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THE CIVIL SERVICE COMMISSION

The federal civil service in Canada is made up of the larpge body of
&
permenent and temporary cuployees of the government. It embraces federal

government personnel not only in Cttawa but also throughout the whole of
Canada.,

ith the cxceptic: of cabinet ministers who head government depart-
ments, persons on the stuf’ of these departments are in the civil service.

While departmental heads may chanpe with an election, the staff in those
departments remains unchanged. This staff has the experience, training and
specific knowledge necessary to advise the minister and carry.on the work of
the department. Thus the responsibility for the government's business
actually rests with this permanent body of civil servants, and continuity

is provided to the Canadian form of democratic government. The selection of
Such a body is of primary importance to good government.

Ihe employment and placement agency of the Canadian government is
the Civil Service Commission. Its development ca:n be rouglily traced through
the recurring attempts to remove government positions from the political sphere.
Until 1908 patronage was the principle on which appointments were made to the
Public service., While in 1882 a Bouard of Civil Service Lxaminers was set up to
examine candidates and issue certificates of qualification, thc sovermient
of the day continucd to nake Lhe actual appointments. us the service expanded
and the need arose for continually more government employees, some uniform
Method of recruiting for the public service was sought.

A commission in 1907 reported in favor of the setting up of a two-
Mman commission appointed by the governor-in-council. The civil service was
reclassified, and a competitive merit basis was cstablished for all members
Cxcept deputy heads, technical and professional personnel and some in the
‘lowest branches of the service. Promotion was by recommendation of the head
8nd deputy head of the department, with or without examination. The entire
Service was placed on a higher educational basis, but the merit system was by
‘Mo means firmly established. With the expansion that took place during Viorld
Wiar 1, new regulations were necessary.

. In 1918 the Civil Service Commission as it is known today was established
Yy the Civil Service Act. A third cormissioner was added, and the principle of
‘8ppointment after open competition aud promotion by merit was laid down for all
" POsitions in the service, whether in Qttawa or in other parts of Canada. A
Complete reclassification of all positions and thc establishment of new rates
of compensation were among the first duties cf the new commission.

- RGANIZATION OF THE COMMISSION

; The Civil Service Commission is composed of three commissicuers who are
%Ppointed by the governor=-in-council for 10 years on good “chavior, with u come
Pulsory retirement age of 65. They have the rank of deput;” ministor. and nay
%8 removed only by the Governor=General on joint address of the Senate and House
Commons. The commissioners therefore enjoy the same independence as Judges,
., OF they are not officers of the government in power or responsible in any iy
O the party holding office. Lergth of tenure of office nrovides continuity
% their work and also aids the development of close co=-operation between the
Risters and commissioners. Regardless of party «ffiliations prior .o
apPOintment, the commissioners are rcquired to be strictly non-partisan,
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The commission's first responsibility lies in the setting un of new’
positions. Requestsfor e new position or the u ~grading of an existing positiol
originate in the departmen® concerned and ere passed to the organization branch oxp
of the commission. Haere an ipvestigator examines the request on the basis of the
proposed duties and qualifications and rccommendsthe rate of pay. Final Tep
authorization to the setting up of up-greding of any position comes from the the
Treasury Board, a committee of the cabinet. 5

The organization branch deals exclusively with duties, qualifications dif
and rates of pay and is not concerned with the individuals who are assigned %0 ley
the positions. Whereas in most business institutions the rate ~f pay is 17 the
established in accordance with fndividual ability, the theory on which the civil the
service is based is that the salary is fixed for each position, regardless of Teg
the person filling it. fig

When a position is approved by the Treasury Board, the request i8; 4 oy

passed along to the examination branch, which is responsible for filling the Q@
position. In the case of a new position the procedure generally followed is
advertise it and then conduct an examination of applicants. Those successfu i 3
meeting the requirements are placed on eligible lists in order of merit; wit§ 2oy
the exception that names of war veterans are placed before all others. £ligibt Sty
1ists covering a wide range of positions are maintained, and positions are Wha
filled from these lists in strictly numerical order. The person heading the 8 5
eligible list is assumed to. be the person best qualified for the position ?iv
concerned. ' Whenever possible the request for additional staff is filled fro® 9
eligible lists which, in peacetime, are replenished by means of examinations ™
held at regular intervals. It is only when there is no eligible person Ves
available with suitable qualifications that a sp cial examination is heldo ig

v e

The actual appointment is made through the assignment branch, which flen
jgsues the certificate ¢’ sppointment and thereby authorizes payment of the: “l
appointee's salary. . : & &2

In addition to these main divisions of the Civil Service CommissioDBs
there is a large clerical staff to look after the extensive files and names d
which are kept of all applicants as well as the current files of present n%
government employees. ﬁg

The commission has the responsibility of obtaining and maintaining . ﬁ?
an efficient civil service, but final authority over expenditures rests Wibh ‘ 3
the Treasury Board. All expenditures in any government department or in
connection with the government must be approved by this board. ia the matter

of providing staff for the government, it is the Treasury Boerd which
ultimately approves or disapproves the necessity of every position, the
compensation to be received by the person filling the positicz, and any sub=
sequent reclassification (up-grading or promotion because of additional = s
responsibilities assigned to the position) which may be made. In the case (ﬁ
of the war departments, in fact, the staff could be engaged and rates of By
remuneration fixed by the Treasury Board alone, but the board has delegated’

its powers of organization, invest’ze“lon, classification and appointment to
the commission. W,

a s !

While authority for the expexditure of public funds rests with the eﬁ

Treasury doerd, the commission, with its more intimate knowledge of the

organization of the various departments and the work involved in the various

positions, is often able to effect cunsiderahlc saving. After thorough Coy
investigatiun of all departmental requests for additional staff and upgrading Yo,
of existing positions, it recommends only whase reyuests «ich are ehsolutedy Ly,
_necessary to mainteining en efficient fublic servi.a. By & nyis: or modifiiner ,
requests for recinssification of positionsy abolishing sc . pusiticns no lo sjﬂ gy
needed and reduci.ng the number of additirnal positions es*ablirhed, the COTTT T
has saved the public the following emounts during the las c's years: % :
! 8
1938 . dsan onQ F&
1939 355,000 g,
1940 : 155,000 3
1941 629,000 |
1942 1,843,000

1943 1,619,000
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While these figures may not seem significant when the yearly total
®Xpenditure on wages and salaries of all persons on the public payroll during
the fiscal year ending liarch, 1944, was 207,304,793, nevertheless they
¥epresent a saving that would not have beew made were it not for reductions at

Uhe instance of the commission. r

This saving was lowest during the first two war years when it was :
dif_ficult to determine the degree of necessity of the departmentel requests for
18w staff and reclassifications. RKather than risk instituting any savings at
he expense of Canada's war effort, most requests were passed. when, however,
0ére had been time to weigh the importance of new positions and judge the
'8sponsibilities involved, particularly in the wartime departments, the savings
lgures assumed new heights.

SFECTS OF THE AR

« With the outbreak of war and the resulting increase in extent of the
&°vérnment service, the procedures adopted by the commission were severely
Strained, The war Measures Act of 1940, which empowered the government to take
hate yep steps it deemed necessary for the successful pursuit of the war, led to
a§eries of orders-in-council which considerably modified the rigidity of the ;
ﬁ?il service system in respect to wartime appointments.

4 New departments were set up, and the commission was given the task of in-
®Stigating staff requirements and rates of pay in connection with personnel,

% most cases the commission was also made responsible for obtaining the staff
C88sary for these new departments. In order to speed up the method of appoint-

Qnt, the commission was accorded considerable latitude, and techniques of staff
lection were left to its discretion, provided that the merit principle was not

lgg???dézed, in many cases age limits were relaxed and examination standards

led,

e' Mueh of the commission's time in the war years has been devoted to the new
Partments where it is necessary to fill positions quickly and often in large

i\
ﬁgberso Appointments to these departments are always classed as temporary.

" Wartime increase in temporary enployees, shown below, has lifted the
af?fntage of temporaries to 745, of the total in March, 1944, compared with
% in March, 1939, and 34.b% in March, 19205:

Permanent Temporary
March, 1925 25,524 13,433
March, 1939 32,132 13,974
March, 1944 ‘ 29,343 83,315

ggbse and other staff figures quoted nave been prepared by the Dominion

au of statistics.)

we. The number of permanent éivil servants has actually decreased during T
n Years, In 1939 there were many more than twice as many permanent as

o). POrary civil servants, but by 1944 the position was reversed and there are

Se to three temporaries for every permanent employee.

Cq To handle its inecreased wartime work, the personnel of the Civil Service

' ission has had to be considerably expanded. Some idea of the amount of

g © done by the commission is obtained when it is realized that a staff of

gy« 10Te than 50 investigators and examiners handled approximately 150,000

° lications during 1943, About 25,000 files are in circulation at the
ission eachday. ;

8g The tremendous increase in the number of assignments made by the Civil
RrviCS Commission during the last few years in indicated in Table I (page 15).
%xta total of 9,183 assignments in 1939, the number increased to 19,300 the
S5 Year, a figure that was almost trebled by 1943 when the total reached

42, During this time the number of pernianent assignments made each year has,
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‘WAR DEPARTMENTS

by Table II (page 16) which shows their growth since inception.

ol

except for 1940, been below the 1939 total; it is temporary assignments that
have absorbed the increase. There has also been an increasingly large number
of women assigned to pgsitions - 2,036 in 1939 and 36,795 in 1943, While 18
times as many women were assigned jobs in 1943 as in 1939, male assignments
increased by less than thrge times.

While studying these assigmment figures it is important to realize that
they represent not only the number of newcomers who entered the government
service, but algo promotions, reassigrnments end replacements. Each of these,
however, requires a similar smount of work on the part of the various depart<
ments of the commission.

Extension and expansion of the government's functions since the outbreak.
of war have, of course, been the main cause of the great upswing in the work
the Civil Service Commission. Price control was the first new field to be
entered. Even before Canada's declaration of war provision was made for the
establishment of the Wartime Prices and Trade Board. Between March, 1940, and
March, 1944, its personnel had increased more than 1007, The Department of
Munitions end Supply, set up early in 1940 to centralize the buying of all

supplies necessary for the prosecution of the war, presented a msjor problem 1

in staffing. During its first year of operation more than 1,000 employees were.
appointed, and by March, 1944, this number had more than trebled. Theke wart 1
‘departments accounted for 17.2% of the total increase of §ivil $ervice pérso
between March, 1939 and March, 1544,

Perhaps the greatest personnel problem has been in connection with the
three defence departments, where 42.4% of the total increase has cccurred:
Before the department was divided into three sections with a separate miniit‘}
and staff for naval, army and air services, the total steff was 3,592. By the
spring of 1944 the civilian staff of the naval department, smallest of the
three, was well over that figure, and the total for them all was 29,625, IB
four years, therefore, some 26,000 civilian employees had to be found for the
defence departments alone in addition to any replacementl.

Staffing the Unemployment Insurance Commission, though not a war depart”
ment, has also been a major task. This commission came into being after the
Unemployment Insurance Act was passed in August, 1940, and by March, 1944, it
staff numbered 5,728 - 8.6% of the total wartime civil service increase. A8
this branch of the government is to be continued after the war, a limited
number of permanent appointments is being made to it,

In addition to the staffing problem, the task of organization and re<
organization of the war departments has fallen heavily on the Civil Service 3
Commission which has the responsibility of classifying positions and org&ni'ins
the staff set-up of each new branch. The Department of National War Services
has been one of the most fluid. Originally the mobilization of the armed
forces came under this department, but this function was transferred later to
the Department of Labour., The @ffice of the Director of Public Informatio®n
was also part of it until September, 1942, when it was reorganized as the
Wartime Information Board under the Privy Council. :

The immensity of the task of staffing the new departments is indioat°d

PERMANENT DEPARTMENTS

Permanent departments of the government elso have generally been faced
during the war by an increased amount of work. These departments are ltﬂff’d
in accordance with the Civil Service Act and its subsequent three amendments®s
and many positions are classed as permeanent. It has been the policy of the
Treasury Board and &2 the esmmission to make as few permanent appointlunﬂ.s"
possible, and to limit them to men with military service records, persons

appointed by competition before the present war, and to positions ncrmally£. ‘rQG”
n

filled by women. Considerable numbers of employees in permenent departme

|
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classed as temporary. In some cases tho positions are of limited duration; im
others the positions were originally thought to be necessary for only a short
time, but have contimued to exist for years without being accorded permaunent
status. : ; 3

Despite every effort to keep staff to a minimum, most of the permanent
departments show a tendency to increase their number. In many ocases, however,
Work has increased out of all proportion to the number of persons employed.
Difficulties of maintaining personnel standards under these cosditions are
great.

With only a few exceptions, all the major agencies of the government
come under the commission. Most important of the exceptions are the income
tax division of the Department of Nationul Revenue (which divisioa was thought
to be wholly temporary whes it was set up in 1917) the National Research
Council and the National Film Board. In the case of the last two, a limited
tumber of junior positions is filled by the commission, and it is often
consulted as to rates of compensation. There are also several smaller boards
and commissions, both permanent and wartime, which are outside the jurisdiction
of the Civil Serwice Commission. Certain important national questions have
been removed from party politics by the setting up of special administrative
boards and boards of inquiry (such as the Cenadian Broadcasting Corporation,
Poreign Exchange Control Board) but the administration and appointment of
Personnel to help with the work of these boards has not been given to the
Civil Service Commission but to the board concerned.

From Table IIT (pagel7) it is seen that the major staff increases in
the permanent departments during the war years have occurred in the Departe
Wents of Finance, National Revenue (income tax) and, proportionately,
External Affairs. More recently there has also been a noticeable upswing in
staff numbers in the Departments of Labour and Pensions and National Health,
before the latter’'s functions were divided between the new Departments of :
Veterans Affairs and of National Health and Wekfare. Although much of the
increased work in all these departments is a result of the war, it is likely
that considerable numbers of the staffs will be necessary to continue the
Work of the departments concerned after the war. . E

A large task now facing the commission is the organization and staffing
of the three new departments being get up as a result of legislation passed
d“ring the 1944 session of Parliament, In addition to Veterans Affairs and
National Health and Welfare, there is the Department of Reconstruction which,
hDWever, is expected toliumgurelatively small staff as it will be a co~ordinating o
8gency to plan the conversion of industry from war to peace uses and re-employ-

‘Went of ex-service personnel and war workers.

The total number of permanent and temporary civil servants in March of
Sach year since 1937, as shown below, gives an overall picture of the inorease
R gize of the civil service. Not all of these come under the Civil Servioce
Act, but most of the increase has been handled by the Civil Service Commission.

o

1937 42,836
1938 44,143
1939 46,106
1840 49,739
1941 66,926
1942 83,781
1943 . 104 ,055

1944 112,658

SIARFING DIFFICULTIES

% The gener&l shortage of treined office workers and persons with techhionl
ledge is as great @ burZon for the commission as for busifiess and industry.

.N° men may be hired by ne commission who are already in the employ of someone

)

- MAs CT
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engaged in war work. In many instances it is difficult for the commissidﬁ"“p

compete with business and industry in the matter of attracting persons to. t Lo

civil service because of its rates of pay. A young girl with no experience ” i

begin in the government service at a salary no lower than she would receiVQLu P

from other employers, but her increases are small and infrequent. Positi?@%
the higher grades are not, as a general rule, paid as well as in private

industry, and few top positions in the various departments carry & salary |

comparable to the responsibility involved.

\
.<

The difficulty of obtaining staff is a continuous one that is furthehﬁ@ﬁ.?r
atel |

intensified by the problem of keeping employees in the serviceo Turnovan;;

are very high. Enlistments, marriages, home responsibilities, chances of W&

compensation in other positions, desire for a change of scene or for a pott
position have taken a heavy toll, especially in the lower gradeso , <nelll

The civil service is given a high priority rating by Selective Servicés,
men are "frozen" in their positions. Permission may be granted men to -le87®
they are. going to some high priority industry and if they can be repl,lll'“z%*’,u
many applications to leave are refused. Men may, of course, join the art™
forces. Even with the restrictions imposed on them, about 100 men are 1687

the civil service each month.

- R

The problem is particularly acute among the women. Although there 878
no regulations governing the movement of women from the civil service 0%
positions, commission officials try to persuade them to remain in their.
before granting them permission to leave. During the first five month5f°ﬁ“
however, the average loss of women from the service was more than 300
These are mostly in lower grade clerical and stenographic positions -

ones that are most difficult to replace.

Jjus®

The rate of turnover is high in all departments, partioularly those &

up since the war where positions are temporary and cannot offer the Ft,rﬁr
of continuity which attaches to positions in the permanent departmantsag'“

the Wartime Prices and Trede Board, the approximate turnover during 19%9.
44%, in the Department of Munitions and Supply, 48%, and in the Unempl"y"f?
Insurance Commission, 28%. During 1943 more than 7,000 replacements w@!ﬁk;j
required in Ottawa alone, and more than 10,000 in the federal civil ’erf%“‘.

~ across Canada.

WOMEN ENCOQURAGED S , “'g;,
The Civil Service Commission has tried &n several ways to OV°’°°mB:@?5f

wartime difficulties of obtaining employees. The main change in P°1icyd“n A
been the employment of married women. As laid down in the civil s i
regulations, married womsn whose husbands are living, unless rece- s
support from their husbands, are not eligible for the serviue, and h;;g,‘
woman must leave the service when she is married. Thess restriotioni.‘_;h_w
been waived for the war's duration. The assignment figures in rable I et
(page 15) show the vast increase iu tne number of women appointed 0.
during the war.

e
b

‘h'va,d o
Until May, 1944, married women could comtinue on their job#s but

begin at the initial pay rate and sacrifice aay increasss they hﬂi #ﬁé}?ﬁuﬂ“ %

there is but one distinction between married and unmarriesd women
-« only single girls may qualify for permanent appointment.

If it had not been for the large number of women wh 24Ve i
jobs, wartime personnel requirements could not have beern .2%:
demend far exce=ds the supply, particularly of stenograpin.ic hﬁlP;
Service Commission has embarked on saversl entirely new - hames ¢
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obtain a sufficient number of typists:

1c Special stenographic courses. Under the Dominion-Provincial War
Emergency Training Program girls are given free courses in typing
and stenography in 14 secondary schools - 12 in Ontario, one in
Saskatchewan and one in Quebec. While taking training, girls are
paid a subsistence allowance by the government. Immediately on come-
pletion of their courses they are placed in the service. Since the
inception of the scheme in the autumn of 1942 to the end of June,
1944, about 700 were assigned to positions.

Ro Night classes. Civil servants wishing to learn or brush up theiyr
typing and shorthand.with a view to becoming eligible for promotion
may take advantage 3T free night school tuition. Since the autumn
of 1942 npprongﬁtely 1,000 persons have benefited from the classes,
and many more have taken some additional training.

3. Railway Fare. Train fare(in expess of $10) is paid by the
government for typists, stenographers and clerks who are brought to
Ottawa and Montreal. Girls trained under the War Emergency Training
Program are included.

4. Part-time positions. Married women who are unable to devote their
entire day to working have been recruited for part-time positions in
Ottawa since September, 1943, as Grade I and II stenographers and
clerks. This has considerably eased the shortage of trained office

workers.

So Stenographic surveys. During 1943 the commission made special
Surveys in several departments to ensure that personnel were being

used to the best advantage. The resulting reallocation of employees
Qg and reorganization of work have in some cases partly overcome the
. need for additional staff.
8. Increases. Provision has now been made for granting increases to 8
| Grade I personnel after six months' satisfactory service, from $60 to
. 965 a month, A new ~laes, Grade IA, at $75 has been established for EE
© Persons with more importent duties and with one year's experience in

. ‘the service.

7. Accommodation. In order to alleviate the housing problem for young
gifTE‘taking positions in Ottawa, the government has provided Laurentian
Terrace, a residence with low-priced rooms and meals, which houses 360

Birls,

. . The Civil Service Act provides that no temporary personnel may be
ﬂé‘h%ible for periochxsncreaSSS or promotion. It soon became svident after

‘%iﬂazutbreak of war, however, that this ruling would have to be changed to t
o Urage wartime hélp to stay at their jobs. Finallysﬁln November 19439_ ie
i ?iaion was made for temporary employees earning & salary of $2,100 or
'ﬁﬁﬁé %o be accorded the same benefits in respect to increases as permanent n
‘v 3;"ervanta, After being employed six months, ??? depertment concerned
50" apply to have temporary personnel reclassified (promoted).
i 3
ri
In Técent years the Treasury Board has clung to the poliey oihmakizge- r
T g t as fow positions as possible. Many persons employed in °1p° v
ey SPArtments in what have turned out to be permanent jobs have only . )

8tatus and cannot, tharefore, enjoy the privileges of permanency.

1“‘&VTh° Civil Service Commission has tried to change this situation. In

%&;T’”Wry Board initiated the ruling that the mumber of gg;ﬁ;n:ne
B8 in each unit be restricted to a proportion % to
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total number of employees. The commission felt that permanency should be
established on the basis of the continuity of the work rather than a fixed
number, and in 1939 the restriction was rescinded and replaced by the
requirement of one year's temporary service before an appointment is made
permanent; but in 1940 the percentage basis was put in effect again, and the
ber of positions given permanent status dropped.

o

The distinction between wartime and peacetime departments, temporary ”ﬁ'
permanent employees, has caused many difficulties for the commission. The ﬂﬂﬂ
and regulations by which the commission operates apply to permanent departmﬂ““
its duties relating to the war departments are conferred on it only temporﬂfﬂw
Because of the growth of the wartime functions of the government, however,
commission must devote most of its time to these wartime duties. Moulding or
revamping its detailed system to suit the needs of today has been a difficult
project.

DISTRICT OFTFICES

Pressure of wartime needs and immediate requirements of large n.um.bers"f

employees led to decentralization of much of the commission's work through
establishment, early in 1942, of district offices. Offices are now functio®
in Halifax, Saint John, Quebec, Montreal, Toronto, Winnipeg, Edmonton and
Vancouver. There are also three sub-offices at Moncton, London and Calgaﬁyto
provide regular periodic service in these regions.

inf

These offices were set up to facilitate the service given to the war
departments in connection with their appointments outside Ottawa. Each of i
looks after selecting and hiring staff needed in its own particular district}
In this the district offices represent the examination and assignment branch?
of the commission. Their establishment has, however, in no way changed th®
procedure of setting up new positions or making changes in existing ones.
organization branch still handles all such requests regardless of whether ?he
position concerned is to be in Ottawa or in the region of one of the distri¢
offices.

Originally set up to deal with wholly wartime positions in their own X
districts, the district offices keep careful watch for persons willing to wof
in Ottawa, who are referred to the headquarters of the commission. They are
also now handling virtually all the examination and assignment work for bothir
wartime and peacetime positions in their districts and they also maintain b
own eligible lists.

POST-WAR

The end of the war will find the commission facing a somewhat differ°n:u
situation. At present the emphasis is laid on obtaining as quickly as pos®
competent persons to fulfill required duties in the various war departm.ents
in normal services.
£

Hereafter, the commission will be primarily concerned with seeing et
full competitive process of selection is followed for all positions in th®
‘service and that within this procedure the fullest consideration is given
qualified ex-service men. Full resumption of normel activities in gover
departments will involve large general competitions for junior clerical ip
stenographic classes, the operating classes, and for more specialized po# ;af'
departments whose activities have been curtailed during the period of the

£i00®
of

The commission has already set up at head office and at district of
arrangements whereby ex-service men will be ensured of receiwing the specd
consideration that is provided under the law. The return of larger number?
ex-service men interssted in employment in the govermment service will
obviously involve the extension of such facilities in order that ex-servic®
men may be fully satisfied that they are being given fair and considerat®
treatment.
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SLASSIFICATION

Every department in the government coming under the Civil Service Commission
is organized on a similar pattern so that uniformity throughout all branches of
the civil service may be maintained. In 1919 a complete classification of the
Service was made with a view to establishing a fair and equal system of
Organization and remuneration. Since then many changes have been made in departe
mental organization. Before any such reorganization mey be made, the minister
Concerned must make a report to the commission which, in turn, investigates the
matter before recommending to the governor-in-council that the change be made.

Every position in the civil service is classified so that there will be
conformity among the various departments. Originally the requirements and
duties of each class were clearly tabulated, but the method of classification
Bow used depends more on the good judgment and experience of the organization
branch of the commission. When a new position is set up, its requirements,
fesponsibilities and suggested salary are carefully balanced against those of
Other similar positions in other departments, and it receives classification
8ccordingly.

To be fair, the job classification system must be rigid. A certain amount
of flexibility, however, is introduced by the provision that the commission may

- ®stablish additional classes or abolish or combine existing ones whenever it

deems such action necessary. In practice, as continually more positions have
Opened up, there has been a constant addition to the number of classes. There
4re meny cases of positions being alone in their class. The civil service was,
to o great degree, reclassified from 1936 to 1939, but wartime expansion has
Strained the system. There are now upwards of 2,500 classifications and

§rades listed by the commission. These range from the lowest-paid full-time
Job of office boy at $420 a year, through junior clerical positions such as
those 1isted in Table IV (page 18) to classifications carrying salaries on

the $6,000 level. There are also several one-man classes at salaries ranging
Up to as high as §15,000,

SoMPENSATION

. A uniform system of compensation has been established for the entire
®ivil service. There is a fixed rate of salary for each class, with a
Mnimum end maximum to allow for increases within the class. New employees
*ater at the minimum of the class, but may receive an increase after one
Year on recommendation of the deputy head of their department and the
®Pproval of the commission and Treasury Board. Regular annual increases,
Bimilarly recommended, may be granted to employees for meritorious service
YP to the maximum of the grade.

Numerous permanent employees have been lent by peacetime departments to
the new wartime branches for some particular work or have taken on additional
Qutieg because of the pressure of the war - often work that would ordinarily
® done by someone in a higher classification, Their additional duties and
r°3P0naibilities9 which are contingent on the war and therefore considered
SMporary, do not meke them eligible for promotion or an increased salary.,

SUch civil servants are paid "war duties supplements" in addition to their

zesular salaries. The amount of the supplements is based on the responsibility
M amount of additional work involved.

b In Table IV (page 18) the salaries of temporary employees (non-house-

°1ders) in some of the clerical classifications are shown. These are re-
8¢d in accordance with the income tax changes effective July 1, 1944. No
“Count has been taken in the table of variances due to changes in marital
8tus, number of dependents, incresase in remuneration, etc., which affect




the amount of income tax deductiens.

The main classes of positions that are eiompt from civil service
regulations regarding compensation are those which are pai¢ at an hourly rate
Depity heads of departments are also exempt as they are appointed by the
governor=in-ecouncil.

EXAMINATIONS

When a vacaney occurs in any department or when the need of a new e
position arises, the department head sends in his requisition to the commissio
If the position can be filled from within the department, a promotional
examination is held. Otherwise the competition is open to all ecivil servants
and to the public. Such competitions are advertised, and applications are
received, An examination is them held in either English or French. Where
possible, temporary as well as permanent civil service appointments are made
by cxamination.

The examination system has been used in order to ensure that the best
available person will be chosen for each job and that there can be no
political influence in appointments. Oral examinations are sometimes held
instead of or in addition to written ones. TR

Names of successful candidates are placed on eligible lists according
to merit (with the exception of war veterans who are always placed at the ]
e

top of the lists) and any not needed at the time of examination may subsequ
be called,

In 1918 the examinations held, following the British system, were pased

on academic subjects and were designed to enable the commission to select
promis§ng persons who would obtain their experience in the service. It was
found here to be not altogether satisfactory for obtaining employees in the
lower grades or for specialized positions, and it has since been retained

only for certain classes of positions. In general examinations in Canada &ré
specialized,

In the case of the Department of External Affairs in pre-war days, the
specialized examination took the form of a very stiff written test sovering
a wide variety of subjects connected with history, economics and current d
affairs throughout the world. This examination has been temporarily suspend®

during the war, and recruits are taken into the department on a probationary

basis after a personal interview with civil service examiners,
) o
In order to assist in the difficult job of setting and marking examin® t:ho
the commission has made & practice of calling on authorities scross Cansde i wd
subjects concerned. Each year between 100 and 200 university professors, te°
and business experts, research and scientific specialists have voluntarily &
their assistance in examining candidates by acting as advisory examiners.

APPOINTMENTS

l
Appointments to the civil service may be made in two ways: By the Cfﬁ;
Service Commission and by governor-in-council. Authority for peyment of Balaip
takes the form, respectively, of a civil service certificate or order=in=co

Since the establishment of the new branches and departments of the 18
government by the War Measures Act, use of the second method of appointment
been somewhat increased, especially in the case of their technical and
professional personnsl, :

Appointments through the commission are made in three steps: Requeﬂt’ o)
any department for additional employees or change in status of present per’ot
are sent to the commission, the commission investigates them and passes oB

|
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|
|

|

8oy
fo)



wlle

'fScommendations to the Treasury Board. Omly after the board has concurred is

e addition or change made.

In some of the new departments where technical and administrative
°“3cers are appointed by governor-in-council, assisting and clerical staff are
8o g0 appointed. For the most part, however, the commission has staffed them.
™ the one hand this dual system of recruiting considerably eases the burden of
the commission, which understandably finds it difficult to handle the vast
er of appointments the war has made necessary. On the other hand, it
*tablishes an increasing number of exceptions to the rules and regulations on

ich the service is founded.

YALIFICATIONS FOR APPOINTMENT

. In order to be appointed to the public service, an appointee must satisfy
Svera] qualifications. In addition to the actual examination results, the
011OWing points must be checked:

1. Citizenship-The appointee must be a British subject.

2. Enemy ofigin»A candidate who is himself or whose parent or parents
are of enemy origin is subject to thorough investigation.

3. Residence- The appointee must have resided in Canada for five years
and, in the case of districts outside Ottewa, must have resided in that
district for one year immediately prior to appointment.

4, Langgasew The candidete must have knowledge and use of either or
both the English and French languages, as the position concerned requires.

5., Education-Certain educational requirements are prescribed for every
classification in the service.

eodégnghe usual age limits are 16 to 65. Office boys and girls may enter
at 14 or 15 if provincial educational regulations permit, and the age
limit may be extended beyond 65. Some positions carry particular age
specifications.

7, Eligibility for military service- Males between the ages of 18 and 38

are ineligible for appointment to the service, unless medical unfitness for mil-
iy service can be established or a certifichte be produced that shows

discharge from the armed services on aq;ount of medical unfitness. An

exception to this general rule may be made where it can be established

that the appointment of a physically fit man for special work would be

in the public interest.

g0t Veterans of World War I and of the present war have statutory preference

. Civil service appointments. This preference in no way obviates the necessity
trr Veterans to have the required qualifications for any positions. They must

Y the sames examinations as all other applicants. The preference lies wholly
op the order of appointment, for successful veterans' names are put at the top
5 8ligible lists. The figures given in Table 1 (page 15) showing the assign-

8 made yearly include the number of appointments of persons who have had
®rseas active service.

nl These civil service regulations tie in with the government's rehabilitation
&t&na for the post-war pericd. Service women will be granted the same consider-
00 ag men. :

All permanent civil servants who enlisted are guaranteed a return to their

POsitions after the war as well as their seniority, place on eligible lists,

B M LT



statutory increases and superanmuation privileges. While on war duty they &°
8lso eligible for promotion.

' Uenbers of the srmed forces oversess are now able to apply for existitf
and future vacencies in the civil service, particularly in such departments as
Veterans Affairs, External Affairs and Trade and Commerce. Notices of vas
positions are appearing in routine orders along with the necessary informatios |
about qualifications and war service record. In some cases, men may be geocnd
from the services to return to Cenada; in others, while waiting in the disobs
stream overseas, the preliminary arrangements may be made. Rank will be of w
consideration in filling the positions.

. Examining boards have been convened overseas to consider applications i '
civil service positions. Arrangements are also being made for the holding Ofthﬂ
examinations overseas. Men qualifying for vacant government positions would
be ready to step into a job on their arrival in Canada, j

PROMOTION

Promotion within the service, as provided by the Civil Service Act, 1#
under the control of the commission. Vacancies are filled from the ranks o
wherever possible, with promotion contingent on efficiency, fitness for the ?
position and length of service. The principle of promotion by examination 1:10" l
laid down in the act, and employees of one class may apply to try an Bxaminal’
for entrance to a higher class and thus have their names placed on the eligi?

list for positions higher in the civil service.

Under the theory of promotion from within the service » there is m,thiﬂf
to prevent a conscientious boy from working his way from the lowest grade to 4 '
position of considerable responsibility and importance. The difficulty 1s pot
educational requirements increase with each class, and those lower down hav®
often the requirements of the classes above them. At the same time, it i8
difficult to persuade a person with the qualifications of the higher classés
enter the service in a low grade at a low salary.

. p
More and more frequently it has become the practice to replenish P°’w1

in ‘the higher grades with outside personnel. Especially is this true where E

professional, technical or highly specialized qualifications of any kind &re
needed. :

RIGHT OF APPEAL

g
Every civil servant has the right of appeal to a review board if he fe? !
that he has been unjustly treated in respect to promotion or salary inorease? “
Each person applying for a certain promotion is notified as to the succe”fuhion |
candidate and his own standing in the examination. He is given 14 days in ™ |
to register an appeal for reconsideration. - |

6
Appeals are passed upon by a review board composed of one representativ
of the department, one of the commission and one from an employee aaaoci&ti"ut
nominated by the applicant. The three act as Jjudges and hear evidence. bo
5% of the appeals are upheld.

' s
It is not until after the open period for appeal has passed, or after ’
decision of the review board has been given, that a promotion is officially
confirmed. "This procedure applies only to permanent positions. '

In the first year of the review béards' activities, 1940-41, about z:gagﬂ
appeals were received. That number has been decreasing, and in 1943--44 b®

140 and 150 were submitted.,




walar

Sinse December, 1943, a similar procedure has been available for appeals v|
in senmpetion with anmusl indreases: PEmployees who are not recommended for an
leresse are notified amd giver an opportunity of making an appeal to a special
Yoview board, All applicatioms are first referred to & prediminary review board
Mde up of three departmemtsl officers, two nominated by the department and one
b the appellant). Applicetions judged to have a fair case are then handled in
same manner as appsals for promotion.

Dlsurssar

Appointments to the oivil service are termed permanent only after a
Probationary period of six months has been passed. The commission has con-
tlloualy urged the departments to have no hesitation in dismissing any un-
omiging employee during his first six months, but the tendency has been to
Tetain even less efficient persons and put them in“minor jobs. The only grounds
for dismissal in the civil service are inefficiency and political partisanship,
ind cages of either have been extremely rare.

Becsuse fear of losing one's position is virtually unknown to civil
frvants, the system is sometimes criticized for tending to encourage laziness.
the other hand, the security of such positions does attract many able persons
Wd helps to maintain continuity of effort. This is especially desirable in the
Yechnical branches.

HErirs

Civil service employees are offered several benefits in addition to the
'°°UP1ty of their positions and opportunities for free stenographic trainings:

1. Holidays. After six months in the civil service, holidays are granted
on The basis of one and & half days a month and may be cumulative up to

two years,

2, Sick leave. An allowance is made for sick leave of one and a half d.ya
a montﬁ, after six months, and the time is allowed to accumulate for th*
first six months. It may B#® carried over from year to year.

3. Supersnnuation fund, An amount varying from % to 6% of every permanent
employee's salary is deducted for the superannuation fund. A monthly
allowance is padd on retirement at the age of 65 provided the employee has
spent & minimum of 10 years in the civil service. No deduction is made
after 35 years of service. Calculated on the basis of 1/50 of the average
salary for the last 10 years, the maximum superannuation allowance works
out to 70% of the average salapy. If an employee leaves before he

becomes eligible for superannuation, his payments may be returned. Special
provisions are made for those who are forced to retire before the age

of 65, Widows retain one-half the superannuation payment. Allowance is
also made for children and dependents. ]

4, Retirement fund. Temporary employees have 5% of their basic salary

(4€ Tn the case of those paying Unemployment Insurance) deducted for the
retirement fund. On leaving the civil service their contributions, plus

4% interesst, are returned. |

6. Overtime., There is no set policy for overtime pay in the government

service. A few jobs paid by the hour are eligible for overtime payment, E
but otherwise arrangements are left to the individual departments. The

practice in many departments is that for each comsecutive three hours

of overtime an employee works, he is permitted to take the same time off




ol |
by day. This time is oumulative duriag the fiscal year.
6. Recwational £CE%‘§%§0 0o paymemt (deducted from salary cheque)
of cents & month, sarvants are emtitled to participate in e

wide variety of astivities and gwe given entry to many cultural and =
athletic events at reduced ratss. réicipation is entirely volumtarye

7o Housing. As mentiowed previously, there is available to outeof-tes
young girls in the civil gervice a residence, Lsurentian Terrace, with

accommodation fer 380 whigh provides room and board at reasonable
rates. -y '

8. Civil service associations. There are several main employee »
organizations open to civil servants: The Civil Service Federation, &8 5
affiliation of e¢ivil zervice orgaajsations throughout Canada; mlgﬂﬂt
Civil Servants of Canada, also Domimion-wide; Civil Service Associatiod o
of Ottawa, an organirzation for Qttgwa employees; Professionsl Institut®

to cortain groupse of specislly traimed persons. There are in additior
several associations of specifie groups ef government employees such 84
postal empleyees, customs and excise officiels s 0téo

To brin;‘lbout sloser co-operatien between the government as employer ad
the vast body of civil servents as employees, a National Joint Council was seét
up in March, 1944, This coumcil acts wholly in an @deisory capacity and is &
means of giving civil servants a greater share in and responsibility for the s009
determination and observance of conditioms umder which they work. Recommendst
are made to the Treasury Board amd or the Civil Service Commission regarding
such things as recruitment, training, hours of work, promotions, discipline,
tenure, remuneration and superannuatien. :

Personnel of the counsil is comprised of eight representatives :wm:l!""“d
by the various associadions of oivil perwvants and eight officials appointed bY

the governor-in-council, including one representative of the Civil Service
Commission.

e e L S
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