 
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For periods of disability in excess of ninety calendar 

days, compensation is computed in terms of a standard fifty

two week year. The salary of annual employees is multiplied 

by two-thirds or three-fourths, dependent upon their depend

ency status, and the result is divided by fifty-two to 

determine their weekly compensation rateo For per diem 

workers the gross annual is figured by multiplying the daily 

rate by the number of days they would work and dividing the 

gross by fifty-two for the weekly compensation rateo 24 

If an employee is injured and able to return to workj 

but sustains a loss of earning capacity due to disability 

from his injury, he is paid for his loss of earning capacity 

for as long as the period may last, or he may be paid under 

a schedule for certain permanent disabilities. The rate of 

compensation is sixty-six and two-thirds per cent or seventy

five per cent of the loss of earning capacity in accordance 

with the number of dependents he has. 

Employees are provided a fixed amount of compensation 

for permanent partial and permanent .total disabilities. The 

amount and the length of time disability benefits will run 

is fixed by law. Permanent partial injuries are when an 

employee suffers one hundred per cent functional loss or 

dismemberment of certain bodily members. Benefits of this 

nature are in addition to other benefits receivedo Permanent 

total injuries are permanent total disability of both hands, 



both legs, or both eyes and other situations which the Bureau 

may determine as permanent total disability. In such cases, 

the benefits received continue for the remainder of the 

employee's life. 25 

The Bureau is authorized to arrange for vocational 

rehabilitation of an employee who is permanently disabled. He 

may be paid an additional compensation up to $50 per month 

for maintenance while he is undergoing an approved course of 

training. If disability is one hundred per cent loss of use 

of a major anatomical member and the employee continues to 

suffer loss of wage-earning capacity after attempting voca

tional rehabilitation, he may receive benefits in proportion 

to his loss of wage-earning capacity. 26 

If an employee dies as a result of work injury or 

disease, the family will be paid burial expenses up to $400. 

If death occurs away from duty station, the Bureau will pay 

transportation and casket cost from place of death to his 

home in addition to burial expenses. 27 

The employee's widow is also eligible to receive monthly 

compensation until she remarries or her death. If there are 

no other dependents, she receives forty-five per cent of his 

regular monthly pay not to exceed $525. This benefit also 

applies to surviving husbands provided they are wholly 

25Ibid., p. 22 . 

26Ibid. 

27Ibid., p. 8. 
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dependent upon their wife's income. If the employee is 

survived by a widow and unmarried children under age eighteen, 

the widow will receive forty per cent of the monthly pay and 

fifteen per cent for each child up to a maximum of seventy

five per cent of monthly pay for all dependents. If the 

children are sole dependents, the first child receives thirty

five per cent of the monthly pay and fifteen per cent is 

authori zed for each additional child up to seventy-five per 

cent for all dependents.28 

This Act is the exclusive remedy for injuries suffered 

by employees while at work. 

The health insurance that is available to employees in 

the state office of the Oklahoma Soil Conservation Service 

is Blue Cross and Blue Shield and it is optional insurance . 

Blue Cross offers contracts to individual members of the 

group o The coverage provides payment for hospitalization. 

Thi s covers room and board of a specified grade, general 

nursing, and certain extra services supplied by the hospital. 

Blue Shield operates similarly to Blue Cross in the f i eld of 

surgery and in-hospital medical care o The cost for this 

health insurance is wholly paid for by the employees who 

join the group . New employees may join any time within thirty 

days after appointment or they must wait until the group's 

anniversary dateo Responsibility for the administration of 

this health insurance program rests with the Blue Cross and 
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Blue Shield Corporationo The only responsibility of the 

employing office is the collection and payment of employee 

premiums. Twice a year, premiums are collected and forwarded 

to Blue Cross and Blue Shield. This action is a function of 

the personnel section within the agencyo This type of health 

insurance not only covers employees but also includes their 

dependentso In the state office fifteen employees have taken 

this insuranceo29 

29oenny Gibson, Personal Interview1 Stillwater, Oklahoma, 
June 7, 195o. 



CHAPTER VI 

UNIONIZATION 

The employment and working conditiqns of federal 

employees are established by acts of Congress, executive 

orders, and administrative rules and regulations. The right 

of civil servants to utilize industrial labor management 

techniques has been restricted by law in order to insure 

that the publ~c service is continued without interruptions. 

Despite this restriction federal employees have organized 

in order to improve their economic and social welfare. 

The position of the civil servant has made it difficult 

for him to be represented by a union. It was felt that there 

was no place for employee organizations and representation in 

the American public service. This attitude retarded the growth 

of unions and spread a fear of employee organizations. Through 

the years this attitude has been replaced somewhat with an 

attitude of toleration.l The so-called "gag" orders prohibited 

solicitation for pay increases and denied the right of 

employees to influep.ce in their own interest any legislation 

before Congress. These directives have been replaced with 

legislation which permits employees to organize and lobby. 

1William Eo Mosher, J. Donald Kingsley, and o. Glenn 
Stahl, Public Personnel Administration (3rd. ed., New York, 
1950), pp. 348-352. 
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The first favorable legislation ca~e about as the result 

of the demoralized conditions in the railway mail serviceo 

Although federal employees were prohibited to join organiza

tions or to act individually for their betterment, they did 

try. Employees appealed to Congress for more rights and 

better employment conditions. Strikes were used but with 

very little success. This activity drew the attention of 

some members of Congress. They became interested and inves-

tigated the condition of federal employees. The result of 

this investigation was the Lloyd-La Follette Act of 19120 2 

This Act was termed the most important legislation ever 

enacted for federal employees. The Lloyd-La Follette Act 

applied specifically to postal employees but by later inter

pretation the provisions of the Act were extended to all 

federal employees. The provisions of this Act granted the 

right to organize, the right of affiliation, and the right 

to lobby. Civil servants now have the right of membership 

in any society, association, club, or other form of organiza

tion that is not affiliated with any outside organization 

imposing an obligation or duty to strike against the United 

Stateso They may appeal to Congress for legislation which 

they favor or dislike. The Act also provides that employees 
I 

may not be removed or reduced in rank or compensation as a 

result of being a member of an employee organization. Mem

bership in a union is voluntary. 

2rbid. 



This Act did not give to federal employees the right 

of collective bargaining in the true sense of the term. 

Conditions of employment and working conditions are con

trolled by congressional acts and executive orders. 

Representatives of employees may appeal to Congress and to 

Administrators for certain changes in conditions; but the 

right to participate directly in negotiations does not belong 

to employee organizations. Therefore, the chief method used 

in sponsoring proposals by unions is representation before 

Congress. 

The most controversial and misunderstood aspect of the 

relationship of employee organizations to the public service 

is the question of the right to strike. At one time this 

aspect was of little concern in public service. The Federal 

Government had many existing laws by which employees could 

be prosecuted for striking other than outright prohibition 

of strikes by law.3 These existing statutes covered various 

actions but there were still loopholes. Also, the consti

tutions of nearly all employ~e unions contained provisions 

which denied the use of strikes to their members. Despite 

these restrictions, legislation to prevent strikes against 

the United States became effective in Public Law 419, passed 

by the 79th Congress in 1946. 4 This legislation was in the 

3The sections of the Criminal Code relating to obstruc
tion to the mails and to conspiracy against the government 
may be invoked to cover any organized walkout. 

4uo So Statutes at Large, Vol. LX, (1946), pp. 268-269. 



form of clauses attached to appropriation acts which required 

that no funds be used to pay the salaries of any employee who 

refused to sign an affadavit in which the employee stated 

that he did not belong to an organization asserting the right 

to strike against the United States. This action was prompted 

by the belief that the constitution of the United Public 

Workers of America departed from the traditional no-strike 

policy of other civil service unions. Legislation to prevent 

strikes of federal employees became stronger in 1947 by the 

passage of the Taft-Hartley Act, Public Law 101, of the 80th 

Congresso5 This Act made it unlawful for any employee with 

civil service status to participate in any strike against 

the United Stateso Any employee who does participate in a 

strike will be discharged immediately from his employment, 

lose his civil service status, and will not be eligible for 

reemployment for three years by the United States. 

Present legislation gives to civil service employees 

certain rights and certain restrictions. Employees have the 

right to organize, affiliate, and lobby. They are restricted 

in such activities as strikes, arbitrationj collective bar

gaining, and closed shops within any agency. Due to this 

legislation civil service unionism is today firmly entrenched 

in the United States. Several unions which represent federal 

employees have been organized. Some of these unions are 

affiliated with industrial union such as the American 

5uo S. Statutes at Large, Volo LXI, (1947), PPo 140-141. 
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Federation of Labor. Some unions are not affiliated with an 

industrial union. 

One union which represents federal employees is the 

non-affiliated National Federation of Federal Employees. 6 

This is the union which is available to employees in the state 

office of the Oklahoma Soil Conservation Service. At the 

present time no other union for civil service employees has 

a local in this area. Federal employees who meet the eligi

bility requirements may join or refrain from joining Local 

882 of the NFFEo 

The NFFE was organized in 1917 and is the oldest of 

employee unionso There is a national headquarters located 

in Washington, Do Co and locals located in any city where 

there are at least five civil service employees who desire 

to join. These locals may form a State Federation of all 

local unionso 

The organizational structure of the NFFE at the national 

level consists of the President, Secretary-Treasurer, and 

nine Vice Presidentso All candidates for these offices file 

with the Secretary-Treasurer during a prescribed time at the 

national biennial convention. The election of these officers 

takes place during the close of the convention. They are 

elected by a majority of written votes of the delegates 

6Hereafter the National Federation of Federal Employees 
will be referred to as NFFE. 
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present at the convention. The terms of all officers are for 

two years or until their successors are electea.7 

The national officers of the NFFE compose the Executive 

Council, which is the highest administrative body of the 

union. Their duties are to administer the property of the 

Federation and to act as the final authority on all admin

istrative questions referred to it by the locals. 

The President and Secretary-Treasurer of the Federation 

are the only two officers who remain in Washington, D. c. , to 

represent the membership; however, these officers may call 

for assistance from the other officers or any member. Ordi

narily, these two officers can handle all representation 

before committees . 8 

The objectives of the NFFE are to advance the education, 

social, and economic welfare of the employees of the United 

St ates; al so, it sponsors programs dedicated to the develop

ment of greater efficiency within the various agencies of 

the United States.9 

The methods for attaining these objectives are by 

petition to Congress, by creating and fostering public senti

ment f avorable to proposed reforms, and by cooperation with 

officials and employees . 

7Bernice DeShong, Personal Interview, Stillwater, Okla
homa, June 6, 1956. 

8Ibid. 

9Nati onal Federation of Federal Employees , Constitution, 
Article II, p. 1. 
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Every local must adopt a constitutiono All locals must 

submit their constitution to the national office of the NFFE 

for approval before the local is allowed to operate. The 

NFFE has copies of suggested constitutions and by-laws which 

are furnished to new or reorganized locals on request. Any 

change in the const itution of a local must be approved by the 

National Executive Council. 

The constitution of locals, as well as the NFFE, contains 

the Federationvs policies and procedures on strikes, demon

strations, fields of activity, organizational structure, 

eligibility requirements, dues, and authority. 

The constitution of the locals and National Federation 

provides the guarantee that under no circumstance will the 

Federation engage or support strikes against the United 

States nor will any type of demonstration be usedo The pro

cedures used by the union to reach their objectives must be 

confined to the use of dignified and reasonable approachesolO 

The organizational structure of the local depends upon 

the membership. Local 882, which employees in the state 

office of the Oklahoma Soil Conservation Service may join, 

has a President, Secretary-Treasurer, and three board members. 

These five officials form the Executive Council of the local. 

The duty of the Executive Council is to administer the 

affairs of the local and to submit recommendations at the 

State Convention. 

lOrbid., p. 2 
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Local meetings are held monthly to conduct union business 

and to draw up a program for the betterment of employees. 

After the regular business is completed the remainder of the 

meeting is conducted as an educational forum. Important 

legislation before Congress and proposals that will be spon

sored are discussed. This enables the individual member to 

know what is being done and how it affects him. Another 

purpose of this discussion is to notify members when contacts 

should be made with their Congressmen. In addition to the 

information given at local meetings, the Federation uses 

other means of communication. Members of the NFFE receive 

the organization's official magazine, The Federal Employee. 

From time to time, various pamphlets are sent to the locals. 

In cases where immediate action by local members is essential, 

telegraph and telephone calls notify the local of what is 

taking place and the action the NFFE desires that the local 

and its membership take.11 

To be eligible for membership in the local union the 

employee must receive a major portion of his pay from federal 

funds, be subject to the retirement program, and be subject 

to the leave benefits. Every employee in the state office 

of the Oklahoma Soil Conservation Service is eligible for 

membership in the local. At the present time the membership 

11Bernice DeShong, Personal Interview, Stillwater, 
Oklahoma, June 6, 1956. 
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of Local 882 is fifty. Seven employees in the state office 

of the Oklahoma Soil Conservation Service are members.12 

The dues to be paid by each member is determined by the 

local. Members of Local 882 pay a $lo00 initiation fee and 

$2.00 per quarter which makes the first year's cost per mem

ber $9.00 and for each succeeding year $8.00. From this 

amount the local sends $6.00 per member to the NFFE national 

office each year as its share of the costo The local pays 

the State Federation forty cents per member each year. This 

leaves the local $lo60 per member each year for its own funds. 13 

Local 882 does not provide insurance or recreation for 

its members. It serves primarily as an educational forum and 

informative meetingo Its concern is to work out a program of 

issues to present to the State Convention in order that pro

posals may then be organized and presented at the National 

Convention. The NFFE wants a well-rounded and concrete 

program to present before Congress. 

There are no social or economic activities provided for 

union members with the exception of an annual dinnero It i s 

felt that there is sufficient activity of this nature outside 

the union. At one time an order house was maintained whereby 

the members could buy merchandise at discount but this has 

been discontinued. 14 

12Ibid. 

13I bia . 

14Ibid. 
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The correct channel of communication is between the 

national and local unions. A State Federation may be formed 

by the locals of a State; but this unit is not to be con

sidered a substitute for the local unions. The chief concern 

of a State Federation is the extension of membership and the 

development of a program for the State from the recommendations 

of all locals. 

The organizational structure of the State Federation is 

a President, a Vice-President, six District Vice-Presidents, 

and a Secretary-Treasurero These officers are elected at 

the biennial State Convention by a majority vote of the 

attending delegateso They serve two years or until they are 

defeated for re-election by another candidate. Any member of 

good standing in the locals may be a candidate for the state 

office.15 

The State Federation is financed by the locals which 

pay forty cents per member each year. 

The primary emphasis of the NFFE is placed upon activity 

at the national level. The locals are organized chiefly for 

strength and to help map out the program to be achievedo 

15Elmo Baumann, Personal Interview, Stillwater, Oklahoma, 
June 14, 1956. 



CHAPTER VII 

CO NCLUSION 

If empl oyee relations are sound, productive efficiency 

and morale tend to improve unless management is technically 

inefficient in planning or administration. This means that 

a sound employee relations program is essential to achieve 

the maximum production. The result of this study of selected 

problems of employee relations in the state office of the 

Oklahoma Soil Conservation Service discloses that sincere 

efforts have been made to implement the employee relations 

program as developed by higher authority. 

The first problem is employee participation in 

management. An incentive award program has been adopted 

for all federal employeeso Employees who participate may be 

rewarded by monetary or non-monetary awards. The full effec

tiveness of this program in the Oklahoma state office can not 

be determined due to the newness of this program. Very few 

monetary rewards are given; however, there are a large number 

of non-monetary awards each year. The latter type of awards 

gives recognition to employees, thus it serves to create a 

sense of partnership and belongingness. The incentive awards 

program appears to be the only formalized method of employee 

part i cipation in management. 
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The second problem is fair treatment of the employee. To 

provide for fair treatment the federal service has adopted a 

uniform procedure for the adjustment of grievanceso The aims 

are to provide provisions for adequate review of employees' 

grievances and to reduce arbitrary action by supervisors. The 

effectiveness of this program in the state office is shown by 

the infrequent use of the appeal procedure for grievances. 

Only one grievance in the last three years has not been 

settled by the informal methods of settlement. 

The third problem is the publication and the recreational 

programs. The aim of both is to provide a sense of belonging

ness. Every employee is furnished pamphlets and handbooks 

upon entering the Service and the a gency keeps the employees 

informed by current pamphlets and newsletters. In addition, 

the Department of Agriculture publishes a newsletter. The 

recreational program provides a variety of different activities; 

however, there is no formal all-employee program. The program 

provided does offer~ in a supplementary way, an opportunity 

for most employees to enjoy recreation together. 

The fourth problem is the health and welfare program. 

The objective of this program is to help provide a sense of 

security for employees. Employees are offered, at their own 

choice, life, accident, . and health insurance .at low · cost. The 

cost of the program, with the exception of health insurance, 

is borne by both the government and the employee. Benefits 

are payable for death and disability. One weakness of the 

welfare program is its failure to provide disability 



compensation for off-duty accidents. The high degree of 

participation in the program by the employees of the state 

office indicates its acceptance. 
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The fifth problem is unionization. The primary problem 

is the proper function of a union in the federal service. It 

is a right of all federal employees to join or refrain from 

joining a union which abides by the statutes governing union

ization of federal employees. The relatively small percentage 

of the state office's employees who belong to Local 882 of 

the National Federation of Federal Employees indicates that 

the union is not strongo The main function appears to be 

employee representation before Congress by the national 

officers0 There is no direct communication between Local 882 

and the administrators of the Oklahoma state office. 
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