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Forecword

from the Third Quarter 2002 HAR €xchange "from the Desk of the Administrator”, Oscar B. Jackson, Jr., OPM Administrator
and Cabinet Secretary of Human Resources

Anniversaries are always a
good time to reflect and l'tjoke 20th Anniversary Reflections
stock of what has gone on
before, as well as a time to
look toward the future and
wonder how the next 20
years will compare with those
we pause to celebrate.

As | sat down and thought
about what | wanted to say
during the July 31 observance
of the 20th anniversary of the
passage of the Oklahoma
Personnel Act (OPA) and the
creation of OPM and the
Merit Protection Commission,
| began to jot down a few of
the OPM programs that had During the OPM 20th anniversary observance on July 31, Oscar B. Jackson, Jr.,
come into being during the OPM Administrator and Cabinet Secretary of Human Resources (far right),
last two decades. Before | recognized 11 OPM employees who had served the agency for 20 years
or more (left to right): Cassandra Patmon (October 20, 1980); Marsha Reeder
) . . (September 5, 1979); Hank Batty (October 1, 1979); linda Helms
turned into the following list: (October 4, 1980); Randy Peter (February 19, 1980); Shelley Wise
(May 26, 1982); Joe Davenport (February 1, 1969); Carrie Rohr
(September 1, 1982); €Emilou Hiebert (October 13, 1978);

its inception in 1982, the Debbie Tingler (Rugust 15, 1978); and lee Ardrey (July 20, 1982).
OPA required agencies to

adopt and maintain a system of employee service ratings. In response, OPM developed and
implemented the €Employee Service €valuation (€SE€), which was in existence until January 2000,
when it was replaced by the Performance Management Process (see below).

knew it, just a "few"” items

Performance Appraisal—from

Affirmative Action Plans (AAPs)—Since 1984, the OPA has required state agencies to prepare
Affirmative Action Plans (AARPs) and OPM to report annually on the progress made by governmen-
tal entities in the area of Affirmative Action, including the status of the recruitment of women,
men, and minorities within €€EO job categories. Since 1994, the OPM Administrator has been
responsible for implementing the state's Affirmative Action policies and for ensuring €qual €m-
ployment Opportunity in state government, and agency Appointing Authorities have been re-
sponsible for Affirmative Action efforts and progress as evidenced in their annual submission of
AAPs to OPM. The Affirmative Action Review Council was created by the Legislature in 1994 to
assist in the implementation of Affirmative Action and €qual Employment Opportunity efforts in
state government. The OPM Administrator consults with AARC members concerning the standards
that executive branch agencies must follow in adopting their AAPs; ARRC members review AARPs
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Foreword, continued

for compliance with these standards.

Voluntary Payroll Deduction Program—\VPD
was created by the Legislature in 1984, to
enable state employees to have employee
association dues, credit union payments, and
supplemental insurance premiums automati-
cally deducted from their paychecks.

Productivity €nhancement Program (PEP)—
Since 1985, the state of Oklahoma has pre-
sented cash and non-cash incentive awards
through P€EP to state employees for ideas,
programs, and projects which result in in-
creased productivity, cost curtailment, rev-
enue generation, or improved safety, effi-
ciency, morale, or better services.

Certified Public Manager Progrom—CPM was
created by OPM in 1986, as a comprehen-
sive management-training program for state

20th Anniversary Reflections

Representative Jari Askins (D-Duncan)
and Oscar B. Jackson, Jr., OPM Administrator
and Cabinet Secretary of Human Resources,
at the 20th anniversary observance.

government employees; the Legislature made it a statutory program in 1995.

20th Anniversary Reflections

Carl Albert Public Internship Pro-
gram—CAPIP was created by the Lleg-
islature in 1988, to assist students
at institutions of higher education in
gaining experience and knowledge
in state government and to encour-
age recruitment of such students to
pursue careers in state government
service.

State €mployee Assistance Prograom
(€AP)—Created by Governor Henry
Bellmon by €xecutive Order in 1988;
the Legislature made the OPM State
€AP a statutory program in 1992. The
OPM State €AP, which is voluntary,

Representative James Dunegan (D-Coweta) (right) dropped by on provides assistance to state agen-

July 31 to help OPM celebrate its 20th anniversary. Rep. Dunegan
has co-sponsored every OPM request bill since 1995, and was the

cies in their management of employ-

primary author of House Concurrent Resolution 1058 (2002), which ©©S whose personal problems may
commemorated the 20th anniversary of OPM, the Merit Protection have a negative impact on job per-

Commission, and the Oklahoma Personnel Act.

formance. The OPM State €AP also
assists employees and their family
members who are seeking corrective

FY 02 Annual Report
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Foreword, continued

o o help with medical or mental health prob-
20th Anniversar y Reflections lems, including alcohol or drug abuse, and
emotional, marital, familial, financial, or
other personal problems.

State €mployee Child Care Program—In
1989, the legislature authorized the
OPM Administrator to implement a pilot
program establishing day care centers
for children of state employees, and to
appoint an advisory committee to review
the child care needs of state employees,
recommend suitable sites for centers, and
monitor and evaluate the operation of
the centers. OPM opened a pilot day care
center for state employees in the Tulsa
State Office Building in August 1992. Dur-

The International Personnel Management Association (IPMRA) ing the 1995 session, the ,Le,QISIOture
sent 20th anniversary congratulatory letters and plaques to amended the statutory provisions gov-

OPM and MPC. Oscar B. Jackson, Jr., OPM Administrator and ~ @NiNg the Program to permit the devel-
Cabinet Secretary of Human Resources (left), and James L. opment of additional centers.

Howard, €xecutive Director of the Merit Protection Commission .
(right), accepted the plaques on behalf of their agencies. Oklahoma State €mployee Charitable

Contribution Act—The Charitable Contri-
bution Campaign was created by the Legislature in 1989, for the purpose of establishing a
single combined charitable solicitation that enables state employees to contribute to a variety
of charitable organizations through payroll deduction.

Personnel Management Information System—PMIS was created by the Legislature in 1992, for
the purpose of providing various management reports to facilitate decisionmaking within agen-
cies, and to promote the efficient utilization of personnel resources by providing a method for
tracking, monitoring, and reporting positions and employee transactions.

Direct Deposit Act—Created by the legislature in 1991, the Act directed OPM to develop a
method to electronically deposit employee paychecks. Currently, over 63 percent of the state's
payroll is paid by direct deposit rather than by a paper warrant.

Quality Oklahoma—Governor David Walters created Quality Oklohoma in 1992, with a partner-
ship with the Xerox Corporation promoting Total Quality Management. Although the program
has expanded its focus, the initiative’'s goal remains to improve state services to Oklahoma
citizens, empower decisionmaking at the lowest level, and encourage continuous improvement
in meeting customer requirements and system redesign.

Fair Employment Practices Act (FEPA)—Created by the Legislature in 1988, FEPA is an optional
hiring procedure used by state agencies to employ females, blacks, Hispanics, Asian/Pacific
Islanders, and American Indians/Alaskan natives who are legal residents of the state in an effort
to satisfy Affirmative Action hiring goals.

FY 02 Annual Report
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Foreword, continued
Persons with Severe Disabilities €Employment Progrom—Created by the Legislature in 1987.

Mandatory Supervisory Training—Training for all executive branch supervisors has been required
by the OPA since 1992.

Agency Payroll System—This system was initially created in 1981; since 1988, OPM has pro-
vided an automated and standard payroll process for 115 agencies in all 77 Oklahoma counties.
The Agency Payroll System provides capabilities allowing Agency Payroll Coordinators to enter,
maintain, and process employee information for over 37,000 state employees. This detailed,
calculated payroll information is supplied nightly to the Office of State Finance, where account-
ing processes are performed. Various entities depend on the system to provide payments for
voluntary and mandatory deductions. In 1992, the Legislature required all state agencies, ex-
cluding Higher €d, to participate in the central payroll system administered by OPM.

State Mentor Program—Created by the Legislature in 1994, to develop the executive potential
of employees in all branches of state government, with a special emphasis on women, racial
minorities, and individuals with disabilities.

Human Resources Management Advi-
sory Committee (HAMAC)—Created by  20th Anniversary Reflections
the Legislature in 1994, to study the pas

unclassified state service, recruitment
and selection, single leave, perfor-
mance appraisals, and delegation of
personnel functions. HRAMAC completed
a final report of its findings and rec-
ommendations in 1996, following a
year-and-a-half of study. HAMAC's re-
maining responsibility is to review and
approve model projects proposed by
agencies.

T

[

Agency Services Unit—Created by the Applicants for state employment take a

Legislature in 1994 to assist agencies Merit System exam in 1946.

with their HR needs based upon their

administrative capacity and resources. The unit, OPM's first self-directed work team, became
fully operational in December 1995. Since May 1, 2002, the ASU has included a payroll and
transactions component.

Compensation Philosophy and "Stepless” Merit System Salary Schedule—Created by the Legis-
lature in 1994.

Delegation Agreements—Authorized by the Legislature 1994, to permit state agencies to under-
take HR functions traditionally performed by OPM, including direct hire authority for hard-to-fill
jobs, direct hire authority for professional practice licensure classes, certification of minimum
qualifications, position allocation, and determination of veterans preference points.

FY 02 Annual Report
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Foreword, continued

Agency Self-€valuation of Human Resource Management and Human Resource Management Plan—
Created by the Legislature in 1995, to improve HR management by providing state agencies a
tool to assess basic HR activities and to provide a basis for their HR Management Plan.

Certified Personnel Profession-
als Training—Required by the
OPA since 1996, for all employ-
ees assigned to professional
HR positions in the executive
branch of state government, ex-
cluding Higher €d.

20th Anniversary Reflections

Affirmative Action/Civil Rights
Personnel Training—Required
by the OPA since 1996, for
state employees who serve as
civil rights administrators, co-
ordinators, or affirmative action
officers in executive branch

E agencies.
In 1967 Merit System Office Team members recorded each job-related Discrimination Complaints In-
transaction for state employees on cards that were kept on file at the vestigators ﬁqining_ﬂequired
office. In 1967 there were 17,940 state employees. by the Oklahoma Personnel Act

since 1996, for all individuals
who investigate complaints of employment discrimination in executive branch agencies.

Staff Support—Since 1996, OPM has provided staff support for the Governor's Advisory Council
on Asian-American Affairs and the Governor's Council on Latin-American and Hispanic Affairs. On
July 1, 2002, OPM began providing staff support to the Oklohoma Commission on the Status of
Women.

OPM Website—UWent on-line in July 1997, to better communicate HR information to agencies,
job applicants, and the public.

HR €xchange—Quarterly newsletter disseminated to all state agency directors, HR staff, and AA/
€€0 personnel, as well as HR colleagues across the country, was first published in September
1997.

State Work Incentive Progroam—Created by the Legislature in 1997, to permit state agencies to
hire individuals participating in the Temporary Assistance to Needy Families (TANF) program as
unclassified employees.

CAPIP News—Quarterly newsletter for and about Carl Albert Public Internship Program €xecutive
Fellows and Undergraduate Interns, which is disseminated to CAPIP participants, as well as all
state agency directors, HR staff, and AA/€EEO personnel, began regular publication in March
1999.

FY 02 Annual Report
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Foreword, continued

Oklahoma Program Performance
Budgeting and Accountability
Act—Created by the legislature
in 1999, for the purpose of bet- |
ter prioritizing state funding =
needs, reducing program duplica- &
tion, enhancing budgeting infor-
mation necessary to improve the |
efficiency of state operations,
and improving state services to
the public; required each state
agency to make a strategic plan
for its operations, covering five
fiscal years, the first of which was

due October 1, 2001, and autho-  Governor frank Keating (seated) signed SB 464, the "Classification
rized OPM to provide training or and Compensation Reform Act of 1999,” on June 10, 1999. Pictured
with the Governor are (left to right) Joe Davenport, OPM; Rep. James
Dunegan, co-author of the legislation; Selden Jones, Senate staff: Jim
Lippert, OPM; Dayna Petete, OPM; George Humphreys, House staff;

other services to state agencies.
The Act implemented the recom-

mendations of the Quality Im- Sen. Mike Morgan, co-author of SB 464; Gary Jones,
provement Task Force, which was Executive Director of the Oklahoma Public €émployees Association;
created by the Legislature during Oscar B. Jackson, Jr., OPM Administrator and Cabinet Secretary

the 1998 session to stu dl\J and of Human Resources; and Jim Hazeldine, OPM.

recommend ways of making Oklahoma state government more efficient.

Classification and Compensation Re-
form Act of 1999—«&ffective Novem-
ber 1, 1999; based on the Classifica-
tion and Compensation Reform Project
(CCARP), which recommended adoption
of a classification system based on
job families that incorporate a wide
variety of jobs; broad pay bands
which provide agencies with the flex-
ibility to address recruitment and re-
tention needs; and a performance
management system that requires
managerial accountability and sup-
ports a pay-for-performance culture.

OPM Team members (I to r) David Hays, Hank Batty,
Jim lippert, and Joe Davenport held numerous meetings Classification—The Act required OPM
with state agency HA staff during the months and
weeks preceding passage of the Classification
and Compensation Reform Act of 1999. and agencies to determine job family
levels.

to allocate positions to job families

FY 02 Annual Report
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Foreword, continued

Compensation—The Act authorized agencies to use such pay movement mechanisms as market
adjustments, skill-based adjustments, equity-based adjustments, and career progression increases.
The Act also required agencies to report to OPM on an annual basis the pay movement mecho-
nisms utilized, including the mechanism type, frequency, amounts provided, affected classes and
job families, projected pay movement mechanisms and costs anticipated for the balance of the
fiscal year, and other information required by the OPM Administrator. A Merit Rule, which became
effective in November 1999, required state agencies to adopt a salary administration plan (SAP)
for their classified positions and submit the plan to OPM for approval. The SAP must establish a
hiring rate or range for each job family level within the agency’s classification plan, and may
establish conditions under which the
agency may set a hiring rate above the |
midpoint and may use skill-based pay pro-
grams and other pay movement mecho-
nisms.

Performance Management—The Act re-
quired OPM to make available one stan-
dard performance management system to
be used by all state agencies, and required
agencies to implement this Performance
Management Process (PMP) by January 1,
2000.

Workforce Planning—Division within OPM &
established by the Administrator in March  On May 9, 2001, Governor Frank Keating (center) presented

2000, for the purpose of educating and as- a Public Service Recognition Week Award to (I to r)
sisting state government in planning for fu- Jon Brock,- Eercutive Director, Oklahoma fmployment Security
ture human resource needs by providing Commission; Dr. Ann Benson, State Director, Oklahoma

) ) ] - Department of Career and Technology €ducation; Hank Batty,
information on projected attrition and asgistant Administrator, €mployee Selection Services, OPM;
workforce trends. Legislation passed dur- and Oscar B. Jackson, Jr., OPM Administrator and

ing the 2002 session requires the OPM Ad- Cabinet Secretary of Human Resources.
ministrator to establish a workforce planning function to assist state agencies in analyzing the
current workforce, determining future workforce needs, and implementing solutions so that agen-
cies may accomplish their missions.

Merit System Testing—In 1981, OPM partnered with the Oklahoma €mployment Security Com-
mission to provide statewide Merit System testing for applicants for state employment. Through
Project OPEN, Oklahomans could obtain job information and take Merit System examinations at
a local office usually no more than 75 miles from their home. Regrettably, federal budget cuts
forced the €mployment Service to curtail this service in 2001. In March 2001, OPM entered into
a partnership with the Oklahoma Department of Career and Technology €ducation which makes
it possible for applicants for state employment to test at any one of 22 CareerlTech campuses
statewide.

State Employees Having an Active Role in €ducation (SHARE)—Implemented by OPM on March 5,
2001. SHARE began as a collaboration between state government and public schools to pilot a

FY 02 Annual Report
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Foreword, continued

program granting OPM employees one hour of release time per week to volunteer in a selected
school in Oklahoma City. Through this program, OPM employees become tutors for students in
the Help One Student to Succeed (HOSTS) Program at Millwood Middle School (grades 6-8) in
Oklahoma City.

Pay-for-Performance—Authorized by the Llegislature in 2001, for employees who received at
least a "meets standards” rating on their most current performance rating.

€mployee Recognition—Created by the Legislature in 2001; directs the OPM Administrator to
establish an on-the-job employee performance recognition program that encourages outstand-
ing job performance and productivity and authorizes state agencies to purchase recognition
awards, provide for a formal or informal ceremony or banquet, and establish a cash award
program to recognize outstanding performance in the workplace by agency employees. The
Legislature amended the program’s statutory provisions in 2002 to permit agencies to use
operating funds to pay for a ceremony, banquet, or reception where employee recognition
awards will be presented.

Whew! I'd say OPM has been fairly productive during the last 20 years. So, what does the future
hold? Is there anything left to do?

During the next year, much of OPM's
time and attention will be devoted to
CORE Oklahoma—a joint effort of the
Office of State Finance, the Department
of Central Services, the Department of §
Commerce, and OPM to implement the
PeopleSoft enterprise-wide information
system, which will provide an integrated
package of software solutions on a com-
mon platform for financial, purchasing,
HR, and payroll systems. OPM is also
in the process of implementing on-line
Merit System testing. During F¥ 02, OPM The CORE Oklahoma €xecutive Steering Committee includes
signed a contract with Raytheon Tech- (I to r) Tom Daxon, Director of the Office of State Finance
nical Services Company to provide a and Cabinet Secretary of Finance and Revenue; Pam Warren,
computerized test development, admin- . Director of the Depc.vrt.mentlof Central Services and

. . . Cabinet Secretary of Administration; and Oscar B. Jackson, Jr.,
istration, and scoring system. The sys- OPM Administrator and Cabinet Secretary of Human Resources.

tem will be available for implementa- Not pictured is Ron Bussert, €xecutive Director of the
tion at all OPM test sites, including the Oklahoma Department of Commerce.

22 Careerlech campuses statewide that
offer Merit System testing. We also will be working on €-learning and employee self-service
initiatives.

We greatly appreciate all of those former OPM employees, state agency representatives, and
other "well-wishers” who joined the OPM Team on July 31 to celebrate 20 years of service.
Here's to 20 more productive years!

FY 02 Annual Report
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Office of Personnel Management

Organization

The Office of Personnel Management is headed by the Administrator who is appointed by the
Governor and confirmed by the Oklahoma State Senate. Oscar B. Jackson, Jr. is the Administrator
of the Office of Personnel Management. He also serves as the Governor's Cabinet Secretary of

Human Resources.
The work of OPM is divided among eight departments:

* Office of the Administrator,

» Office of Communications,

* Employee Selection Services,

» Office of €qual Opportunity and Workplace Diversity,
* financial Management Services,

* Human Resource Development Services,

* Information Technology Services, and

* Management Services.

OPM administers the Merit System of Personnel Administration. In FY 02, the agency had an FTE
limit of 116.5 and an annual budget of approximately $6 million.

Reflections

Three OPM Administrators: HKeith frosco (1969 — 1979),
Oscar B. Jackson, Jr. (1991 — Present), and
James C. Thomas (1979 — 1991).

OPM also is more informally organized
into three Teams: the €xecutive Team
is comprised of department heads (As-
sociate and Assistant Administrators)
and others who report directly to the
Administrator; the Administrative Team
is made up of €xecutive Team mem-
bers and other supervisory staff who
report to members of the €xecutive
Team; and the OPM Team, which is
composed of all OPM Team members.

History

In 19306, state voters adopted the So-
cial Security Amendment to the state
constitution to comply with the federal
Social Security Act. The Social Security
Act required employment standards
based on merit for state agencies sup-
ported by federal grants-in-aid. This

action led to the state's first Merit System. In August 1938, a three-member Merit System Council
was appointed by the Governor to administer the Merit System, which applied only to grants-in-
aid agencies: Public Welfare (now the Department of Human Services), €Employment Security,

FY 02 Annual Report
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Office of Personnel Management, continued

. . Health, and Civil Defense (now the De-
20"’1 ﬁnnlversaru B@flectlons portment of Civil Emergency quqge_

ment).

The purpose of the Merit System was
to foster a competent career service
free from political patronage. The Sys-
tem was patterned after a standard
model provided by the federal Office
of State Merit Systems and had no ba-
sis in Oklahoma law.

In 1959, the state Legislature created
the Merit Act, thus giving the Merit Sys-
tem a statutory basis, and provided
for the extension of the Merit System
to other state agencies through the is-

In 1963, members of the State Personnel Board included suance of €xecutive Orders. The Act re-
(standing, I to r) A.€. Plume, Ardmore; Raymond fields, Guymon;  placed the Merit System Council with
Dale A. Schmitt, Okloahoma Cifl/; James B. Miller, Shawnee; a seven-member State Personnel Board

(seated, | to r) Phyllis Fenimore, Woodward; Jomes J. Hunter,

to be appointed by the Governor. The
Bartlesville; and Roy Smith, Norman. PP v

Board appointed a director who em-
ployed staff.

In 1982, the Oklahoma Legislature passed major reform legislation that replaced the Merit Act
with the Oklahoma Personnel Act and created the Office of Personnel Management (OPM) as the
administrative agency for the state personnel system. It also created the €thics and Merit Com-
mission (now the Oklahoma Merit Protection Commission) as a quasi-judicial entity to decide
personnel-related disputes.

Additional reforms were passed in the 1990s to provide state agencies with more flexibility
while maintaining the basic protections of the Merit System. Since that time, OPM's role within
state government has evolved from one that is primarily requlatory to one involving leadership,
service, and consultation.

The Merit System is a mature, comprehensive personnel system consisting of position classifico-
tion; compensation and benefits; salary administration; recruitment; certification; human resource
development; the Certified Public Manager Program; the Carl Albert Public Internship Program;
and the OPM State €mployee Assistance Program.

Rgencies, positions, and employees that are subject to the Merit System are "classified”. Proce-
dures for the appointment of personnel to Merit System positions, the conditions of employ-
ment, and procedures for removal are governed by the Oklahoma Personnel Act and the Merit
Rules of Personnel Administration. In FY 02, there were 64 Merit System or classified state
agencies.

The Oklahoma Personnel Act also contains provisions that apply to agencies, positions, and
employees that are not subject to the Merit System. These agencies, positions, and employees
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Office of Personnel Management, continued

are considered "non-Merit System” or "unclassified"”. There are few universal procedures for the
recruitment and appointment of unclassified officers and employees or for the terms and condi-
tions of their employment or removal; practices vary from one agency to another. In FY 02, there

were 51 non-Merit System or unclassified state agencies.

20th Anniversary Reflections

In December 1999 and January 2000, managers from four state
agencies—OPM, Office of State Finance (OSF), J.D. McCarty Center,
and Department of Veterans Affairs—attended strategic planning
training sponsored by OSF. Representing OPM were larry Fisher,
Assistant Administrator for HRADS; Oscar B. Jackson, Jr., Administrator
and Cabinet Secretary of Human Resources; Marian freeman, then-
Chief Financial Officer; and Hank Batty, Assistont Administrator
for Employee Selection Services.

OPM also administers programs
which affect both classified and
unclassified employees, including
agency payroll, direct deposit,
and voluntary payroll deduction.
Additionally, a number of state
and federal personnel laws apply
to all state employees.

Strategic Planning

In 1999, the Legislature created
the Oklahoma Program Perfor-
mance Budgeting and Account-
ability Act for the purpose of bet-
ter prioritizing state funding
needs, reducing program duplico-
tion, enhancing budgeting infor-
mation necessary to improve the
efficiency of state operations, and
improving state services to the
public.

This Act implemented the recom-
mendations of the Quality Im-

provement Task Force, which was created by the Legislature during the 1998 session to study
and recommend ways of making Oklahoma state government more efficient. The Act requires
each state agency to make a strateqic plan for its operations, covering five fiscal years. The first
report was due October 1, 2001. During FY 02, OPM adopted its Strategic Plan for FY 03 - 07, in

which we made the following commitments:

OUR MISSION

We serve the people of Oklohoma by delivering reliable and innovative

human resources services to our partner ogencies to

OUR VISION

achieve their missions.

Office of Personnel Management
Human Resources Provider of Choice

State of Oklahoma
€mployer of Choice
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Office of Personnel Management, continued
OUR CORE VALUES AND BEHAVIORS

Inteqrity
We are trustworthy. Our actions are consistent with our words and we pursue the highest

good for the State of Oklahoma. We keep our promises and we do what we say we will do.
We accept full responsibility for our decisions and our actions.

Customer Service
We listen. We treat others as they wish to be treated. Our work reflects our best effort.
We continually examine ourselves, our systems, and our processes to ensure that we
can meet our internal and external customers’ requirements.

Diversity
We value the ideas, background, experiences, and talents of each employee of the
Office of Personnel Management. We respect each other. We are committed to ensuring
that Oklahoma's state government workforce reflects the diversity of its citizenry.

Human Resources €xcellence
We offer leadership in service to the Human Resources professional community through
our ongoing efforts to discover, implement, and share best practices. We are experts
in the field of HR Management and share our expertise with each other and
with our partners throughout state service, and both the public and private sectors.
We empower each other to achieve.

Innovation
We seek innovative solutions to human resources issues. We actively encourage creative
approaches to human resources management. We are willing to experiment and take risks.

Partnering for Results
We create mutually-beneficial partnerships and work with our external and internal
customers on an equal basis toward common goals, recognizing the obligations
we have to one another.

€mployee Recognition

For many years, the OPM Administrator announced the selection of an €mployee of the Year and
a Team of the Year during Public Service Recognition Week, which occurs annually during the first
week of May. This tradition changed in FY 02 because of the passage of legislation during the
2001 session. Senate Bill 571 (74:4121) directs the OPM Administrator to establish an on-the-
job employee performance recognition program that encourages outstanding job performance
and productivity and authorizes state agencies to purchase recognition awards, provide for a
formal or informal ceremony or banquet, and establish a cash award program to recognize out-
standing performance in the workplace by agency employees. €Emergency amendments to the
Merit Rules which implement SB 571 currently are in effect. In addition, the Legislature amended
the program’s statutory provisions in 2002 to permit agencies to use operating funds to pay for
a ceremony, banquet, or reception where employee recognition awards will be presented.

FY 02 Annual Report
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Office of Personnel Management, continued

During FY 02, Cynthia Clegg, OPM Deputy Administrator for Programs, appointed a committee
made up of Allie Brown, Human Resources Development Services (HRDS); Ann Craven, €qual
Opportunity and Workforce Diversity; Joe Davenport, Employee Selection Services; Janice Halley,
Information Technology Services; Marsha Reeder, Financial Management Services; Natasha Riley,
€mployee Selection Services; Greg Thomas, Management Services; and Joyce Smith, HRDS; to
develop OPM's €mployee Recognition program.

OPM's €Employee Recognition Awards are divided into three categories: (1) the Advisor Award
goes to an employee acting as liaison between OPM and agency HR officials; (2) the Affiliate
Award goes to an employee supporting agency liaisons and their functions; and (3) the Associ-
ate Award is presented to an employee supporting all divisions of OPM. €ach €Employee of the
Quarter receives a cetrtificate and a $50 cash equivalent award.

Barry Breckle, €Employee Selection Services, was chosen
€mployee of the Quarter for the first quarter of 2002
from the fAffiliate category. Pictured with Mr. Breckle

is Joyce Smith, HRDS, who chairs OPM'’s
€mployee Recognition Committee.

Blanche longoria (center), OPM State €mployee
Assistance (€AP) Program, was chosen €Employee
of the Quarter for the second quarter of 2002.
Ms. longoria is pictured with her €AP co-workers
(I to r) Robert Stevens, OPM State €AP
Coordinator; Warren Thompson, OPM State
€AP Representative; and Deanna Miller,
OPM State €AP Representative.

The state of Oklahoma officially “kicked-off” the integrated systems project—CORE Oklahoma—
on February 22, 2002. In two meetings at the Concourse Theatre, members of the Project Team
and Team leaders were introduced to state agency representatives.
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Office of Personnel Management, continued

The members of the €xecutive
Steering Committee—Pamela
Warren, Director of the Depart-
ment of Central Services (DCS) and
Cabinet Secretary of Administra-
tion; Oscar B. Jackson, Jr., OPM
Administrator and Cabinet Secre-
tary of Human Resources; Tom
Daxon, Director of the Office of
State Finance (OSF) and Cabinet
Secretary of Finance and Revenue;
and Ron Bussert, €xecutive Direc-
tor of the Oklahoma Department
of Commerce (ODC)—uwere on

CORE Oklahoma Team members (I to r) Carol Barton, Payroll lead, OPM; hand to share their thoughts on
lezlie Thiery, HR lead, OPM; Jerry Stillwell, Project Coordinator, OSF:  What the integrated systems
Donna Holliday, PeopleSoft; Oscar B. Jackson, Jr., OPM Administrator  project means for Oklahoma state

and Cabinet Secretary of Human Resources; and Joe frasca, PeopleSoft. government. During his remarks,

Not pictured is larry Fisher, Training Technical Support, OPM. Mr. Jackson reflected that the

project was the culmination of a
seed planted several years ago with
the report from the Governor's Perfor-
mance Task Force.

CORE Oklahoma ushers in a partner-
ship between the state of Oklahoma,
PeopleSoft Inc., and Maximus to re-
place the state's current stand-alone
financial, purchasing, human re-
sources, and payroll systems. CORE=

C=Communication. Communication is
critical to the project's success and
acceptance;

O=Operations. The state will critically L~ . .
review and redefine how it accom- On May 15, OPM welcomed Mary Adkins, Manager of the Workforce
pIishes work in the new environment: Information Section, Kansas Division of Personnel Services, who

" visited with state agency HR staff and others concerning Kansas’
H:Beporting, A significont output for experience with PeopleSoft implementation. Pictured with Ms.
the system is providing reports Adkins (center) are Cynthia Clegg, OPM Deputy Administrator for
needed for effective management of Programs, and Oscar B. Jackson, Jr., OPM Administrator and

o ] Cabinet Secretary of Human Resources.
the state’s financial resources and
staff; and
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Office of Personnel Management, continued

€=Enterprise. The project represents the installation of an enterprise system to replace its cur-
rent stand-alones.

The Project Team, comprised of staff from DCS, OSF, OPM, PeopleSoft, and Maximus, have devel-
oped an aggressive implementation schedule for going "live” with the new system in July 2003.

OPM had the responsibility of identifying Project Team leaders for the HR and Payroll compo-
nents of the integrated system. Lezlie Thiery, OPM Applicant Services Division, was named HR
Llead, and Carol Barton accepted assignment as the Payroll Lead. Larry Fisher, OPM Assistant
Administrator for Human Resource Development Services, will provide technical support for the
training component of the Project. Also during FY 02, Marsheila Ward, Information Technology
Services, was assigned to the CORE Project.

NASPE Mid-Year Meeting

OPM welcomed members of the National Association of State Person-
nel €Executives (NASPE) to Oklahoma City, February 1 - 3, 2002, for the
NASPE Mid-Year Meeting. Oscar B. Jackson, Jr., OPM Administrator and
Cabinet Secretary of Human Resources, who served as NASPE presi-
dent in 1994, hosted the event, which attracted 20 participants from
15 states. States v
represented in-
cluded Colorado,
Delaware, Fflorida,
Georgia, I|daho,
lowa, Kansas, Loui-
siana, Maine, Michi-
gan, Minnesota,

Mollie Anderson, Director of S
the lowa Department of Mississippi, Mon-

Personnel, served as NASPE€  tana, Oklahoma and
president during F¥Y 02. Texas.

The three-day event featured a presentation

Members of the OPM €xecutive Team helped welcome
by Al Smith, Director of the Department of Hu-  NASPE attendees during the Friday night reception.
man Services (DHS) Human Resource Manage- Pictured with Donald A. Wills, Director of Human

ment Department, and his staff on the DHS e- Resources, state of Maine (second from left), are

. — Diane Haser-Bennett, Assistant Administrator for
learning Initiative, and another by LeAnn . ;
Management Services; Hank Batty, Assistant

Jenkins, €xecutive Director of the Oklahoma Administrator for Employee Selection Services; and
Federal €xecutive Board, on €mergency Pre- Marilyn Capps, OPM Chief Financial Officer.
paredness. Participants also discussed HRIS/

Workforce Planning, Total Rewards, Outsourcing and Privatization, and the Budget Crisis In The
States.

NASPE, the recognized authority on state government human resource issues, trends, practices,
and policies, serves as a leader and catalyst for the development of state human resources and
is dedicated to enhancing the image of state public service. Membership is comprised of chief
personnel administrators and their deputies or designees in the 50 states, five territories, and

the District of Columbia.
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20th Anniversary Reflections

Reprinted from March 2002 HR €xchange "from the Desk on the Administrator,” Oscar B. Jackson, Jr., OPM Administrator
and Cabinet Secretary of Human Resources

€ach new year provides an invaluable opportunity to reflect on the accomplishments of the past
and to anticipate eagerly the opportunities of the future. This year is distinguishable from other
new years in this regard only because it marks the anniversary of a very important event we will
be celebrating all year—the passage of Senate Bill 339 in 1982.

What's so significant about the pas- | sl ' ! F ~y
sage of one piece of legislation 20 -
years ago, you ask? For starters, SB
339 created the Oklahoma Personnel
Act, which laid the foundation for en-
hancements in Oklahoma's personnel
system that continue to this day. This
Act also abolished the State Person-
nel Board and created two new agen-
cies: The Office of Personnel Manage-
ment, headed by an Administrator
who is appointed by the Governor
with the consent of the Senate, and
the nine-member €thics and Merit
Commission, now the Oklahoma Merit

i o o Information Technology Services Team member Randy Peter (right)
Protection Commission. In addition, explained OK-CAREERS to Governor George Nigh (left) and OPM
the Act was also a factor in the re-  Administrator James Thomas (center) when Governor Nigh visited

creation of the Oklahoma €thics Com- the State Personnel Board (now OPM) in 198]1.

mission. Significant accomplishments, all!

The Oklahoma Personnel Act had its roots in one of the first partnering efforts among state
agencies. Because of the Merit System Office’s inability to issue certificates of eligibles in a
timely manner, the directors of two of the largest Merit System agencies, the Department of
Human Services and the Department of Transportation, joined forces with the Merit System
Office to develop one of the finest and most progressive automated application, examination,
and certification systems in the nation—OK-CAREERS.

Over the years, we have continued to improve OHK-CAREERS in many small and not-so-small
ways: We have added support for Priority Reemployment, Fair Employment Practices Act, Classi-
fication and Compensation Reform Act of 1999, and Y2K conversion. We have also removed
many obsolete features to keep the system trim. In the coming months we expect to add support
for on-line test administration and access via the Internet.

A similar partnering effort accompanied the establishment of Oklohoma's first statewide training
and development programs for managers and supervisors. The Human Resource Development
program leveraged agency staff development resources to provide management training and
technical assistance support for all agencies, with a minimum of new resources.
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20th Anniversary Reflections, continued

In 2002, our commitment to training remains the same—only the terminology has changed.
Today we talk about €-learning, web-based training, CBT, on-line training, etc. We are research-
ing, studying, and learning from the experiences of other agencies in our quest to provide
training and development opportunities for state employees in an electronic format. In Decem-
ber 2000, the Department of Human Services launched its initial on-line pilot course on sexual
harassment, and currently, is in the process of preparing a Performance Management Process
(PMP) course through their €-learning system. We have much to learn from them.

The passage of the Oklahoma Personnel Act in 1982 also ushered in an era during which the
concepts of fairness and equity in state government employment were extended beyond the
boundaries of the Merit System. For example, Senate Bill 339 contained provisions applicable to
all branches of state government, including the prohibition against employment discrimination
because of political opinion or affiliation, and the prohibition against retaliation for
"whistleblowing”.

In 2002, we continue to pursue initiatives that reach beyond the Merit System for the good of
state government. During the 2002 session, Senator Kelly Haney (D-Seminole) introduced Sen-
ate Bill 1222, which sets up a content grade/pay grade structure for state agency director
salaries similar to the structure currently in place for classified employees. This is in response to
the results of a study conducted by the HayGroup pursuant to Senate Bill 224 (2001), which
required OPM to conduct a study of all agency director salaries to determine the market rate of
pay for the services being performed by these directors.

During the course of their study, the HayGroup concluded that state agency director positions
with similar job content have sig-
nificant pay differences, and
agency director positions with
significantly different job con-
tent are paid similarly. They also
determined that the state of
Oklahoma has neither identified
a comparator market for agency
directors nor a level in the mar-
ket at which these positions
should be paid. The HayGroup
also discovered that while the
state of Oklahoma's current sal-
ary practice appears to be com-
petitive with the Central and

Following the HayGroup briefing on January 9, 2002, Oklahoma State Southeastern States at the
Senate Fiscal Director Amanda Paliotta (center) discussed the finer small-medium size agency direc-
points of the Agency Head Compensation Report with (I to r) Oscar B. tor level, it trails the average
Jackson, OPM Administrator and Cabinet Secretary of Human Resources; .
Tom Patt, OPM Compensation Director; and Neville Kenning practice for cor.npo.ro For Stq_te

and Greg Wolfe of the HayGroup. groups (those with similar socio-
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20th Anniversary Reflections, continued

economic and population indicators) at the medium-large size agency director levels. And, when
compared to Hay's Oklahoma market for similar job content (private, not-for-profit, and public
sector employers), the current agency director practice trails the in-state median practice by
amounts that vary from 50 percent — 130 percent, which is significant because the vast majority
of agency director appointments are made from within Okloahoma. €ditor’s Note: Senate Bill
1222 passed the Senate, but failed to pass the House.

In 1984, the Legislature continued to build on the progressive initiatives embodied in the Oklo-
homa Personnel Act by passing the first Oklahoma law requiring state agencies to prepare
affirmative action plans. It also required OPM to produce an annual report of the progress made
by governmental entities in the area of affirmative action, including the status of the recruitment
of women, men, and minorities within €€O job categories.

- This legislation was followed by passage
of the Fair Employment Practices Act sev-
eral years later, and OPM subsequently
established the Targeted Recruitment
Program. This program continues to help
state agencies locate and place quali-
fied minority and female employees
where special efforts are needed to cor-
rect imbalances in the workforce.

i
— W

In 2002, we have continued our commit-
ment to affirmative action and equal em-
ployment opportunity by establishing the
Office of €qual Opportunity and
Workforce Diversity within OPM. The pur-
pose of this division is to focus on the
continuing changes in the state government workforce related to diversity and to come up with
strategies for better managing those changes.

erman Johnson (left), Employee Selection Services,
is OPM’s Targeted Recruitment Coordinator.

Separate leqislation in 1982 provided major advancements in establishing a comprehensive
compensation program for all state employees. A longevity payment program which rewarded
employees for two or more years of service with the state also was implemented. Dental insur-
ance was added to the state employee health plan.

When OPM issued the first comprehensive benefits statements to state employees in the 1980s,
they were enthusiastically received by state officers and employees in all branches of state
government. The State €Employees Flexible Benefits Act was created to provide state employees
with cafeteria-style benefits programs to meet the diverse needs of the state's workforce. This
program eventually grew so large that the €Employees Benefits Council was created to manage
it.

In 2002, fringe benefits continue to be a major component of state employee total compensa-
tion. According to OPM's FY 2002 Annual Compensation Report, the state of Oklahoma's fringe
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20th Anniversary Reflections, continued

benefit costs are 6.1 percent lower than those of its competitor market, a result that does not
quantify the value relationship of the state’s benefits to the market, but merely compares ben-
efit expenditures. This year's Report departs from previous methodology by comparing direct
pay and fringe benefit costs, independent of each other, with the market rather than combining
the two forms of compensation into a "total compensation” value comparison. This change was
made because of the multitude of factors, cited in the Report, that make benefit costs an
inappropriate measure of value for market comparison purposes.

Despite the fact that, as someone once observed, "we live in a moment of history where change
is so speeded up that we begin to see the present only when it is already disappearing,” we
will continue to make progress toward change, ever cognizant of the purpose of the Oklahoma
Personnel Act, upon which our commitments continue to be built: "To protect the public from

In August 1981, OPM Team members
(I to r) Renee Phillips, Niki Powell,
Mary Taylor, and Brenda Tyler observe
the printing of the first OK-CAREERS
certificate, which was issued to the
Department of Transportation.

improper use of authority, to protect public officials and employees from unwarranted assaults
on their integrity, and to enforce the protections for classified employees and citizens under the
Merit System of Personnel Administration."

Public Service Recognition Week

Public Service Recognition Week (PSRW), celebrated the first Monday through Sunday in May
since 1985, is a time set aside each year to honor the men and women who serve America as
federal, state, and local government employees. Throughout the nation and around the world,
public employees use the week to educate citizens about the many ways in which government
serves the people and how government services make life better for all citizens.

€ach year the Governor declares the first full week in May as PSRW in Oklahoma. OPM coordi-
nates the Public Service Recognition Awards Ceremony on behalf of the Governor. On May 8,
2002, Governor frank Keating presented Public Service Recognition Awards to 118 state em-
ployees selected by members of the Governor's €xecutive Cabinet from their respective cabinet
areas to receive commendations.
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Human Resources Cabinet

OPM Administrator Oscar B. Jackson, Jr. serves as Governor frank Keating's Cabinet Secretary of
Human Resources. Mr. Jackson was initially named OPM Administrator and Cabinet Secretary of
Human Resources in June 1991, by Governor David Walters. In January 1995, he was reap-
pointed to both positions by Governor frank Keating. As Cabinet Secretary, Mr. Jackson provides
general oversight and liaison with several state government agencies in Oklahoma, including
the Oklahoma €mployment Security Commission, Oklahoma Merit Protection Commission, Oklo-
homa State and €ducation Employees Group Insurance Board, and the Employees Benefits Coun-
cil.

€mployees Benefits Council
The €Employees Benefits Council (EBC)
was created in 1992, for the purpose

of furnishing state
MRS employees  with

choices among vari-
ous employee ben-
efits, including

health, life, dental,
and disability insurance, optional
plans, and flexible spending accounts.
€BC also exists to provide for the co-
ordination, design, preparation, com-
munication, and administration of all

plans offered to state employees. Members of the €mployees Benefits Council (€BC) include (I to r)

Oscar B. Jackson, Jr., OPM Administrator and Cabinet Secretary of
The mission of the agency is to rec- Human Resources; Charles Butler, chair; Kim Holland, secretary;
ognize the differing needs of each Bryce Fair, vice-chair; and Mitch Parsons, €BC Executive Director.
state employee; provide a plan de- Not pictured is Council member Rick Maddux.

sign proficient in balancing cost effectiveness with choice of flexible benefits; and provide clear
communication, ease of enrollment, and expert administration.

Oklahoma €mployment Security Commission

Created by the Legislature in 1941, the Oklahoma €mploy-
ment Security Commission (O€SC) administers employment
service throughout the state for labor exchange activities.
OE€SC is part of a national network of employment service
agencies which receive administrative funding from the fed-
eral government. O€SC's governing body is a five-member
Commission appointed by the Governor with the consent
of the Senate.

Katie Splawn, O€SC, was featured
in the "HR Director Spotlight” in
the October 2001 "HR €xchange”.
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Human Resources Cabinet, continued

Local Employment Service offices provide
testing, counseling, and placement ser-
vices for job seekers; solicit job orders
from employers; refer applicants for jobs;
provide Computerized Job Banks for job
information throughout the state; and
provide special placement services for vet-
erans, including job development and
counseling. O€SC collects Unemployment
Insurance taxes from Oklahoma employ-
ers to finance payment of unemployment
benefits to jobless workers. Claims are
filed in Local Employment Service offices
throughout the state.

Stat nd €ducation Empl The Oklahoma €mployment Security Commission (O€SC):
ate and €ducatio ployees George Ollie, Jr., David Hill, Rev. W.B. Parker, Ted Weber,
Gfo“P Insurance Board DelWayne Goodwin, and O€ESC €xecutive Director Jon Brock.

The Oklahoma State and €ducation
€mployees Group Insurance Board
(0S€€GIB) was created in 1967, for
the purpose of administering the
State and €ducation €mployees
Group Insurance Act. The purpose
of the Act is to:

Provide uniformity in accident and
health insurance and/or benefits
coverage and life insurance on all
employees of the state of Oklo-
homa;

Oklahoma State and €ducation €mployees Group Insurance Board €nable the state to attract and re-
(OS€EEGIB): John Freese, secretary; B. Steve Burrage, member:; Bill tain qualified employees by provid-
Crain, OSEEGIB Administrator; Jack Riley, member; William Bartley, ing health, dental, and life insurance
chair; Carroll Fisher, State Insurance Commissioner; and Richard
Womack, vice-chair. Not pictured is Tom Daxon, Director of the Office

of State Finance and Cabinet Secretary of Finance and Revenue.

benefits similar to those commonly
provided in the private sector;

Recognize and protect the state's investment in each permanent employee by promoting and
preserving good health and longevity among state employees;

Recognize the service to the state by elected and appointed officials by extending to them the
same health, dental, and life benefits provided to state employees; and

Recognize long and faithful service, and encourage employees to remain in state service until
eligible for retirement by providing health, dental and life insurance benefits for employees.
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Human Resources Cabinet, continued

Oklahoma Merit Protection Commission

Created in 1982, the Oklahoma Merit Protection Commission (MPC) has three primary functions:

Members of the Oklahoma Merit Protection Commission (MPC)
include (standing, | to r)) James L. Howard, MPC €xecutive Director;
Jerry Rackley, member; Linda Brinkworth, member; Oscar Sparks,
member; Don Smitherman, member; (seated) Gene Moses,
member; James Rhymer, vice-chair; Mary Ann Karns, chair;
and Donnie McKnight, member.

Administration of the Merit System ap-
peals process, including review and
evaluation of appeal requests; sched-
uling hearings and maintaining case
files; issuing subpoenas; contracting
with examiners to conduct hearings; and
providing assistance to the parties to
an appeal.

€nforcement of the provisions of the
Oklahoma Personnel Act and investigo-
tion of alleged violations, including the
conduct of fact-finding conferences, in-
terviews with complainants, respon-
dents, and their representatives, and
on-site reviews and record searches.

Assisting agencies in voluntarily com-
plying with the Oklahoma Personnel Act
and enhancement of the state’s person-
nel management system.

The mission of MPC is to design systems to enforce the protections for classified employees and
citizens under the Merit System of Personnel Administration, as required by law, and to provide
for administrative flexibility and adequate and reasonable protection and security for those
under the state personnel system. The mission is accomplished through the training, consulta-
tion, and advice given by the Commission in conjunction with a voluntary mediation program,
mandatory alternative dispute resolution program, and administrative hearings.

€ach summer MPC hosts a three-day retreat, which begins with the
monthly Commission meeting, features a day-long training session
on a pertinent HR topic, and ends with the Commission "roundtable”.

FY 02 attendees included (I to r) Cynthia Clegg, OPM Deputy

Administrator for Programs; Diane Haser-Bennett, Office of Juvenile
Affairs (Ms. Haser-Bennett joined the OPM Team in November 2001 );

and €ddie Rodriquez, Department of Rehabilitation Services.
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20th Anniversary Reflections

From the FY 1981 OPM Annual Report: Sen-
ate Bill 65, which provides a comprehensive
classification and compensation program for
the employees of the State of Oklohoma,
was signed into law June 30, 1981, by Gov-
ernor George Nigh. The first step in the de-
velopment of Senate Bill 65 was taken when
the Llegislature commissioned Hay and As-
sociates, an international consulting firm, to
study all classified positions utilized by the
State, develop class specifications (descrip-
tions) for each job, allocate each classified
employee to a job dassification, and develop
a salary plan to include a job content evalu-
ation system for the salary assigned to each

'f‘.f."- I ! .:il ! L
1982, OPM Team members (I to r) James L. Howard,

Rhonda Barney, Kathi Kliewer-Hedges, and Marty Irwin

celebrated the completion of the Hay project.

position. Hay also developed a complete salary grade schedule upon which salaries for all

classified jobs within the State were assigned.

During the completion of the first phase (a/k/a classification phase) alone, 25,000 position
description questionnaires were completed and reviewed; 4,050 desk and field interviews were
conducted; 25,000 positions were classified; and 1,079 class specifications (job descriptions)
were written. In the second phase, a Job Content €valuation and Salary Plan was detailed. At
this time a point system was utilized to evaluate the 1,079 new Hay classes. Points were
assigned to the different positions based on know-how, accountability, problem-solving, and
working conditions. The total number of points when the Hay methodology was applied equated

€arl D. Mitchell, former member of the State Personnel
Board and the Merit Protection Commission (left);
Cynthia Clegg, former OPM and MPC staff member
(center); and James L. Howard, former OPM staff
member and current MPC €xecutive Director (right);
were on-hand July 31, 2002, to celebrate the
20th anniversary of the passage of the Oklahoma
Personnel Act and the creation of OPM and MPC.

to a salary grade assignment on the State's
Salary Grade Schedule for classified jobs.

Two committees evaluated approximately 200
benchmark” (points of reference for future
evaluations) job classifications. These commit-
tees were trained in the Hay Guide Chart-Pro-
file Method (the assigning of points to the
four areas outlined above) and consisted of
representatives, in different positions, of vari-
ous agencies within the State. All 200 of the
benchmark job classifications were commonly
used professional, administrative, supervisory,
general, or technical classes. The overall
method of determination which was used by
Hay consisted of both the analysis of current
salaries being paid—in relation to their job
content.
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Office of the Administrator

Oscar B. Jackson, Jr., Administrator and Cabinet Secretary of Human Resources

During FY 02, the Office of the Administra-

tor was comprised of Oscar B. Jackson, Jr., ) @
OPM Administrator and Cabinet Secretary A \‘_
of Human Resources; Janet Anderson, €x-
ecutive Assistant to the Administrator;
Cynthia Clegg, Deputy Administrator for Pro-
grams; and Cynthia Williamson, €xecutive
Assistant to the Deputy Administrator. The
Office of the Administrator functions as the
central operations team for OPM internal
activities and provides administrative ser-
vices to Mr. Jackson as Cabinet Secretary
of Human Resources. Steven K. Snyder, As-
sistant Attorney General, and Kimberlee Oscar B. Jackson, Jr., OPM Administrator and Cabinet

D. Williams, Chief Policy Attorney, provide Secretary of Human Resources; Steve Snyder, Assistant
legal services to the Office of the Adminis- Attorney General; Jomes Perez, Workforce Planning Analyst;

trat ) P d WorkF Cunthia Williamson, €xecutive Assistant to the Deputy
rator. James Ferez served as WOrKIONCe  goministrator for Programs; Kimberlee Williams, Chief Policy

Planning Analyst. Attorney; and Janet Anderson, €xecutive Assistant to the
Administrator. Not pictured is Cynthia Clegg,
Administrator Deputy Administrator for Programs.

Oscar B. Jackson, Jr. was named OPM Ad-
ministrator and Cabinet Secretary of Human Resources by Governor David Walters in June 1991;
he was reappointed to both posts by Governor fFrank Keating in January 1995.

As Cabinet Secretary, Mr. Jackson has general oversight of several state agencies, including the
Merit Protection Commission, the €Employees Benefits Council, the €mployment Security Commis-
sion, and the State and €ducation €mployees Group Insurance Board.

Mr. Jackson is chair of the Mentor Selection Advisory Com-
mittee and the Human Resources Management Advisory
Committee, member of the Board of Trustees for the Okla-
homa Public Employees Retirement System, member of
the €mployees Benefits Council, and member and vice-
chair of the Committee for Incentive Awards for State €m-
ployees for the Productivity €nhancement Program and

On November 14, 2001, Oscar B. Jackson, Jr., OPM Administrator
and Cabinet Secretary of Human Resources, addressed
300 public and business sector HR professionals at the 2001
China HAR Training Conference, which was held in Shanghai, China,
on "HR Trends in the United States.” Mr. Jackson represented the
International Personnel Management Association (IPMA),
which was a supporter of the event. Following his presentation,
Mr. Jackson responded to translated questions
posed by conference participants.
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Office of the Administrator, continued

the State Agency Review Committee for the Oklahoma State €mployee Charitable Contribution
Campaign.

€xecutive Assistant to the OPM Administrator

On January 7, 2002, Janet Anderson joined OPM after a 29-year career in the banking industry.
In her capacity as €xecutive Assistant to Mr. Jackson, Ms. Anderson handles scheduling and
provides liaison and administrative support to him in his dual role as OPM Administrator and
Cabinet Secretary of Human Resources. She serves as the primary point of contact for the Governor's
Office, Legislature, and agency Appointing Authorities, and also provides backup administrative
support for the OPM Deputy Administrator and the Chief Policy Attorney.

Deputy Administrator for Programs

Cynthia Clegg was appointed Deputy Administrator for Pro-
grams on June 1, 2001. She left the position in June 2002, to
become Human Resources Director for Oklahoma City Public
Schools.

The Deputy Administrator for Programs has responsibility for
coordinating the work of the following Departments: OPM State
€mployee Assistance Program, €Employee Selection Services,
Office of €qual Opportunity and Workforce Diversity, Human
Resource Development Services, Management Services, and %
Information Technology Services. ' Dumg FY 02 C

ynthia Clegg
served as OPM'’s Deputy

InJune 2001, Ms. Clegq initiated a survey of state agencies to Administrator for Progroms.

(1) assess the perceptions of the quality of service provided
by OPM, and (2) identify opportunities to improve services currently provided. The results of the
survey will be used to fuel the strategic planning process.

Also during her tenure, Ms. Clegg formed the OPM
Rdvisory Group, which is composed of HR Direc-
tors and others with systemwide responsibility
for HR management within their agency. Mem-
bers are asked to explore and plan for implemen-
tation of HR initiatives in state government and
provide guidance and feedback to OPM on the
impact and design of ongoing initiatives.

In addition to the Advisory Group, Ms. Clegg ini-
tiated the User Agency Feedback Sessions. The
purpose of these sessions is to seek input from
agency practitioners on specific issues related
to the effective operation of the state’'s HR sys-

\"ﬁ' i !
Cynthia Clegg, OPM Deputy Administrator for
Programs, fields questions from Susan €merson, tem.
Department of €nvironmental Quality, at the pay-for-
performance rules hearing on July 27, 2001.
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In April 2002, Ms. Clegg was selected for the prestigious Toll Fellowship Program sponsored by
The Council of State Governments (CSG). The Program is named in honor of Henry Toll, a Colo-
rado senator who founded (SG in 1933, and is aimed at developing the next generation of
leaders from all three branches of state government.

Ms. Clegq is a certified Senior Professional in Hu-
man Resources and a Certified Personnel Profes-
sional. She is a member of the Society for Human
Resources Management, American Association of
School Personnel Administrators, National Associo-
tion of State Personnel €xecutives, and the Interna-
tional Personnel Management Association.

€xecutive Assistant to the

Deputy Administrator for Programs
During FY 02, Cynthia Williamson served as €xecu-
tive Assistant to Cynthia Clegg, Deputy Administra- ]
tor for Programs. In this capacity, Ms. Williamson  Janet Anderson, €xecutive Assistant to the OPM
provides administrative support to Ms. Clegg, as Hd.ministrator, and Cynthia W{lliomson, Executive
. . Assistant to the Deputy Administrator for Programs.
well as backup administrative support to the OPM
Administrator and Cabinet Secretary and Chief Policy Attorney. Additionally, Ms. Williamson acts
as a liaison between the Deputy Administrator and the OPM
staff, other agency heads, HR staff, visitors, and individuals/
entities outside state government.

Assistant Attorney General

Steven K. Snyder has served as an Assistant Attorney General
in the General Counsel Division of the Office of the Attorney
General since October 1991. He is the legal counsel for the
Oklahoma Police Pension and Retirement System, as well as
for OPM. As legal counsel for OPM, Steve Snyder advises the
Administrator and senior staff on legal issues that affect the
agency, and represents the agency before the Merit Protection
<= Commission, €qual €mployment Opportunity Commission, and
the Oklahoma Human Rights Commission, as well as state and
federal district and appellate courts.

A\
b
On October 8, 2001, OPM hosted

a "Military leave Seminar”

with presenters from the Office of
the Attorney General, €mployees  tems, incuding the Oklahoma Public €mployees Retirement Sys-

Benefits Council, Oklahoma Public ~ tem, the Oklahoma Firefighters Pension and Retirement Sys-
€mployees fetirement System, and  tem, the Oklohoma law €Enforcement Retirement System, as

i

Among his other responsibilities, Mr. Snyder is the legal liaison
in the Attorney General's Office for the state retirement sys-

OPM. Rssistant Attorney General
Steven K. Snyder, OPM’s legal
counsel, presented an overview of
the Uniformed Services €Employment
and Re-€Employment Rights

Act of 1994 (USERRA). Fv 02 ﬂnnUC\I ﬂ(’,pOI‘t

well as the Oklahoma State Pension Commission, the Okla-
homa Military Department (National Guard), and the Depart-
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ment of Civil Emergency Management. He serves as the in-house consultant in the Attorney
General's Office on the Americans with Disabilities Act (ADA), the Age Discrimination in €mploy-
ment Act (ADEA), the Family and Medical Leave Act (FMLA), the Fair Labor Standards Act (FLSA),
and the Uniformed Services €mployment and Reemployment Rights Act (USERRRA).

Mr. Snyder is a member of the American Bar Association, the Oklahoma Bar Association, the
Oklahoma Association of Defense Counsel, and the Oklahoma District Attorneys Association. Mr.
Snyder, a Major in the Oklahoma Air National Guard, is also a decorated veteran of Operation
Desert Shield/Storm. He received his Bachelor of Arts degree in History and International Relo-
tions from the University of Oklahoma and is a graduate of the University of Oklahoma College

of law.

Chief Policy Attorney

OPM'’s Chief Policy Attorney, Kimberlee Williams, has lead re-
sponsibility for administrative rulemaking. She assists the OPM
Administrator, the State Agency Review Committee, and the
Committee for Incentive Awards for State €mployees in as-
sessing their rulemaking needs, researching and drafting rule
proposals, and preparing rulemaking documents in compliance
with the Administrative Procedures Act. After rules have been
promulgated, Ms. Williams is responsible for distributing the
rules in hard copy and electronic formats to interested par-
ties.

In FY 02, OPM adopted |
emergency amendments \
to the Merit Rules to | | |
implement legislation -
authorizing performance-

2 Williams fields questions from the
based adjustments. Al-  qudience during the March 8, 2002,
though not required by rules meeting.

the Administrative Proce-

dures Act, OPM held numerous informal meetings with state
agencies, as well as two rules hearings, before formally
adopting the amendments. Other emergency rulemaking
activities during FY 02 included amendments to the Merit
Rules to make the rules consistent with statutory changes
made during the 2001 legislative session, and emergency
amendments to the rules governing the Productivity €nhance-

| Al ment Program. OPM also promulgated permanent rule
On March 29, 2002, OPM amendments to the Merit Rules during FY 02.
hosted a Background Investigations
Briefing for state agency HR Ms. Williams researches and drafts memoranda, letters, and
professionals. Guest speaker was declaratory rulings on questions of law, and advises OPM
bebbie Goodloe, Oklahoma State staff and other agencies on compliance with the Oklahoma

Bureav of Investigation.
FY 02 Annual Report
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Personnel Act, the Administrative Proce-
dures Act, the Open Meetings Act, the
Open Records Act, and other provisions
of low. She also works closely with OPM
legal counsel Steven Snyder.

Another area of responsibility for the
Chief Policy Attorney is delegation
projects, through which the OPM Admin-
istrator may delegate responsibility for
functions traditionally performed by OPM
(such as position allocation or certifica-
tion of minimum qualifications) to other
_ state agencies. Ms. Williams is respon-
During F¥Y 02, OPM had delegation agreements with the sible for drafting the written document
Dep.o(tmc»';nt of I-.Iumon'Services f.or certificatior? of minimL{m outlining the terms and conditions for the
qualifications, direct hire authority for professional practice del ti ioct d advisi OPM
licensure positions and hard-to-fill positions, certification of elegation prqjec » an C'. VvISIng
minimum qualifications, and position allocation; Oklohoma staff on questions regarding the exer-
Department of Transportation for certification of minimum cise of the delegation authority. She also
qualifications and position allocation; State Department of prepares agreements Outhorizing agen-
Health fgr direct hire authority for profess.i.ono/ procti.ce licensure cies to conduct Model Projects, through
positions; J.D. McCarty Center for position allocation; and hich . test i tive h
Department of Public Safety for certification of minimum which agencies mCTl,J. est Innovative hu-
qualifications and veteran'’s preference for Highway Patrol man resources policies, standards, and
Cadets. Pictured (I to r) are Hank Batty, OPM Assistant procedures.
Administrator for Employee Selection Services; Al Smith, Human . Lo
Resource Management Division Director, Department of Human ~Ms. Williams also serves as OPM's liai-
Services; Deena Palmer, Human Resources Operations son to the Merit Protection Commission.
Supervisor, Department of Transportation; and David Hays, In this capacity, she attends all meet-
OPM Director of Classification.

ings of the Commission, and reports to
the OPM Administrator regarding issues
of interest to him in his roles as Administrator and Cabinet Secretary of Human Resources. Ms.
Williams also has responsibility for tracking and maintaining files on all MPC cases in which OPM
is a named party, and preparing status reports on such cases for the Administrator. She also
serves OPM as its Alternate Grievance Manager in situations in which the Grievance Manager is
unable to serve.

Finally, Ms. Williams has lead responsibility for producing the annual Agency Self-€valuation of
Human Resource Management and Human Resource Management Plan (Agency Self-€valua-
tion), which provides agencies a way to assess their human resource activities, identify areas
for improvement, and develop a strategic plan for lawful and effective human resource manage-
ment.

Workforce Planning
James Perez joined the OPM Team in January 2002, as a Carl Albert Public Internship Program
€xecutive Fellow. He received his Master's degree in Public Administration from the University of

FY 02 Annual Report

human resource services to our partner agencies to achieve their missions. 35



Office of the Administrator, continued

Oklahoma in May 2002. During FY 02, Mr. Perez began developing a workforce planning model
that agencies may use to systematically address the state's future workforce needs, and collect-
ing information from agencies on their use of exit interviews.

Take Our Daughters To Work® Day

On May 1, 2002, OPM; the Department of Corrections (DOC); the Department of Human Services
(DHS); and the national sponsor, the Oklahoma Commission on the Status of Women (OCSW);
sponsored the fourth annual leadership Connection in coordination with the Take Our Daughters
To Work® Day national event. This year OPM expanded the event to include young men.

Since 1992, the Ms. foundation has encouraged adults to take girls to work with them and has
asked employers to design activities based on the qgirls’ skills, talents, and curiosity. The Ms.
Foundation has highlighted the importance of sustaining girls’ natural strength and confidence
through their teenage years and into adulthood.

Approximately 92 participants attended this year's leadership Connection, which featured pre-
sentations by Colonel Rita Aragon, Oklahoma Military Department; Senator Angela Monson,
Oklahoma State Senate; and Cherokee Ballard, 5 Alive News anchor. Also, Ashley Johnson, a
junior at Douglass High School, performed a modern dance routine.

Members of the Take Our Daughters To Work® Day committee included: Janet Anderson, OPM;
Juan Benavidez, OPM; Debbie Boyer, DOC; Misty Brandon, OPM; Rochelle Ingram, O€SC; Debbe
Leftwich, OCSW; Blanche Longoria, OPM; Tina Tate, DHS; Carolyn Williams, OPM; and Cynthia
Williamson, OPM.

B Rpproximately 92
participants attended
] | the 2002 Take Our

- Daughters To Work® Day
leadership Connection.

On Thursday, April 24, 2003,
the Ms. Foundation for Women will launch
Take Our Daughters And Sons To Work.’"
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Office of Communications
Dayna R. Petete, Assistant Administrator and Legislative Liaison

The Office of Communications has responsibility for a wide variety of OPM functions, including
OPM's legislative program, the Carl Albert Public Internship Program, the State Mentor Program,
the State Personnel Interchange Program, such OPM publications as the Annual Report and the
HR €xchange, and a variety of special projects, including conducting surveys, preparing reports,
and drafting speeches and press releases for the OPM Administrator. Dayna R. Petete is OPM's
Assistant Administrator for Communications and Legislative Liaison.

£

Legislation
The Office of Communications moni-
tors and analyzes legislation affect-
ing the Oklahoma Personnel Act, the
Office of Personnel Management,
the Merit System of Personnel Ad-
ministration, and state agency per-
sonnel. Since the OPM Administro-
tor began serving as the Governor's
Cabinet Secretary of Human Re-
sources, the legislative function of
the Department has broadened and
now includes consultation onhuman | X
resources issues with legislators  During the 2002 legislative session, Representative James Dunegan
and staff, as well as with members (left) sponsored House Concurrent Resolution 1058, which
commemorated the 20th anniversary of the passage of the Oklohoma
Personnel Act, and the creation of the Office of Personnel
- Management and the Oklahoma Merit Protection Commission.
Pictured with Rep. Dunegan is (center) James L. Howard, €xecutive
Director of the Oklahoma Merit Protection Commission, and (right)

Oscar B. Jackson, Jr., OPM Administrator and
Cabinet Secretary of Human Resources.

of the Governor's staff.

During each legislative session, Office of Communications
Team members track hundreds of legislative proposals and
analyze many of them. The purpose of these analyses is to
keep the Governor and his staff aware of HR legislation and
its potential impact on the Merit System in the event any HR
bills reach his desk. At the end of each legislative session,
staff members prepare an All Appointing Authorities memo-
randum summarizing HR legislation, which is disseminated
to the Appointing Authority, HR director, and €qual €mploy-

Senator Larry Dickerson ment Opportunity/Affirmative Action or civil rights coordina-
(D-Poteau) passed away tor in each Merit System and non-Merit System agency in
March 7, 2002, following a state government. Staff members also prepare an annual

long battle with cancer.
Senator Dickerson co-
sponsored every OPM request
bill from 1995 to 2002.

report of HR bills which were passed by the Legislature and
signed into law by the Governor.
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Office of Communications Team members also monitor House and Senate committee hearings
and floor action in both houses during the session, and routinely respond to numerous inquiries
concerning HR legislation throughout the year.

Publications

The Office of Communications is responsible for preparing a number of publications on behalf of
OPM and the Administrator. €ach year Team members compile pertinent information concerning
OPM activities in support of the agency's mission in the Annual Report, which is required by the
Oklahoma Personnel Act. Assistant Administrator Dayna Petete serves as editor of the Annual
Report.

Office of Communications Team members also publish a newsletter, the HR €xchange, which is
distributed quarterly to the director, HR staff, and civil rights personnel of both Merit System and
non-Merit System agencies. The HR €xchange provides a forum for the dissemination of informa-
tion concerning OPM programs and activities. It also offers state agency HR and civil rights
personnel the opportunity to share their experiences with OPM and other agencies, and to offer
approaches or possible solutions to common issues of interest. Assistant Administrator Dayna
Petete serves as editor of the HR €xchange.

OPM Administrator Oscar B. Jackson, Jr. is often a featured speaker at conferences hosted by
various public sector organizations. Assistant Administrator Dayna Petete provides support for
the Administrator by preparing speeches and PowerPoint presentations. Team members also
publish a number of brochures and other documents related to various Department programs and
activities.

In addition, Assistant Administrator Dayna Petete serves as editor of the OPM Website, which is
in its fifth year of operation.

On November 14, 2001, Oscar B. Jackson,
Jr., OPM Administrator and Cabinet
Secretary of Human Resources, addressed
300 public and business sector HR
professionals at the 2001 China HAR Training
Conference, which was held in Shanghai,
China, on "HR Trends in the United States.”
Mr. Jackson represented the International
Personnel Management Association (IPMA),
which was a supporter of the event. Dayna
R. Petete, OPM’s Assistant Administrator for
Communications and legislative liaison,
also attended the Conference. While in
Shanghai, Mr. Jackson and Ms. Petete had
an opportunity to visit with representatives
of Oklahoma companies with offices in
China, including Li Jing, Vice-President of Sales
and Marketing for Ditch Witch-China (left), and Ni hao ma means How are vou?
Mary He, President Driver, Ditch Witch-China in Mandarin and
(standing on left). Worldwide headquarters
for Ditch Witch, manufacturer of underground xie xie means Thank yovu.

construction equipment, is in Perry, Oklahoma.
FY 02 Annual Report
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Carl Albert Public

Internship Program

The state legislature created the
Carl Albert Public Internship Program |
(CAPIP) in 1988. One purpose of
CAPIP is to "assist students at insti-
tutions of higher education in gain-
ing experience and knowledge in
state government”. This is fulfilled
by the Undergraduate Internship Pro-
gram. Undergraduates are employed
for one or two academic semesters.

The second purpose, "to encourage |
recruitment of such students to pur-

sue careers in state government Dayna Petete, Office of Communications, and Gabe Marler,
service”, is fulfilled by the €xecutive Information Technology Setrvices, work on the OPM Website.

Fellows Internship Program for graduate students. €xecutive Fellows Interns may be employed for
up to two years, and those who successfully complete a two-year internship are eligible for
appointment to a position in the classified or unclassified state service.

In the years since its inception, CAPIP has become one of OPM's most important programs. Many
state agencies use CAPIP for a variety of reasons:

* Interns bring a wealth of talent and knowledge of the latest technology to an agency.

* Interns provide needed "person-power” at times when agencies are "doing more with less”.
* Interns do not count against an agency’s FTE limit.

* Interns fill gaps in the agency talent pool.

* The agency has the opportunity to evaluate potential employees before offering them perma-
nent employment.

In addition, CAPIP opens beneficial avenues of com-
munication with the state’s colleges and universi-
ties and may assist agencies in attaining Affirma-
tive Action employment objectives.

During FY 02, 90 graduate students participated
in Executive Fellows Internships at 21 state agen-
cies, including the Department of Rehabilitation
Services, Oklahoma Water Resources Board, De-
partment of €Environmental Quality, Department of
Human Services, Department of Labor, Oklohoma
€mployment Security Commission, Office of Person-
nel Management, Oklahoma Historical Society,
Office of Communications Team member Office of the Attorney General, Employees Ben-

Veronica Brown (right) represents OPM at
FY 02 Annual Report

numerous career fairs throughout the year.
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efits Council, Oklahoma State Sen-
ate, and the State Board of €Embalm-
ers and Funeral Directors. Twenty-six
students participated in Undergradu-
ate Internships at 14 state agencies.

€xecutive Fellows Interns pursued ad-
vanced degrees in 19 programs at
eight public and private universities
in the state. Undergraduate Interns
were enrolled in 25 degree programs
at 15 public and private colleges and
universities in the state.

Since 1990, 99 €xecutive Fellows and  International Protocol Officer Priscilla Harris, Oklahoma Department
Undergraduate Interns have chosen of Commerce; Protocol and €tiquette Specialist Gloria Auth,

. owner of Protocol Plus; and Brenda Thornton, Director of OPM'’s
9 coreer in StO_t‘e go.vern.ment follow- Office of €qual Opportunity and Workforce Diversity; were
ing their participation in CAPIP. As- featured speakers during the Spring 2002 CAPIP Training
sistant Administrator Dayna Petete Conference, held Rpril 5, 2002, at Coles Garden.

serves as CAPIP Coordinator.

State Mentor Program

The purpose of the State Mentor Program, created by the Oklahoma Legislature in 1994, is to
develop the executive potential of employees in all branches of state government, with a special
emphasis on women, racial minorities, and individuals with disabilities.

€ach state employee selected to partici-
pate in the State Mentor Program will
become a Mentor €xecutive and, during
his or her two-year management rota-
tion, will be assigned to a policy-level
manager in his or her employing agency
and three other state agencies. €ach of
the host agencies will assign one or more
executive-level managers to serve as a
mentor while the Mentor €xecutive is on
staff. The mentor's duties are to instruct
the Mentor €xecutive in the agency's pur-
pose and functions, and to instill a sense
of professionalism and public service.

During F¥ 02, Melissa Jolly served as Administrative Assistant  Mentors also may serve as a source of
to the Assistant Administrator for Communications. career guidance and reference after the

management rotation is completed.

Any organization, whether in the public sector or private sector, has an obligation to assist its
employees by providing training and development opportunities. These opportunities, however,
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are only as beneficial as the participating em-
ployee makes them. What is Mentoring?

The same is especially true of the State Mentor | According to Beyond the Myths and
Program. At the end of the two-year management | Magic of Mentoring, by Margo Murray
rotation, each Mentor €xecutive who has taken | and Marna A. Owen, mentoring is "the
advantage of the opportunities provided by the | deliberate pairing of a more skilled or
Program should return to his or her state agency | experienced person with a lesser skilled
more experienced in public policy decisionmaking | or experienced one, with the agreed-
and better prepared to contribute to the fulfill- | upon goal of having the lesser skilled
ment of the agency's goals and mission. person grow and develop specific com-

Participation in the State Mentor Program provides petencies.

state agency directors the opportunity to utilize
the knowledge, skills, and abilities of an outstanding state employee who has been identified
by the Mentor Selection Advisory Committee as possessing executive potential. The Mentor
€xecutive does not count against a host agency’s FTE
limit and, if the Mentor €xecutive’'s home agency does
not require reimbursement, the host agency does not
pay the Mentor €xecutive's salary. The Program also
offers agency directors and policy-level managers the
opportunity to provide Mentor €xecutives with invalu-
able opportunities to participate in the discussion and
resolution of a multitude of ever-changing issues and
challenges, as well as access to the individuals who
shape the policies that guide Oklahoma state govern-
ment.

In March 2000, the OPM Administrator selected Connie
€ggleston, Department of Human Services; Teri
Hamilton, Department of Corrections; and Mary Howell,
Department of Rehabilitation Services; to participate
in the State Mentor Program. The Mentor €xecutive ro-
tational assignments began in July 2000.

Mentor €xecutive Connie €ggleston,
Department of Human Services, completed her
third Mentor €xecutive rotation at OPM.

Connie €ggleston completed her first six-month roto-
tion with the State Department of Health, her second
rotation with the Okloahoma State Senate, her third rotation with OPM, and her final rotation
with her home agency. Teri Hamilton completed her first rotation with Secretary of €ducation Dr.
Floyd Coppedge, her second rotation with the Oklahoma State Senate, her third rotation with
the State Regents for Higher €ducation, and her final rotation with her home agency. Mary
Howell completed her first rotation with the Oklahoma Department of Commerce, her second
with the Oklahoma State Senate, her third with the University of Oklahoma Health Sciences
Center, and her final rotation with her home agency.

FY 02 Annual Report
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State Personnel Interchange Program

In 1986, the Oklohoma Legislature created the State Personnel Interchange Program and gave
the OPM Administrator responsibility for establishing programs to facilitate the interchange of
employees among state governmental entities; evaluating the efficient utilization and deploy-
ment of state personnel; and adopting rules necessary to implement the Program.

Since the Program'’s inception, approximately 65 individuals have participated in the State Per-
sonnel Interchange Program.

Dayna Petete, Assistant Administrator for
Communications and legislative Liaison
(right), served as secretary of the Governing
Board of the International Personnel
Management Association (IPMA) Southern
Region. She was reappointed to that position
in Rpril 2002. Ms. Petete also serves as
editor of the "Southern Region News.”
Pictured with Ms. Petete is Toby Perkins,
Texas, who served as IPMA Southern Region
President in 2002.

OPM Team members Kimberlee Williams, Chief Policy Attorney (left),
and Dayna Petete, Assistant Administrator for Communications and legislative
liaison (second from right), represent OPM at the state agency General Counsel
Forum luncheon held the third friday of each month. In January 2002,
Oklahoma County District Judge Noma Gurich (second from left) and Rose
State College professor Janet Wheeler addressed the group on a proposed
legal Assistant job family for Oklahoma state government. In March 2002,
Ms. Petete addressed the group on HR-related legislation. Ms. Petete also
serves as editor of the General Counsel forum newsletter. Also pictured is
Assistant Attorney General Steven K. Snyder, OPM’s legal counsel.
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OPM State €Employce Assistance Program

Robert Stevens, Coordinator

In 1988, Governor Henry Bellmon created the State €mployee Assistance Program (€AP) within
OPM by €xecutive Order; the Legislature made the OPM State €AP a statutory program in 1992.
Initially, the OPM State €AP was created to provide assistance to state agencies in establishing
work-related stress-prevention procedures.

The OPM State €AP, which is voluntary,
provides assistance to state agencies
in their management of employees
whose personal problems may have a
negative impact on job performance. The
OPM State €AP also assists employees
and their family members who are seek-
ing corrective help with medical or men-
tal health problems, including alcohol or
drug abuse, and emotional, marital, fa-
milial, financial, or other personal prob-
lems. Specifically, the OPM State €AP
provides:

¢ Referral Services—Maintaining con-
tacts with community service provid-
ers for the purpose of networking and
coordinating services to state agen-
cies and employees.

e €ducation/Training—Focusing atten-
tion on the personal concerns of em-
ployees that have a negative impact
on productivity, while generating
awareness of the €AP as a source of
assistance. €AP provides classes on
Managing the Troubled €mployee,

Oscar B. Jackson, Jr., OPM Administrator and Cabinet Secretary
of Human Resources, designated the OPM State €mployee
Assistance Progrom (€AP) Team as the recipient of a Governor's
Commendation and to represent the Human Resources Cabinet
Department during the May 8, 2002, Public Service Recognition
Week Awards Ceremony. Mr. Jackson selected OPM State €AP
Team members for this honor because of the assistance they
provided to New York City in the aftermath of the September
11, 2001, terrorist attacks. Pictured (I to r) are Robert Stevens,
OPM State €AP Coordinator; Blanche longoria, €AP
Administrative Assistant; Governor Frank Keating; Deanna
Miller, €AP Representative; Warren Thompson, €AP
Representative; and Oscar B. Jackson, Jr., OPM Administrator
ond Cabinet Secretary of Human Resources.

Stress Management, and mandatory drug and alcohol training.

¢ Counseling—Resolving problems related to alcohol or drug abuse and emotional, marital,
family, mental health, financial, and other personal problems, while developing short- and

long-term goals.

e (ritical Incident Debriefing—Providing crisis intervention to agencies for troubled employees
and their family members by offering professional emergency services.

During FY 02, the OPM State €AP purchased personalized stress balls and stress indicator cards
to share with state agencies interested in providing information to their employees regarding
services provided by the program. In addition, Team members continue to provide copies of the
OPM State €AP video It Works to state agencies to show to their employees.
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During FY 02, OPM State €AP Team members assisted 259 indi-
viduals—16 percent were supervisors and 84 percent were non-
supervisors. Sixty-eight percent of these clients were from the
Oklahoma City area; 15 percent from Tulsa; two percent from
Lawton; one percent from Muskogee; and 14 percent from other
areas of the state.

Out of 480 referrals made during FY 02, 17 percent were for
marital problems, 26 percent were for family conflict and finan-
cial reasons; and 15 percent were for mental health or alcohol/
drug problems. Only 16 percent were work-related. Clients who
were referred multiple times were counted separately for each
referral. Forty-nine percent of the OPM State €AP participants
: were self-referred, while 21 percent were referred by a super-
L visor. During FY 02, the OPM State €AP provided 2,123 actual

Members of the OPM State €AP clock hours of direct services—O65 percent were for €AP coun-
Team, including €AP Representative seling.

Deanna Miller (above), teach a

Human Resource Development

Services course entitled, "€ffective 2 ath ﬁnni Vef S Ol‘ y ” ef I 3Cl’i OﬂS

Stress Management”.

Terrorist Attacks . . . 'Deja Vu All Over Again'!

from the October 2001 HR €xchange "from the Desk of the Administrator”, Oscar B. Jackson, Jr., Administrator and
Cabinet Secretary of Human Resources

The Shock, the Horror, and the Similarity

On Wednesday, April 19, 1995, a little after 9:00 a.m., my €xecutive Assistant advised me that
the Alfred P. Murrah Federal Building in downtown Oklahoma City had been bombed. On Tues-
day, September 11, 2001, a little after 9:00 a.m., my €xecutive Assistant advised me that the
World Trade Center in New York City and the Pentagon just outside Washington, DC had been
attacked. As | stared at the television screen in disbelief, | couldn’t help but think, as Yogi Berra
once observed, "It's deja vu all over again.” Though one catastrophe was perpetrated by a
malcontent from within the United States, and the other appears to have been orchestrated by
elements from outside the United States, the feelings, emotions, and images following these
terrible incidents are so similar—and so are the demands on the public servants affected by
both devastating events.

It has never been easy being a public servant, and during the last few years it has seemed
particularly difficult, what with news of workplace violence becoming more and more common-
place. Of course, Oklahoma received a most brutal wake-up call concerning workplace violence
when the Murrah Building was bombed by a cowardly individual in support of what he consid-
ered a worthwhile cause. One hundred sixty-eight individuals perished that day, the vast major-
ity of whom were public servants. Three were state employees.

The first photos of rescue workers among the rubble of the fallen twin towers of the World Trade
Center were too eerily similar to those documenting the devastation at the base of the stricken
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federal office building in Oklahoma City a little over six years ago. Of course, the death toll from
the September 11 catastrophe will be even more staggering. And, a fair number of those indi-
viduals, too, will be public servants—those who responded immediately to news of the attack
and those at work in the World Trade Center when evil paid its deadly call. Staff members of the
New York Department of €nvironmental Conservation, Department of Taxation and Finance, De-
partment of Transportation, Court of Claims, Office of the State Comptroller, and the Port Author-
ity of New York and New Jersey reported to work at their offices in the twin towers on Tuesday
morning unaware of the devastation about to be visited upon them. And, most are still unac-
counted for.

Necessary, Practical Steps

So, what happens after the dust and smoke finally clear, the rubble is hauled away, and the lost
are found, identified, and buried? As hard as it is to believe so soon after the attack on the
World Trade Center and the Pentagon, life does go on and part of the focus will begin to shift
from those who did not survive to those who did. In Oklahoma, we learned what it means to be
a "survivor” long before "reality TV" attempted to enlighten us.

In the hours immediately following the Murrah bombing, Rob-
ert Stevens, who coordinates the OPM State €Employee As-
sistance Program (€AP), worked with other Oklohoma state
government €AP professionals to respond to the immediate
need for a crisis briefing. Oklohoma Governor Frank Keating
approved the request and authorized state €AP profession-
als to move forward with their plans. Staff quickly prepared
instructional flyers, telephoned other agencies, set up a
hotline, and gathered support from other sources in the com-
munity.

The day after the bombing, the €AP briefing team advised
agency directors, personnel managers, and supervisors of
the need to be supportive of one another during the vari-
ous phases of recovery. The €AP professionals cautioned
state agency managers to watch for signs of shock, anxiety,
memory loss, irritability, and sensitivity. €AP staff members

OPM State €AP Administrative Assistant
Blanche longoria was OPM €mployee of
the Quarter for March - May 2002. Ms.
longoria was nominated by Robert
Stevens, OPM State €AP Coordinator,
who wrote: "(Ms. longoria) manned the
€AP office while team members provided
counseling and services at Ground Zero
(New York). She coordinated information
and services with clients and staff to
provide uninterrupted functioning of the
office in crisis. She willingly come in
early, stayed late, and when necessary,
gave up many lunches to fill in.”

also cautioned these agency managers that severe emo-
tional impact might not show up until later—as soon as six
to seven days or as late as six to ten weeks after the inci-
dent. The members of the €AP cadre provided suggestions
on strategies to cope with the wide range of emotions
agency managers and their staff members might be experi-
encing. Individuals were encouraged to get some type of
normalcy in their daily lives—exercise, take time to rest,
and to give themselves permission to take appropriate time
to work through the trauma.
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OPM State €EAP, continued

In addition, Mr. Stevens developed the "State €mployees Bombing Recovery Committee” to
provide support and to aid in the recovery of state employees directly affected by the bombing.
This group was made up of staff members of the state agencies housed in buildings damaged by
the bombing—Oklahoma Basic Health Benefits Board; the Risk Management Division of the
Department of Central Services; Oklahoma Guaranteed Student Loan Program; Oklahoma Tuition
Rid Grant Program; the State Historic Preservation Office of the Oklahoma Historical Society;
Oklahoma Department of Securities; Oklahoma Water Resources Board; Criminal Justice Re-
source Center of Oklahoma; Truth in Sentencing Policy Advisory Commission; and the Oklahoma
Small Business Development Center of the University of Central Oklohoma—uwho met many times
during the painful days, weeks, and months following the bombing and who proved to be helpful
not only to each other, but to other state government colleagues who, though they did not suffer
as directly, suffered nonetheless.

On May 1, 1995, Governor Keating is-
sued an €xecutive Order directing that
state employees "with immediate family
members dead, missing, or seriously in-
jured as a result” of the Murrah bombing
be granted leave with pay, which he
called "disaster leave”, from April 19,
1995, through May 19, 1995. Because
time away from work must be accounted
for in some way and because there were
no policies or procedures addressing an
incident such as the Murrah bombing, on
May 16, |, as OPM Administrator, adopted
an emergency amendment to the Merit
Rules of Personnel Administration to au-

OPM State €AP Professionals (I to r) Warren Thompson, " )
Deanna Miller, and Robert Stevens traveled to New York City ~ thorize disaster leave for state employ-
in September and October 2001, to conduct critical incident  ees. The Governor approved this rule and

stress debriefings for firefighters'working it became effective immediately for the
at the World Trade Center site. time period specified in the Executive
Order.

On May 18, 1995, | adopted an emergency amendment to the Merit Rules providing for paid
administrative leave for state employees physically injured as a result of the Murrah bombing.
On October 17, 1995, | adopted an emergency rule that applied to employees of state agencies
housed in buildings damaged by the Murrah bombing and state employees physically present in
such buildings in an official capacity who suffered physical, mental, or emotional harm as a result
of the bombing. This rule came about as the result of input from the survivors’ group mentioned
earlie—members were concerned that many employees who were not physically harmed by the
bombing did suffer mental and emotional harm.

In 1997, | adopted two rules authorizing paid administrative leave for state employees to
attend the trials of Timothy McVeigh and Terry Nichols, the two men charged in the Murrah
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OPM State €EAP, continued

bombing. Both rules were effective through July 14, . .
1998| 2 ves - uon W 20th Anniversary Reflections

Some Thoughts On This Thing Called Public Service

A couple of weeks after the Murrah bombing, we cel-
ebrated Public Service Recognition Week here in Oklo-
homa, as did many of you in your home states. Some
folks criticized us for not canceling this annual celebro-
tion of public sector employees. They said it seemed
somewhat disrespectful in light of the bombing. We
politely disagreed. We felt that it was the perfect time
to life up public employees, to give them long-overdue
praise for their service to the citizens of the state and
the nation. We felt it was a good time to say thank
you, too late for some, for all these public servants do
for so many people everyday. We felt it was appropri-
ate, at that time, to honor not just those public employ-
ees who perished even as they served, but to honor
tho;e tho., in some cases, traveled many miles and put OP;M State AP Coordinator Robert Stevens
their physical and mental health on the line to rescue | o opmrs €mployee of the Year in 1995,
those they could rescue and to bury those they could

not. And, who thought nothing of it.

The late United States Senator Sam €rvin called public servants "men and women of capacity”
who, if they "refuse to take part in politics and government . . . condemn themselves, as well as
the people, to the punishment of living under bad government.” Fortunately, but sadly, there
seems to be no limit to the "men and women of capacity” who live and work in Oklohoma, New
York, and every other state in the Union. It is not an exaggeration to say we would all be lost
without them.

Oklahoma Counselors Rid New York City Firefighters

from the Office of Governor frank Keating—September 20, 2001
Reprinted in October 2001 "HR €xchange”

The first of two groups of Oklahoma counselors with experience in debriefing rescue workers left
for New York Friday, September 21, to assist firefighters working at the World Trade Center site,
Governor Frank Keating announced Thursday, September 20.

"We are proud that Oklahoma can contribute in yet another way,” Keating said. He said five
counselors would depart for New York on September 21, with another group planning to relieve
them the following week. All of those selected for New York duty worked with rescue personnel
following the 1995 Oklahoma City bombing.

Wenona Impson, president of the Oklohoma City Chapter of the €mployee Assistance Program
Association, said she was contacted by the €AP director for the New York City Fire Department,
asking for experienced counselors who could conduct critical incident stress debriefings for
firefighters working at the World Trade Center site.
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OPM State €EAP, continued

Irnpson, €AP director for Cher Bumps and Associates in Oklahoma City, will
be among the first group dispatched to New York. She will be joined by Warren Thompson of the
state Office of Personnel Management; Joe Smela of Drug Recovery, Inc.; Rick Krause, an €AP
counselor in private practice, and Rebecca Mild of Integris Health Systems.

"We all know how crucial it was in 1995 for counselors to be on hand for those working in the
rescue and recovery efforts” Keating said. "lt's an honor for Oklohomans to be able to lend their
expertise and compassion to New York's bravest.”

Albert Ashwood, Oklahoma €mergency Management Director, is already in New York helping
organize the rescue and recovery operation, and other Oklahomans who experienced the 1995
Murrah bombing have offered to help as well.

Impson said the second group of Oklohoma counselors would relieve her team in New York
sometime in early October, with teams expected to rotate in and out as long as they are
needed.

€ditor's Note: OPM State €AP Representative Warren Thompson returned from New York City on
September 28. OPM State €AP Representative Deanna Miller was in New York City from Septem-
ber 29 - October 6, and OPM State €AP Coordinator Robert Stevens from October 3 - 10.

Robert Stevens, OPM State €AP Coordinator, hosted OPM’s
retirement reception for Janice Wadkins in September 2001. Ms.
Wadkins served as Assistant Administrator for Employment
Relations Services, which included Affirmative Action/€qual
€mployment Opportunity and the OPM State €AP.

20th Anniversary

o
Reflections at the University of Michigan, served as co-hosts of
Oklahoma state government’s eighth annual observance
of Take Our Daughters To Work® Day on April 27, 2000.

Janice Wadkins (right) and her daughter Ariana, a student
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€Employee Sclection Services Department

Hank Batty, Assistant Administrator

The €mployee Selection Services Department consists of the Applicant Services Division (for-
merly known as the Recruitment Division), which administers the recruitment system for Merit
System agencies, and the Personnel Assessment Division, which develops and validates a
variety of employee selection procedures for state government. Hank Batty is the Assistant
Administrator for Employee Se-

lection Services. ﬁ

Applicant Services
Division

The Applicant Services Team
administers the recruitment
system for the state's Merit
System of Personnel Adminis-
tration. Team members process
applications submitted by in-
dividuals seeking employment
with the state to determine if

applicants meet minimum quali-  puring FY 02, members of the Applicant Services Team included (standing,

fications for classified posi- Itor) Hank Batty, Assistant Administrator for €mployee Selection Services;

tions. Members of the Applicant ~ Herman Johnson; Tom Impson; Patty Nelson, Harry Gentry; (seated, | to r)

Nikki Montgomery; laraine German; and Rebecca Coyote. Not pictured are
Denise Miles, lezlie Thiery, and leann Morrow.

Services Team also rate appli-
cant education and experience
and review agency requests to promote, demote, transfer, or reinstate employees.

Twenty-nine state agencies currently have direct on-line access to job registers established by
OPM. These agencies employ over 80 percent of all classified employees in state government.

In June 2002, the Applicant Services Team sponsored the second annual State Government

Applicant Services Team member
lezlie Thiery (right) was appointed
the HR lead for the CORE Oklahoma
Project in February 2002. Pictured
with Ms. Thiery is larry Fisher,
OPM RAssistant Administrator for
Human Resource Development
Services, who will provide
technical support for the training
component of the project.

‘. i
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€mployee Sclection Services, continved

Career Fair. Twenty-four state agencies participated in this event, held at Shepherd Mall in
Oklahoma City, which attracted approximately 500 prospective job seekers.

During FY 02, Applicant Services Team members processed 70,998 state employment applico-
tions and conducted 6,596 ratings of training and experience. In FY 02, state agencies hired
2,744 applicants from certificates, 39 applicants through the "Persons With Severe Disabilities
€mployment Program,” and two applicants through the "Special Disabled Veterans Program.”

The Applicant Services Team also admin-
isters the Priority Reemployment Consid-
eration (PRC) program. Since 1982, state
low has provided that permanent employ-
ees separated through a reduction-in-
force may be eligible for PRC. PRC per-
mits separated employees to apply for
classified job titles for which they have
qualified and successfully completed any
required examination, and to be given
consideration by Merit System agencies
before applicants on Merit System reqis-

ters. Applicants may be eligible for PRC

for up to 18 months or until they are ap- Twenty-four state agencies participated in the second annual

pointed to a state job with the same or State Goverr.7ment ng Fair, he/d.Hpr// 2_.3, 2002, at Shepherd

hiah band than thei . i0b Mall. Denise Harkins and Jamie fFannin represented the
Igher pay ban an their previous jo Department of €Environmental Quality.

family level.

Targeted Minority Recruitment Program

Members of the Applicant Services Team coordinate recruitment activities under the Fair Employ-
ment Practices Act (FEPA). FEPA is an optional hiring procedure used by state agencies to em-
ploy females, blacks, Hispanics, Asian/Pacific Islanders, and American Indians/Alaskan natives
who are legal residents of the state in an effort to satisfy Affirmative Action hiring goals. FEPA
applicants must meet minimum qualifications and pass any required examination. Team mem-
bers also maintain a Female/Minority Talent Bank which enables OPM to better match an agency’s
hiring needs with the employment interests of applicants.

During FY 02, OPM issued 1,016 FEPA certificates and agencies hired 137 FEPA applicants.

Outreach
Members of the Applicant Services Team attend numerous career fairs each year. Team members
participated in the following events during FY 02:

August 2001
€xide Technologies €mployee Fair
Oklahoma City, OK

September 2001
Fall Career Fair, Langston University, Langston, OK
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€mployee Sclection Services, continved

October 2001
Fall Career Fair, University of Central
Oklahoma, €dmond, OK

Fall Employment €xpo, Oklahoma City
Community College, Oklahoma City, OK

Career Day, Oklahoma Christian Univer-
sity, Oklahoma City, OK

Agriculture, Food, €nvironment, and
1 Natural Science Career Fair, Oklahoma
State University, Stillwater, OK

Workforce Oklahoma Career Connection

-3 Center Ninth Semi-Annual Job Fair, Heri-
€milou Hiebert joined the OPM Team on October 13, 1978. tage Park Mall, Midwest City, OK

Her years of service to the state were recognized during
OPM's observance of its 20th anniversary on July 31, 2002.

February 2002
Athletic Career Fair, University of Oklahoma, Norman, OK

Career fFair 2002, Southwestern Oklahoma State University, Weatherford, OK
Spring Career Fair, University of Central Oklahoma, €dmond, OK

Martin Luther King, Jr. Multicultural Career Fair, University of Oklahoma, Norman, OK

March 2002
Spring Career fFair, Langston Univer-
sity, Langston, OK

April 2002
Career Day, Oklahoma Christian

University, Oklahoma City, OK

Technology Job €xpo 2002, francis
Tuttle CareerTech, Oklahoma City,
OHK

State €Employment Opportunities,
MetroTech, Oklahoma City, OK

Annual Statewide Department of During FY 02, members of the Register, Test Administration, and
Applicant File Room Team included (I to r) Cassandra Patmon,
Sandie Wein, €milou Hiebert, Rachel Berry, and Misty Brandon.
Not pictured is Rosemary Mahboob.

Rehabilitation Services Job and
Technology Fair, The Omniplex,
Oklahoma City, OK

State of Oklahoma Job Fair 2002, Shepherd Mall, Oklahoma City, OK
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€mployee Sclection Services, continved

OPM Team member Rose Mahboob (right) assists
Mike Wiles, Director of Student Services at the Pioneer
Career Technology Center in Ponca City, in preparing for
Merit System testing at his facility.

May 2002

Workforce Oklaohoma Career Con-
nection Center 10th Semi-Annual
Job Fair, Heritage Park Malll,
Midwest City, OK

Register, Test Administra-

tion, Applicant File Room
The Applicant Services Team also is
responsible for services related to
applicant registers, test administra-
tion, and applicant files.

Register Team members establish
and maintain registers of eligible ap-
plicants for jobs in the classified
state service. Team members issue
certificates of eligible applicants to

Merit System agencies and audit appointments and other actions listed by agencies on returned
certificates. Members of the Register Team also maintain lists of former state employees who
have been separated through reduction-in-force and who are eligible for Priority Reemployment
Consideration. During FY 02, members of the Register Team issued 4,789 certificates.

During each workday at OPM, Test Administration Team members administer Merit System ex-
aminations. During FY 02, members administered 13,760 employment exams—71 percent of
those administered throughout the state. Team members also recorded and scored 6,273 exami-
nations administered through CareerTechs across the state:

Ada

Afton
Alva
Ardmore
Bartlesville
Burns Flat
Durant
€nid

Fort Cobb
Idabel
Lawton

McAlester
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Pontotoc Technology Center
Northeast Technology Center
Northwest Technology Center
Southern Oklahoma Technology Center
Tri-County Technology Center
Western Technology Center
Kiamichi Technology Center
Autry Technology Center
Caddo-Kiowa Technology Center
Kiamichi Technology Center
Great Plains Technology Center

Kiamichi Technology Center

The Oklahoma Department of
Career and Technology €duca-
tion provides leadership, re-
sources, and assures standards
of excellence for a comprehen-
sive statewide system of ca-
reer and technology educa-
tion. That system offers pro-
grams and services in 29 tech-
nology center districts operat-
ing on 54 campuses, 400 com-
prehensive school districts, 25
skill centers and three juvenile
facilities.
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€mployee Sclection Services, continved

Pryor Northeast Technology Center
Sapulpa Central Tech
Wayne Mid-America Technology Center

Wetumka Wes Watkins Technology Center
Woodward  High Plains Tech

In addition, Team members administer a variety of special examinations, including examinations
for Certified Personnel Professionals and Certified Procurement Officers, as well as examinations
for the Certified Public Manager Program and Oklahoma Highway Patrol applicants.

Members of the Applicant File Room Team are responsible for establishing and maintaining the
files of all active applicants for employment in the classified service; transferring applications of
individuals hired to the €mployee File area; and periodically transferring inactive files to the
Oklahoma State Archives.

Sanitarian & €nvironmental Specialist Registration Advisory Council

— =Y In 1983, the Legislature created the Sani-
tarian and €nvironmental Specialist Reg-
istration Advisory Council. The Council
works in conjunction with the State Board
of Health to promulgate rules governing
the examination and registration of sani-
tarians and environmental specialists, de-
fine categories and limitations for such
registration, and provide continuing edu-
cation requirements for the renewal of
reqistration.

o The Council consists of the Commissioner
Applicant Services Team member Patty Nelson. of Health or designee; the €xecutive Di-
rector of the Department of €nvironmental Quality or designee; the OPM Administrator or desig-
nee; one member appointed by the Director of the Oklahoma City-County Health Department;
one member appointed by the Tulsa City-County Health Department; two state employees ap-
pointed by the Commissioner of Health; and two members appointed by the €xecutive Director
of the Department of €nvironmental Quality—one employed by private industry and one em-
ployed by the Indian Health Service or by tribal government.

During FY 02, members of the Council included Jim €chelle, Gary Collins, OPM €mployee Selection
Services Team member Patty Nelson, Mike Bailey, Alisa Forbes, Rocky Mc€lvany, Mark Radzinski,
and Jack Christy.

Certified Personnel Professionals Training
Since 1996 over 300 state employees have successfully completed the coursework and examina-
tion to become Certified Personnel Professionals (CPP)—employees assigned to professional HR
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OPM (PP instructors include (left photo,

I to r) Hank Batty, €Employee Selection Services;
James Perez, Office of the Administrator; Tom Patt,
Management Services; larry Fisher, HADS; David Hays,
Management Services; Natasha Riley, €Employee
Selection Services; and (below) Dayna Petete,
Office of Communications.

positions in the executive branch of state government. Not only are
these individuals required to attend four days of training, they must
successfully complete an examination to attain certification as an HR
professional, and a minimum of eight hours of training in professional
HR administration each year in order to maintain certification. The curriculum combines classroom
sessions taught by a cadre of OPM and state agency "subject matter experts”, with one of the
leading HR textbooks around today, Human Resource Management, by Robert L. Mathis, Univer-
sity of Nebraska at Omaha, and John H. Jackson, University of Wyoming. Hank Batty, OPM
Assistant Administrator for Employee Selection Services, coordinates CPP training.

Personnel Assessment Division

The Personnel Assessment Team devel-
ops and validates a variety of em-
ployee selection procedures for state
government, including written tests,
ratings of training and experience, per-
formance tests, structured interviews,
and certification tests. During FY 02,
Joe Davenport was the Director of the
Personnel Assessment Division.

In FY 02, Team members developed or
revised 12 written content-validated

job knowledge tests and developed or
revised 33 ratings of training and ex- During F¥Y 02, Personnel Assessment Team members included

(I to r) Jamie Culp; Barry Breckle; Natasha Riley; Joe Davenport,
Director; Juan Benavidez; and lance Cullen. Not pictured are

Of those 33 ratings of training and Suzie Marta and Liz Kettler.
experience, 15 were supplemental
questionnaires. Team members also

perience.
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€mployee Sclection Services, continved

conducted 77 meetings with agency
employees to review new or existing
selection devices and participated in
their development or revision.

Also during FY 02, Personnel Assess-
ment Team members served as con-
sultants to various state agencies on
a variety of projects. Team members
assisted the Department of Corrections
staff in developing a realistic job pre-
view video to help with the selection
of Correctional Security Officers. The
video has been coupled with a "Will-  During F¥ 02, OPM’s Personnel Assessment Division established a

ingness” checklist that applicants must new partnering relationship with faculty from the University of
review and certify that they will per- Oklahoma's Industrial/Organizational Psychology program.

f the difficult tial functi f The purpose of this relationship is to recruit Industrial/
orm the Cilficult essentialfunctions o Organizational Psychology (I/O) graduate students as Personnel

a Correctional Security Officer position. Assessment staff members via the Carl Albert Public Internship
These tools are designed to combat a  Program (CAPIP), and secure technical and professional assistance
high turnover rate for new employees from the OU faculty. During F¥Y 02, members of OPM'’s Personnel

in these jobs. Assessment Team included (I to r) CAPIP Executive Fellows
Juan Benavidez, Jamie Culp, and Suzie Marta, graduate

Additionally, Assessment Team mem- students in the University of Oklahoma's I/O program,

bers revised the Certified Personnel and Personnel Assessment Director Joe Davenport.

Professional examination; assisted the Department of Labor with two structured interviews;
assisted the Department of Public Safety in selecting a new commercially-available written se-
lection test for Highway Patrol Cadets; updated the Mentor €xecutive selection process; revised
the Certified Procurement Officer written test; and conducted an extensive job analysis prior to
development of a new written selection procedure for Correctional Officer Cadets. And, a product
developed last year by Personnel Assessment Team members—Developing and Administering
Structured Interviews "Selecting the Right People for the Right Jobs—was nominated for the
National Association of State Personnel €xecutives' (NASPE) €Eugene H. Rooney Award.

Probably the most ambitious undertaking for members of the Person-
nel Assessment Team was the development of computerized Merit
System testing for state jobs. OPM signed a contract with Raytheon
Technical Services Company to provide a computerized test develop-
ment, administration, and scoring system. The system will be avail-
able for implementation at all OPM test sites, including the 22
CareerTech campuses statewide that offer Merit System testing.

. il . When fully implemented, this new system will allow applicants to

During FY 02, Liz Hettler was o take a Merit System test on a computer and receive their score imme-

member of the Personnel ~ diately after they have finished. If the applicant earns a passing

Rssessment Team. score, he or she will go on the register in a matter of minutes. The
target date for implementation is January 2003.
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Productivity Enhancement Program (PEP)

Members of the Personnel Assessment Team staff the Produc-
tivity €nhancement Program (PEP). Through PEP, the state of
Oklahoma presents cash and non-cash incentive awards to
state employees for ideas, programs, and projects which re-
sult in increased productivity, cost curtailment, revenue gen-
eration, or improved safety, efficiency, morale, or better ser-
vices. Through PEP, agencies may give non-cash awards or
cash awards up to $10,000 for implemented ideas that save
money.

The seven-member Committee for Incentive Awards for State
€mployees makes the decisions concerning both cash and
non-cash PEP awards. In FY 02, the Committee authorized one
cash award of $5,163 for a state employee and another cash  p,rconnel Assessment Team member
award of $1,622.47 for two state employees for creating a Juan Benavidez developed a
combined $21,272.11 in first-year savings for the state of new selection process for State
Oklohoma. To date, 281 state employees have received cash ~ Mentor Program applicants. On June
PEP awards totaling $244,833 for creating $7,496.996 in first- 13, 2002, he explained his work

. to members of the Mentor Selection
year savings for the state of Oklahoma. Advisory Committee.

20th Anniversary Reflections

From the F¥Y 1981 OPM Annual Report: Fiscal Year 1981 was "the year of the new equipment” in
Process and Scoring. During that time, a scoring machine which can visually scan test sheets
began to be utilized and data processing equipment was installed.

The use of the new Opti-Scan Scoring Machine has transformed many of the ways that the
Process and Scoring Unit does business. Because of the new scoring machine, Process and
Scoring is now able to score most tests the morning following their administration and send the
results on to the Register Section that day. This is a vast improvement over the process when
the tests were scored by hand. At that time,
the scorning process took a minimum of 2 to
3 days and often as long as a week. New
security measures were taken once the scor-
ing machine began to be used and now the
test sheets, once utilized, never leave the
Process and Scoring Unit.

N, ; The implementation of the new computer sys-
? "?' & tem had a large impact on the Process and
| fHp’ Scoring Unit. Since the previous system was
ﬁ g 3 1 strictly manual, all the employees were faced

il i.- with a situation where they needed to learn

Cassandra /I—’otmon Jjoined the OPM Team on October 20,
1980. Her years of service to the state were recognized
during OPM’s observance of its 20th anniversary

on July 31, 2002, FY 02 Annual ﬂeport
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€mployee Sclection Services, continved

simultaneously learning how to use data processing equipment as well. The new data process-
ing system also required that the unit become involved in a “"dual processing” situation for

. o approximately three to four months. "Dual
20th Hnmve(sary Reflections Processing,"” simply means that, for what-
I ever given period of time, every task has
to be completed twice, in two different
ways (one being the old manual method
and the other the new data processing
method.) Dual processing took place so
that all programming, and the data sys-
tem itself, could be carefully monitored to
make sure that everything was function-
ing properly before the Merit System Of-

fice switched over entirely to the new com-
i puter system.

During Spring 1983, OPM Team members formed committees The one new task developed for those in
to review and rewrite the Merit Rules to implement the Recruitment during Fiscal Year ‘81, and
Oklahoma Personnel Act. Pictured above are members of one  which will probably prove to be most im-
such committee: Oscar B. Jackson, Jr., OPM Administrator portant over the years, was the Recruit-
and Cabinet Secretary of Human Resources (left), was Director
of Human Resource Development for OPM; former OPM Team
member Steve loux, Director of Compensation for the State of

ment Liaison Program, consisting of spe-
cific agency assignments. €very State

New Mexico (center) was Assistant Director of OPM'’s agency now has one Recruitment Analyst
Classification Division; and Hank Batty, OPM Assistant they can refer all recruiting related prob-
Administrator for Employee Selection Services (right), lems and questions to. This Recruitment

was Assistant Director of Recruitment. Liaison Progrom was developed ko more

effectively meet the individual recruitment
needs of user agencies, to create a pro-
cedure which will more formally define
minimum qualification interpretations, and
to establish a more "personal” relation-

Personnel Assessment Director Joe Davenport joined the
State Personnel Board/OPM Team on february 1, 1969.
He retired on July 31, 2002.
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€mployee Sclection Services, continved
ship between agency Personnel Officers and the Recruitment staff.

Two existing departments of the Merit System Office, €xamination Research and Development
and Job Task Analysis, were merged during Fiscal Year 1981 to produce one Personnel Assess-
ment Unit.

The traditional roles (studies of the validity of existing tests and test questions along with
research into the development of new valid examinations as well as investigation to discover
the actual duties performed in specific job classifications) of both departments are still being
performed, only now by one collective unit instead of two.

From the FY 1984 OPM Annual Report: During FY '84 Personnel Assessment also implemented
the €Employee Service €valuation (€S€) Levels | and Il which was developed the previous year.
The €S€ system, a performance appraisal system, was implemented in response to 74 O.S.
Supp. 1982, 841.16 which directs agencies to adopt and maintain a system of employee service
ratings. To date, 42 agencies have adopted the €S€ system with the remainder using systems
which were approved by the OPM administrator. A series of meetings was held with agency
representatives to aid them in deciding which system to use, to help develop a system which
would receive OPM approval if €S€ was not used, and to assist them in implementing the system
they selected.

Members of the 1981 Recruitment Team
included (I to r) Jack Dobbins, Stan Turner,
Paul Wyatt, Hank Batty, Greg €merson,
Gary Davidson, Randy Adams, Bill Douglas,
Judy Pavillard, Bill Taylor, and
Juanita Duncanson.

Hank Batty, Assistant Administrator for Employee Selection
Services, joined the OPM Team on October 1, 1979. His
years of service to the state were recognized during OPM’s
observance of its 20th anniversary on July 31, 2002.

" i
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Office of €Equal Opportunity
& Workforce Diversity

Brenda C. Thornton, Director

During FY 02, the work of the Office of €qual Opportunity and Workforce Diversity related to
€qual €mployment Opportunity, Affirmative Action, and the investigation of complaints of dis-
crimination. Team members continued to provide staff support to the Affirmative Action Review
Council, Governor's Advisory Council on Asian-American Affairs, Governor's Advisory Council on
Latin-American and Hispanic Affairs, the Martin Luther King, Jr. Memorial Commission, and the
Oklahoma Commission on the Status of Women. Brenda C. Thornton is the Director of the Office
of €qual Opportunity and Workforce Diversity.

Affirmative Action/€qual Employment Opportunity

€qual Opportunity and Workforce Diversity Team members provide services that support the
development and continuance of a diverse state workforce. In 1984, the Legislature enacted
House Bill 1681, the first Oklahoma law requiring state agencies to prepare Affirmative Action
Plans (AAPs). This legislation also required OPM to report annually on the progress made by
governmental entities in the area of Affirmative Action, including the status of the recruitment of
women, men, and minorities within €€EO job categories.

Subsequent legislation gave the OPM Administrator the
responsibility for implementing the state’s Affirmative Ac-
tion policies and for ensuring €qual €Employment Opportu-
nity in state government, and made agency Appointing
Ruthorities responsible for Affirmative Action efforts and
progress by requiring each agency to submit an AAP to
OPM annually.

The Administrator has assigned to the Office of €qual €m-
ployment and Workforce Diversity the responsibility for
reviewing AAPs to ensure their compliance with the Okla- |
homa Personnel Act and the Merit Rules, and for reporting
the results of its review to the Affirmative Action Review
Council (AARC), which also reviews AAPs submitted by state
agencies. During FY 02, Team members reviewed 109 AAPs. _ i

Brenda Thornton, Director of the Office of

During FY 02, the OPM Office of €qual Opportunity and €qual Opportunity and Workforce Diversity,
Workforce Diversity, For the first time, published its OKla-  celebrated 15 years of service to the state
homa State Government €qual Employment Opportunity/  of Oklahoma in May 2002. Pictured with

Affirmative Action Status Report on the OPM Website. Ms. Thomton is Cynthia Clegg, Deputy
Administrator for Programs.

The report is issued on an annual basis in accordance with

Title 74, Section 840-2.1 of the Oklahoma Statutes, which mandates that agencies, boards,
commissions, departments, and offices of each branch of state government prepare an annual
AARP and file it with OPM by September 1 of each year. The Status Report issued during FY 02 is
the collated data from state agency AAPs for the reporting period beginning July 1, 2000, and
ending June 30, 2001.
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€qual Opportunity & Workforce Diversity, continued

Highlights from the report indicate:

* Decrease of 303 state employees (0.9 percent)— 34,599 employees reported in FY 00 com-
pared to 34,296 for FY O1.

* Increase in minority representation from 6,626 in FY 00 to 6,651 in FY 01 (25 or 0.4 percent).
* Increase in female representation from 18,756 in FY 00 to 18,814 in FY O1 (58 or 0.3 percent).

* Overall, state government continues to employ females (54.9 percent) at a rate higher than
the Civilian Labor Force (45.4 percent).

Section 840-2.1 requires OPM to submit a copy of the annual Status Report to the Governor,
Speaker of the House of Representatives, and President Pro Tempore of the Senate. In FY 02,
OPM provided copies of the Report on compact disk (CD) to Governor frank Keating, Speaker
Larry Adair, and President Pro Tempore Stratton Taylor, as well as to each Cabinet Secretary,
members of the Black Caucus, and the Department of Libraries. OPM also provided the €xecutive
Summary from the Report to each state agency.

Discrimination Complaints Investigator Training

The €qual Opportunity and Workforce Diversity Team also coordinates, in cooperation with the
Oklahoma Rlliance for Civil Rights, training for all individuals who investigate complaints of
employment discrimination in executive branch agencies. State low requires these individuals to
complete four days of initial discrimi-
nation complaints investigator training
either conducted or approved by OPM;

a minimum of one investigation under
the guidance of a senior €qual €mploy-
ment Opportunity (€EO) investigator;
and a minimum of six hours of class-
room instruction or 0.6 Continuing €du-
cation Units (CEUs) in training each cal-
endar year, and other annual training
that may be announced by OPM. Per-
sons who complete annual training
must submit proof of completion that |
is acceptable to OPM. To date, 164 :

individuals have completed the dis- R. Charles Smith, President, Oklahoma Rlliance for Civil Rights
crimination comploints investigator (ORCR); Brenda Thornton, Director, OPM'’s Office of €qual
training, and 57 currently are certified Opportunity and Workforce Diversity; and Michael Johnson,

Brightline Compliaonce. OPM and ORCR co-sponsored training for

iscrimination complaints investigo-
d ation compla vestiga discrimination complaints investigators in May 2002.

tors.

OPM's partner is this training venture is the Oklahoma Alliance for Civil Rights (OACR), an
organization composed of individuals, in the public and private sectors, employed in the areas
of personnel, Affirmative Action, and/or €qual €mployment Opportunity. Members assist and
support Affirmative Action and €qual Opportunity personnel by identifying recruitment sources;
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€qual Opportunity & Workforce Diversity, continued

serving as a network for professional information and development in the area of €qual Oppor-
tunity and Affirmative Action; disseminating information to schools, organizations and agencies;
and advocating for progress in the area of €qual Opportunity.

OPM and the OACR conducted a training conference in May 2002, at Metro Technology Center/
Springlake Division in Oklahoma City. Presenters included Michael Johnson of Brightline Compli-
ance, as well as certified Senior €€O investigators, Civil Rights Administrators, and other HR
professionals. €ighteen employees representing 12 public sector entities attended the training.

Governor's Advisory Council
on Latin-American and
Hispanic Affairs

Governor frank Keating created the
Governor's Advisory Council on Latin-
American and Hispanic Affairs in 1996 by
€xecutive Order. The Council's primary
mission is to expand opportunities for
Oklahoma Hispanics in education, em- =
ployment, health, housing, culture, and |
recreation. Council members also advise
the Governor on the development and
implementation of policies, plans, and
programs related to the special needs of |, yoyember 2001, Brenda C. Thomton, Director of the Office of
Hispanics. In FY 02, Council members €qual Opportunity and Workforce Diversity (center), and

asked the €qual Opportunity and  William A. Franklin, OPM consultant and retired Department

Workforce Diversity Team to conduct a of Human Services Civil Rights Administrator (right), participated
survey regarding the type of information in the Oklahoma RAlliance for Civil Rights’ annual Fall Training

) . . Conference. Ms. Thornton and Mr. franklin addressed the
state agencies provide to their non-€n- audience of Civil Rights Administrators and Affirmative Action

glish speaking/reading clients and custom- Officers regarding the Do’s and Don'’ts of completing
ers. The results were published in the July  the affirmative action plan required by state low. Mr. franklin
2002 issue of the HR Exchange. explained the philosophical reasons for having an affirmative

action plan and provided background information about
During FY 02, Juanita Salazar Lamb served  how and why the plan was created. Ms. Thornton distributed

as chair of the Council and John lopez diskettes containing an €xcel version of the required

I _ reporting forms and announced that the forms also were
SﬁrYedl q; V(;cz CTQIBMGC:berS of ;';\etctﬁun available on the OPM Website. During FY 02, Ann Craven
cll Incluoe olanda arney, atthew

) ) (left) provided administrative services for the Office of
Mollman, Jerry Orellana, Guillermo Rojas, €qual Opportunity and Workforce diversity.

and Oscar Quiroga. Al members are ap-
pointed by the Governor.

€qual Opportunity and Workforce Diversity Team members provide staff support to the Council.

Governor's Advisory Council on Asian-American Affairs
In 1995, Governor frank Keating created the Governor's Advisory Council on Asian-American
Affairs by €xecutive Order. The mission of the Council is to provide advice and assistance to the
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€qual Opportunity & Workforce Diversity, continued

Governor on policy issues related [N S S I SN S S L
to the arts, economic development, ' * '

health and human services, human
resources, education, and other is-
sues affecting the Asian-American
population of Oklahoma.

The Council is made up of ten rep-
resentatives of the state's Asian-
American community who are ap-
pointed by the Governor. The Gov-
ernor may designate additional
members of the Council from the
Health and Human Services, Safety
and Security, Human Resources, Ad-
ministration, and €ducation Cabi-
net areas to serve in a nonvoting
ex officio capacity.

Members of the Governor's Council on latin-American
and Hispanic Affairs pictured with Governor Frank Keating (fourth from
left) and Oscar B. Jackson, Jr., OPM Administrator and Cabinet Secretary
of Human Resources (far right) include (I to r) Jerry Orellana,
Matthew Mollman, John lopez, Juanita Salazar Lamb, Oscar Quiroga,
Guillermo Rojas, and Yolanda Chamney.

During FY 02, Hung Lle served as
Chairman of the Council. Members
included Rex Chen, Vasithy
Sengdara, Chinh Huynh, M.D., Rita Raman, M.D., Dr. Yoshi Sasaki, Yen Tran, Tinny Chang, Dr.
Kyung-Whan Min, and Polus Tangdang.

€qual Opportunity and Workforce Diversity Team members provide staff support to the Council.

Oklahoma Commission on the

Status of Women

The Oklahoma Legislature created the
Oklahoma Commission on the Status of
Women in 1994 to act as an advisory
entity on equity issues relating to gen-
der bias; monitor legislation to deter-
mine whether it is discriminatory toward
one gender or the other; act as a re-
source and a clearinghouse for research
on issues related to women and gen-
der bias; report annually to the Gover-
nor, President Pro Tempore of the Sen-
ate, and Speaker of the House of Rep-

Members of the Governor's Advisory Council on Asian-American

Affairs include (I to r) Rex Chin, Hung le, Yen Tran, resentatives regarding its activities; and
Vasithy Sendgara, and Dr. Yoshi Sasaki. Not pictured are make recommendations concerning
Chinh Huynh, M.D., Rita Raman, M.D., Tinny Chang, needed legislation or requlatory

Dr. Kyung-Whan Min, and Polus Tangdang.
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€qual Opportunity & Workforce Diversity, continued

changes relating to equity and gender bias.

The Commission consists of thirty (30) members who serve staggered five-year terms; ten mem-
bers are appointed by the Governor, ten by the President Pro Tempore, and ten by the Speaker.

Members of the legislature passed and Governor Keating signed legislation facilitating the
transfer of staff support responsibility from the Office of the Secretary of State to the Office of
Personnel Management during the 2002 legislative session. It became effective July 1, 2002.

Members of the Oklahoma Commission on the Status of Women include (back row, | to r) Catherine Haynes; Pat
Martin; Kathryn Jones, secretary; Debbe leftwich, chair; Bob Darcy; Rep. Barbara Staggs; Patricia Presley, vice-
chair; (front row, | to r) Juan Hong Fei, guest; Mary Walker; Bernice Mitchell; Sally Shrek; Carolyn Gang; and
Claudean Reynolds. Not pictured are Deborah Bailey, Betty Boyd, Hristi Crutchfield, Rep. Mary €asley, Marilyn
€hlers, Vicki French, Helen Jo Hardwick, Sydney Hill, Rebecca Kennedy, lou Kerr, Melissa Mclawhorn Houston, Sen.
Angela Monson, Jilda Motley, Rita Newton, Rowena Ogden, Dara Derryberry Prentice, Sheila Sheaman, Renita
Shofner, Marlene Smith, Margaret Swimmer, Claudia Tarrington, and Bobbye Treadwell.

Janice Wadkins (left) retired from state service in
September 2001. Ms. Wadkins served as Assistant
Administrator for Employment Relations Services, which
included Affirmative Action/€qual Employment
Opportunity and the OPM State €AP. She began her
service at OPM on October 24, 1988. During
Ms. Wadkins' retirement reception, Cynthia Clegg,
OPM Deputy Administrator for Programs (right),
presented a commendation from Governor frank
Keating declaring September 14, 2001,
"“Janice M. Wadkins Day” in the state of Oklahoma.
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Financial Management Services Department

Marilyn Capps, Associate Administrator and Chief Financial Officer

During F¥Y 02, the Financial Management Services Team included ( | to r)
T.V. Muralidharan, Pearl Barnes, Marsha Reeder, Jose Posa, laTisha €dwards,
Marcia Alexander, Cyndy Kyle, John Schlichting, frank friel, Yvette Talley,
Grayson Roulston, Debbie Tingler, and Marilyn Capps. Not pictured are
lee Ardrey, Donnie Ingram, Todd Haymore, Steven Snyder,

Christina Anderson, Jean Marc Hache, and Kamala Shakya.

The Financial Management
Services Department is re-
sponsible for providing
such administrative sup-
port services as budgeting,
fiscal reports, purchasing,
inventory, accounts receiv-
able, accounts payable,
payroll, benefits coordina-
tion, agency HR activities,
timekeeping, mail room,
copying, records manage-
ment, publications clear-
inghouse, graphics, safety,
workers' compensation, re-
ception, telecommunica-
tions, and network man-
agement services.

Marilyn Capps is the Associate Administrator for Financial Management and Administrative Ser-

vices and OPM'’s Chief Financial Officer.
Audit

During FY 02, the State Auditor and Inspector's Office completed the fiscal year audit for FY O1.
The audit report indicated that there were no instances of noncompliance that are required to be
reported under Government Auditing Standards, and no matters involving the internal control
over financial reporting and its operation that were considered to be material weaknesses.

Marian Freeman served as OPM's Chief Financial Officer in FY O1.

Budget
OPM's final FY 02 Budget Work Program was $6,332,136. In ac-
cordance with Section 840-1.18 of Title 74 of the Oklahoma Stat-

utes, Merit System billings provided 94 percent of OPM's funding.

The remaining six percent was derived from revolving funds made
up of fees charged to other state agencies for participation in the

Marian Freeman retired in September
2001, ofter 23 years of service to the
state of Oklahoma, over nine of those at
OPM. Ms. Freeman served as OPM’s
Associate Administrator for Administrative
Services and Chief Financial officer.
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Financial Management Services, continued

Certified Public Manager Program and other spe-
cialized training provided for state employees and
reimbursement from the Employees Benefits Council
I for programming support services provided by OPM.

' Direct Deposit and Payroll Support
The Payroll Support Unit provided payroll support
. for 38 state agencies and processed all direct de-
] posit enrollments and changes. During FY 02, 69.6
percent of state employees participated in direct

; deposit.
/‘.,F" Network Management Services

lee Ardrey was honored for 20 years of service  The Network Management Services Team manages
to the state of Oklahoma during OPM’s observance 14 maintains OPM's local area network and pro-

of the 20th anniversary of the passage of the . - .
Oklahoma Personnel Act and the creation of OPM vides office automation Systems to OPM Team

and the Oklahoma Merit Protection Commission. members.

Personnel F

The Financial Management and Administrative
Services Team is responsible for internal person-
nel services for all OPM employees, including
development of agency personnel policies, pro-
cessing of personnel transac-
tions, leave accounting, payroll,
benefits, and managing griev-
ances.

During FY 02, Team members
processed all employee ben-
efits changes during the annual
open enrollment season, as |
well as assisted employees
with new enrollments and
changes during the remainder
of the year.

Todd Haymore, Jean Marc Hache
(above, | to r) and Kamala Shakya
(left) were members of the Financial
Management and Administrative

Services Team in FY 02.

Copying, Graphics, and Mail

The Financial Management Services Team provides copying, graphics and mailing services for
OPM. Major FY 02 projects included mailing test results and assembling participant manuals for
HRDS workshops.

Purchasing
Financial Management and Administrative Services Team members are responsible for ensuring
that all OPM purchasing activities are completed in accordance with the Oklahoma statutes and
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Financial Management Services, continued

rules promulgated by the Department of Central Services.

Reception
The Financial Management Services Team also is responsible for the OPM administrative recep-
tion area and handles a large volume of telephone calls.

Voluntary Payroll Deduction

The Financial Management Services Team administers the state Voluntary Payroll Deduction
(VPD) Program through which employees may have employee association dues, credit union
payments, and supplemental insurance premiums automatically deducted from their paychecks.

Oklahoma law prescribes the requirements that associations, credit unions, insurance compa-
nies, and the Oklahoma College Savings Plan must meet to participate in the VPD program.

During FY 02, 17 credit unions, three employee associations, and nine insurance billing units
participated in the state VPD program. An administrative fee of two percent of gross annual
insurance premiums is collected and deposited into the General Revenue Fund.

20th Anniversary Reflections

from the FY 1989 OPM Annual Report:
Fiscal Services began administering the state’s voluntary payroll deduction program for supple-
mental insurance, credit union payments and employee association dues.

€ach month, insurance companies that receive premiums through payroll deduction are assessed
a 2% fee and these receipts are deposited in the general revenue fund.

During fiscal year 1989 OPM billed $66,017 in such fees.

Marsha Reeder was honored for 23 years of service
to the state of Oklahoma during OPM'’s observance
of the 20th anniversary of the passage of the
Oklahoma Personnel Act and the creation of OPM
and the Oklahoma Merit Protection Commission.
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Financial Management & Administrative Services, continued

Financial Management Services Team member
Debbie Tingler was honored for 20 years of service
to the state of Oklahoma during OPM'’s observance

of the 20th anniversary of the passage of the Oklahoma

Personnel Act and the creation of OPM and the

Oklahoma Merit Protection Commission.

In 1985, the Administrative Services :
Team (formerly known through the .
years as Office Services and Fiscal

Services) included Arlisa Bland,
Theresa €nglish, Marsha Reeder,
Pearl Barnes, and Brenda Thornton.
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Human Resource Development Services

Department

Larry Fisher, Assistant Administrator

Members of the Human Resource Development Services (HRDS) Team provide professional de-
velopment and training services to state employees in order to improve the quality of the state

workforce.

Training and Development
FY 02 was a busy year for HADS with more than 480 days of training and more than 9,100

participants. Approximately
190,000 individuals have par-
ticipated in HRDS training ac-
tivities since the Department's
inception in 1981. Currently,
the HRDS team offers more
than 50 courses covering the
range of management topics.

During FY 02, members of the
HRDS Team:

* Provided strategic planning
facilitation support and con-
sultants to state agencies.

* Assisted the Office of
Handicapped Concerns with
a two-day training program
in January on compliance
with the American with Dis-
abilities Act. One hundred

68

During F¥ 02, members of the HRDS Team included (I to r)
lee Hayden, Carrie Rohr, Grayson Bedwell, Shelley Wise, Sara Johnson,
larry Fisher, Michelle Boren, Shelly McDaniels, and Joyce Smith.

seventeen participants representing 83 state agencies
attended the training.

Also during FY 02, the HRDS Team purchased e-learning
training courses via state contract and made available a
pilot program of web-based training in computer skills,
management skills, and human resources skills.

In January 2002, OPM assisted the Office of Handicapped
Concerns in sponsoring training for agency "Americans
With Disabilities Act” coordinators. Larry Fisher,

OPM RAssistant Administrator for HADS (left), and
Steve Stokes, Director of the Office of Handicopped
Concerns (right), co-hosted the two-day event.

FY 02 Annual Report

We serve the people of Oklahoma by delivering reliable and innovative



Human Resource Development Services, continued

» Supported the Management Services Department in co-sponsoring, with the Oklahoma Public
Personnel Association/Oklahoma Public Employers Labor Relations Association, the WorldatWork
compensation training in June. Approximately 80 participants attended this program.

* Participated in the start-up of the CORE Oklahoma project and will help train state employees
in the new integrated human resources, purchasing, and payroll software package.

» Continued partnerships with the Interagency Training Council of the Oklahoma City Federal
Executive Board and the Oklahoma State University Cooperative Partnership, which provides
executive-level training to state employees at discounted rates.

The following HRDS courses were offered during FY 02:

Title of Course Total Days Total Participants
Achieving €xtraordinary Customer Relations 4 26
ADA Conference (Office of Handicapped Concerns) 2 117
ADA Training for Supervisors (GRDA) 4 80
Administrative Law 2 70
RAdvanced Creative Problem Solving 10 189
Applied Leadership 8 188
Awards and Recognitions % 176
Certified Personnel Professional Training 4 34
Challenges of Supervision 18 230
Change Management 4 81
Coaching, Counseling, and Feedback (AMA) 1 16
Conducting €ffective Group Meetings 6 133
Conflict Resolution (DRS) 2 11
CPM €xecutive Development Seminar 4 33
CPM Orientation 1 36
CPM Project Report Writing .5 21
Cultural Diversity (DRS) 2 24
Customer Service (Brainstorm Dynamics) 14 121
Delegation and Control 8 208
Developing Creative Problem Solving Skills 8 219
Developing €ffective Negotiating Skills 8 994
Different Strokes (DRS) Q 15
Disability Awareness (Office of Handicapped Concerns) 4 75
€ffective and Appropriate Interview Techniques 7 128
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Human Resource Development Services, continued

Title of Course Total Days Total Participants
€ffective Communication In Management 10 205
€ffective Stress Management 11 260
€ffective Time Management Techniques 13 360
€qual Opportunity & Justice for All (Alliance for Civil Rights) 2.5 30
€thics In Public Management 12 155
€veryday Creativity 7 231
Four Roles of Leadership (OMD) 8 12
Gender Games In Management 8 176
How to Conduct On-the-Job Training 7 185
Investigating Complaints of Discrimination 4 33
Lateral Thinking for Supervisors 6 98
Legislative Process 8 186
Listening Skills for Managers 5 121
Management 2000 4 34
Managing Conflict % 235
Managing Diversity In the Workplace 5 99
Managing the Grievance Process 3 59
Managing the Troubled €Employee Through the €AP Process 6 113
Mediation Skills for Personnel Supervisors (Supreme Court) 4 424%
Motivating for Performance % 221
New Approaches to Development 16 150
New €mployee Orientation (DRS) 3 49
MPC Appeals Process 4 75
One Minute Manager 8 207
OPPAR/OKPELRA Compensation Seminar 3 69
Performance Management Process (PMP) 14 408
Performance Measurement 2 43
Personnel Law Video Festival 4 74
Personnel Policies and Practices 14 161
Planning Skills for Managers 2 60
Policy Analysis 1% 4]
Practical Lleadership (Brainstorm Dynamics) 1% 1
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Human Resource Development Services, continued

Title of Course Total Days Total Participants
Program €valuation 2 54
Progressive Discipline 10 261
Public Speaking and €ffective Presentations 4 29
Quality Oklohoma Processes 4 30
Quality Tools 4 39
Safety Management 5 97
Seven Habits of Highly €ffective People (OMD) 8 26
Sexual Harassment & Discrimination in the Workplace 27 565
Sexual Harassment (1/2 day) 1 44
Strateqies for Improving Communication 14 184
Supervision for New Supervisors—Phase | 6 95
Supervision for New Supervisors—Phase || 3 49
Systems Management 2 18
Team Building 7 175
Violence In the Workplace 7 202
Workplace 2001/2002 12 154
Workplace €nergy 5 124
World Trends 7 194
Writing €ffective Letters, Memos, and Reports 2 10
Writing Skills for Managers % 208
Totals: 76 487 9,186
Certified Public Manager Program
In 1986, OPM Administrator Jim Thomas created the
Certified Public Manager (CPM) Program as a com- 20th Anniversary Reflections
prehensive management training program for state from the EY 81
employees. Since its inception, over 760 state em- OPM Annual Report:
ployees have participated in the program. The CPM
Program has been honored by the Council of State In F¥ '81, the Human Resource Devel-
Governments as an exemplary state management pro- | opment Center presented 12 work-
gram. shops for a total of 33 training days

_ for 273 participants. Thirty Merit Sys-
Dyrmg FY 02, 316 emglogees from 49 state agen- tem agencies three non-Merit System
cies, boards, and commissions, as well as the city of agencies participated in the pro-
Oklahoma City, were enrolled in the CPM program. grams.
OPM conducted 170 sessions of CPM required courses,

administered 89 tests, and approved 118 projects.
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Human Resource Development Services, continued

Kay Nidiffer Rogers, President-€lect of the American Academy of Certified Public Managers, gave
the keynote address at the 14" Annual CPM Graduation Ceremony in September 2001, during
which 15 candidates representing ten state agencies received the CPM designation. During the
graduation ceremony, Gretta Lee, Department of Central Services, and Carol Puckett, Oklohoma
Tax Commission, were named co-winners of the Gerald D. Wilkins Good Work Award for their
projects. Two hundred and fifty-eight participants have graduated from the CPM Program since
its inception.

More then 300 government managers and supervisors attended the Oklohoma Society of Certi-
fied Public Manager's 12% Annual €ducational Conference on September 7, 2001. Speakers in-
cluded Frank Gresh, Director of Communications for the €émergency Medical Services Authority;
Amy Whitten, employment law attorney from Mississippi; Kay Nidiffer Rogers, president-elect of
the American Academy of Certified Public Managers; and keynote speaker Tim Gard of Colorado.

The Oklahoma Society of Certified Public Managers (OSCPM) held its annual awards banquet
and installation of officers on December 7, 2001. Carrie Rohr, Coordinator of OPM's Certified
Public Manager Program, was named 2001 Certified Public Manager of the Year. On behalf of

[= <

Oscar B. Jackson, Jr., OPM Administrator and Cabinet Secretary of Human Resources (far left) and
Kay Nidiffer Rogers, president-elect of the American Academy of Certified Public Managers (far right) posed
with FY 02 Certified Public Manager graduates on Graduation Day: Front row (left to right) Llinda Rowan,
Department of Human Services; Gretta lee, Department of Central Services; Deborah Holt, Department of Human
Services; Jan €wing, Board of Medical Licensure and Supervision; Belen Burkhalter, Department of Rehabilitation
Services; Rita landers, Department of Corrections; LaNell Daniel-Kowalski, Department of Human Services;
Ruth Rolfe, CPM Advisory Board Chair; Second row (left to right) Tim Hood, Office of State Finance; Candice
Christian, Department of Rehabilitation Services; Shirley Smith, Department of Mines; Sharon Rowe, Oklohoma
Corporation Commission; Audrey Island, Oklahoma Public Employees Retirement System; Back Row (left to right)
Gerald Mavurice Faulk, Department of Transportation; Janet Newton Adams, Department of Human Services.
Not Pictured: Patricia Frost, Department of Human Services.
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Human Resource Development Services, continued

OSCPM, Oscar B. Jackson, Jr., OPM Administrator and Cabinet Secretary of Human Resources,
presented Ms. Rohr with a 2001 Certified Public Manager of the ‘Heor certificate and trophy, and
a Governor's Commendation proclaiming De- -
cember 7, 2001, as Carrie Rohr Day in the
state of Oklahoma. As Manager of the Year,
Carrie was nominated for the Henning Award
from the American Academy of Certified Public
Managers (ARCPM).

Also during FY 02, OPM hosted the Certified
Public Manager (CPM) €xecutive Develop-
ment Seminar, November 6 - 9, 2001. Twenty-
nine CPM candidates from 12 state agen-
cies and the city of Oklahoma City met for
four days of speaker sessions and group
problem-solving activities.

The CPM Program is designed to improve
Oscar B. Jackson, Jr., OPM Administrator and Cabinet

sefvices pro'\n.ded by St.OFG govgmment to Secretary of Human Resources; Carrie Rohr, 2001
Oklahoma citizens. Participants in the Pro- CPM Manager of the Year; and Lamry Fisher,

gram enhance management skills through RAssistant Administrator for HADS.

seminars, examinations, and job-related

projects. Graduates offer improved resources to their agency and to the state. CPM's long range
goal is to help agencies identify and develop the skills of state government's future leaders.

The CPM Program is a three-level program consisting of 237 required classroom hours and 63
elective classroom hours: Level I—Basic Supervisory Skills, 75 classroom hours; Level l—Middle
Management Skills, 84 classroom hours; Level lll—Advanced Management Skills, 78 classroom

HARDS Team member Carrie Rohr (far left),
was a member of the Program Committee
for the 2001 International Personnel
Management Association (IPMA)
International Training Conference, which
was held in October 2001, in Nashville,
TN. Ms. Rohr organized and served as
moderator for a session entitled, "When
Terror Strikes, What Next?”, which was
presented by leAnn Jenkins, €Executive
Director of the Federal €xecutive Board,
and Chaplain Joe Williams, Federal Bureau
of Investigation (second and third from
left), both of Oklohoma City. Also pictured
is Susan Toy Stern, IPMA President
(second from right); and Oscar B. Jackson,
Jr., IPMA €xecutive Council member and
OPM Administrator and Cabinet Secretary
of Human Resources (far right).
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Human Resource Development Services, continued

hours. In addition, candidates must complete four ex-
ams and four work-related projects.

Graduation from the program substitutes for one year
of professional experience in business or public admin-
istration in many Merit System job families that require
such experience as part of the minimum qualifications.
With agency approval, individuals receiving the certifi-
cation may be eligible for skill-based pay.

The American Council of €ducation (ACE) has approved
the Oklahoma CPM Program for up to 15 hours of upper-
division baccalaureate credit or up to nine hours of
graduate credit in the areas of Public Administration,
Management, or Human Relations. Oklohoma state col-
leges and universities have accepted the ACE recom-
mendations. To date, 35 graduates have taken advan-
tage of this benefit.

The following state agencies/municipal governments
have participated or are currently participating in the
CPM Program:

Agency

ABLE Commission
RAccountancy Board
Rdvancement of Science & Technology
Agriculture

Architects Board

Auditor & Inspector

Central Services

City of Oklahoma City

Civil Emergency Management
Commerce

CompSource Oklahoma
Conservation Commission
Corporation Commission

Corrections

What is a CEU?

During FY 81, the decision was
made to award Continuing €duca-
tion Units (CEU's) to all employ-
ees who successfully complete
HRDC programs. A CEU is a nation-
ally recognized uniform standard
of measurement of individual par-
ticipation in non-credit continuing
education. One CEU represents ten
individual contact hours of partici-
pation in an organized continuing
education experience under re-
sponsible sponsorship, capable
direction and qualified instruction.

Candidates
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Human Resource Development Services, continued

RAgency Candidates
Cosmetology Board 0
Council on Law €nforcement Training 2
Dentistry Board 0
€lection Board 2
€mployment Security Commission 11
€nvironmental Quality 7
Finance 1
Group Insurance Board 2

—

Health Care Authority

Health 8
Historical Society 0
Horse Racing Commission 1
Housing Finance Authority 3
Human Services 80
Insurance Department 1
Bureau of Investigation 0
Juvenile Affairs 7
Labor 4
Land Office 2
Libraries 1
Lieutenant Governor 1
Marginal Wells Commission 1
Medical licensure & Supervision 0
Medicolegal Investigations 1
Mental Health 3
Military Department 2
Mines 4

Total Graduates
3

0
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Human Resource Development Services, continued

Agency Candidates Total Graduates
Narcotics & Dangerous Drugs Control 1 0
Nursing Board 0 1
Osteopathic €xaminers 0 1
Pardon & Parole Board 2 0
Office of Personnel Management 5 3
Pharmacy Board 2 1
Public Employees Association 1 0
Public €Employees Retirement System 1 2
Public Safety 14 6
Real €state Commission 0 1
Rehabilitation Services 13 14
State Treasurer 0 1
Tax Commission 15 13
Teacher Preparation Commission 1

Tourism 6 4
Transportation 55 52
Transportation Authority 1 1
Tulsa County District Attorney 1 0
Used Motor Vehicle & Parts Commission 0 1
Veterans Affairs 6 5
Woater Resources Board 1 0
Totals: 59 315 260

Quality Oklahoma

The Quality Oklahoma Program includes not only Total Quality Management training, facilito-
tion, the Agency Quality Coordinators Network, and Team Day, but the State employees Having
an Active Role in €ducation (SHARE) Program, statewide strategic planning, and more. The
original intent of the program remains to improve state services to Oklahoma citizens, empower
decisionmaking at the lowest level, and encourage continuous improvement in meeting customer
requirements and system redesign.

On May 9, 2002, 56 teams representing 18 state agencies and more than 20 identified partners
participated in Quality Oklahoma Team Day. Governor Frank Keating presented commendations
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Human Resource Development Services, continued
: to 33 projects identified as best practices.
E Six specialty awards, Quality Crown (the
highest honor), Employee €mpowerment,
. Motivating the Masses, Red Tape Reduc-
tion, and Going the €xtra Mile were pre-
sented at the awards ceremony. In addi-
tion, an award was also presented for Best
Booth. FY 02 exhibits demonstrated over
$35 million in cost savings and revenue
generation for the state. Since the first
Team Day in 1993, Team Day projects have
demonstrated over $239 million in savings.

The Quality Crown Award is presented an-
nually for the project which best overall

: e A documents the use of TOM processes. This
The Oklahoma Tourism and Recreation Department’s year's recipient is the New €mployee Ori-

"OKLAHOMRAI on Broadway" Team received a Quality . ,
Team Day Governor's Commendation during Public Service entation: Time Management Project by the

Recognition Week, May 6 - 10, 2002. Lt. Governor Mary Carl Albert Community Mental Health Cen-
Fallin (center) stopped by the "OKLAHOMAI on Broadway”  ter, a facility of the Department of Mental

Quality Team Day exhibit to congratulate Teom members Health and Substance Abuse Services. This

Barbie €lder and Sandi lomonaco. project analyzed downtime, a problem

identified by new employees, and using the six-step problem solving process, reduced time-
related complaints by 47 percent.

During FY 02, 107 agencies submitted strategic plans with their budget requests in accordance
with the provisions of House Bill 1622 (62:45.1, et seq.), which was passed in 1999. HB 1622
required all agencies to submit a strategic plan in 2001 and every even year thereafter. Plans
are also required for 2002, then 2004 and every even year thereafter. The Quality Oklahoma
Program continues to work with the Office of State Finance to approve facilitators to work with
agencies in preparing strategic plans. During FY 02, 19 state-approved facilitators were avail-
able to provide assistance to agencies.

During the 2001-2002 school year, 17 OPM employees participated in the State employees
Having an Active Role in €ducation (SHARE) Program. The SHARE Program allows employees to
tutor students in the Help One Student to Succeed (HOSTS) Program at Millwood Middle School
(grades 6-8) in Oklohoma City. OPM employees may use one hour a week of paid leave to
volunteer time at the school tutoring students in reading and math. OPM's participation in the
program helped Millwood's HOSTS Program maintain its exemplary site rating during the 2001-
2002 school year.

During FY 02, Quality Oklahoma instructors conducted 22 workshop sessions on the regular HRADS
calendar and as special training requests for other agencies. Participant evaluations were 97
percent positive. The Quality catalog includes: Quality Oklahoma Problem Solving Process (PSP),
Quality Improvement Process (QIP), Quality Tools, Quality Oklahoma Processes, and Awards
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Human Resource Development Services, continued
and Recognition.

Members of the Agency Quality Coordinators Network assisted with Quality Oklahoma Team
Day 2002. The network holds three meetings a year, featuring special topics and presenters.

20th Anniversary Reflections

From the FY 81 OPM Annual Report: The Training Division was created by Legislative Directive,
(House Bill 1626) on June 25, 1980, to "implement a state employee personnel . . . training
program.” In January, 1981, the name of the Training Division was changed to the Human Re-
source Development Center (HRDC) to more accurately reflect the scope and mission of the
organization. Personal contacts were made with various agencies to discuss their current train-
ing activities. Target groups were identified for initial HRADC training efforts.

A written survey of agencies was undertaken to determine levels of interest in training for each
of the target groups and to elicit preliminary suggestions for specific program areas. Training
advisory committees to help determine training priorities were established for three (3) of the
target groups: staff development and training, €€O/AA, and secretarial/clerical.

Another major goal of the HRDC for FY ‘82 and '83 is the implementation of an “"€mployee
Development System” in individual agencies or divisions. To maximize the effectiveness of train-
ing programs, managers and supervisors must share with individual employees the responsibil-

€ach semester OPM participates in the "State employees Having an Active Role in €ducation (SHARE) Program”, a
mentoring program partnering OPM employees with students at Millwood Middle School. On Rpril 26, 2002,
students in Millwood’s Help One Student To Succeed (HOSTS) Program performed for Millwood students and

faculty, friends and family members, and OPM mentors. During the program, HOSTS students (back row, | to r)
DeAndra Ray, €bony Pettis, Kedra Murria, Stacia Keith, Tiffanique Irvin, Christian Broussard, (front row, | to r)
Alonzo Anderson, Katherine lemons, Kayla Herron, David Blair, Chris Wrenn, Milliesia Hill, and Britney lambert,
recited "I, too, sing America,” by langston Hughes, and "The Road Not Taken,” by Robert frost.
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Human Resource Development Services, continued

ity for determining their training and development needs and identifying appropriate programs
and other resources to meet these needs. Managers and supervisors also have the major respon-
sibility to provide follow-up for training by giving feedback and reinforcement of new behaviors
learned in training programs.

oLl

HRDC will provide technical assistance to

agencies and divisions in implementing a

system for linking Human Resource Devel-

opment with organizational planning. Train-

ing programs and consulting services will

also be provided to all agency managers

and supervisors to aid them in understand-

ing and performing their primary responsi- :

bility for employee development. E

Two specialized programs are planned for
FY '83. A "New €mployee Orientation” —— N

pod:‘oge will be developed 9”d l_'UIH make Oscar B. Jackson, Jr., OPM Administrator and Cabinet Secretary
available to all state agencies in an QU- of Hyman AResources served as Director of the Human AResource
dio-visual package to be incorporated into  Development Division from October 1980 to June 1984.

their individual orientation programs. A

"Pre-Retirement Counseling” program will be offered to the nearly 1,000 state employees who
retire annually. These two programs will depend heavily on individual agency participation in
the design, development and delivery of all program components.

From the FY 83 OPM Annual Report: The Human Resource Development Division continues to
provide training and technical assistance to state agencies, commissions, boards and depart-
ments in the areas of management
development and productivity im-
provement as required by 74 O.S.
Supp. 1982, 840.5. During this pe-
riod of diminishing state revenues,
state employee productivity enhance-
ment is especially important.

Program emphasis during FY '83 fo-
cused specifically on three catego-
ries of state employees: managers
and first level supervisors; adminis-
trative support personnel such as ad-
ministrative assistants and secretar-

ies; and agency staff development
Oscar B. Jackson, Jr., OPM Administrator and Cabinet Secretary of  qnd training specialists.
Human Resources, and Shelley Wise (left), who came to work for the
State Personnel Board (now OPM) on May 26, 1982, and Carrie Rohr
(right), who came to work for OPM on September 1, 1982.
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Information Technology Services Department

Glenda Gesell, Assistant Administrator
The OPM Information Technology Services (ITS) Team provides responsive automated systems
services for all state agencies in the management of human resources information.

CORE Oklahoma

CORE Oklahoma is the name
given to a partnership among
the state of Oklahoma,
PeopleSoft Inc., and Maximus
to replace the state's current
financial, purchasing, human
resources, and payroll systems.
The Project Team is comprised
of staff from the Department
of Central Services, Office of
State Finance, OPM, People-
Soft, and Maximus. The ITS

Team supports the CORE Sys-

tems Project by providing in- During F¥Y 02, members of the ITS Team included (top row, I to r) Gabe

formation about existing sys- Marler, Bernie Buchenau, Robert Clayton, Sheila Oakley, Theresa Walters,

tems Glenda Gesell, (middle row, I to r) Lalitha Sundra-Rajan, linda Spiwy,

’ Rondy Peter, Marsheila Ward, Bunny llleperuma, Raymond Wainscott,
(bottom row, | to r) linda Belinski, linda Helms, Janice Halley,

Carol Pillow, and Valsamma Reghunathan. Not pictured is Sonia Abraham.

€mployees
Benefits System
In 1993, the legislature passed and Governor David Walters signed Senate Bill 591, which
required OPM to develop and implement the €mployees Benefits Council System (€BC). The
€mployees Benefits System assists agency Benefits Coordinators in the initiation and maintanence
insurance benefits for all state employees. This system offers critical accounting functions re-
quired by the Employees Benefits council and provides automated eligibility information to third
party processors and benefit services providers.

The Human Resource Management System
(HRMS) provides automated management of in-
formation related to the employment of over
40,000 state employees and the agencies where
they work. The system helps ensure the legality
of personnel actions such as promotions, trans-
fers, demotions, career progressions, etc. Addi-
. tionally, the HRAMS maintains a detailed employ-

Members of the Website Management Team include
(I to r) Dayna Petete, Office of Communications;
Glenda Gesell, ITS; and Randy Peter, ITS.
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Information Technology Services, continued

ment history for each state employee. A large number of customizable standard reports are also
available.

Human Resources Training System
This system allows the Human Resource Development Services Department to schedule courses
and provides an on-line capability for employees to enroll in these courses.

Information Systems Services Support

The Information Systems Services Support Team handles all activities involved with the coordina-
tion of requests for services between users and operating and/or applications system staff. This
Team is also responsible for providing system training, user support, preliminary user acceptance
testing, and the coordination and submission of all computerized processes.

OK-CAREERS System

The Oklahoma Computerized Applicant Recruitment and €xamination and €mployee Reporting
System (OK-CAREERS) supports OPM's effort to provide each Oklohoman with a fair and equal
opportunity for state employment by enabling OPM to provide lists of qualified individuals to
agencies seeking to hire classified employees, and to track the progress of individuals through
various stages of application, testing, registration, certification, and appointment. The system is
designed to enforce Merit System rules and state laws at each point along the way.

In addition, OK-CAREERS facilitates communication with applicants by automatically notifying
them by letter when events occur which could affect their chances for state employment.

20th Anniversary Reflections

From the FY 81 OPM Annual Report:
Fiscal Year 1981 was the first year
of operation for the Merit System
Office's Data Processing Depart-
ment. The inception of this depart-
ment came about to make the de-
velopment of an automated person-
nel system—OHK-CAREERS (the Oklo-
homa Computerized Recruitment,
€Employee, and €xamination Re-
search System)—a possibility.

OK-CAREERS is divided into four
phases. They are as follows:

.t

1. The application, examination, and  The 1982 MIS Team included (back row, | to r) Dudley Williams, Tom

certificate processing phases. Menasco, Cassandra Patmon, Barbara Llaubach, J. C. Brown, Roy Burns,
) (front row, | to r) linda Helms, Cleo €adus, florence Stoker, Chung lu,
2.A summary analysis and report- Theo Figures, and (kneeling) Randy Peter.

ing on Phase |.

3. The processing of employee trans-
actions.

4.A summary analysis and reporting on Phase lll.
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Information Technology Services, continued

Oscar B. Jackson, Jr., OPM Administrator and Cabinet
Secretary of Human Resources, and Randy Peter,
who came to work for the State Personnel Board
(now OPM) on February 19, 1980. Mr. Peter was
recognized for his years of service during OPM’s

observance of the 20th anniversary of the passage of

the Oklahoma Personnel Act and the creation of OPM
and the Oklahoma Merit Protection Commission.

o8

Oscar B. Jackson, Jr., OPM Administrator and
Cabinet Secretary of Human Resources, and linda Helms,
who came to work for the State Personnel Board
(now OPM) on October 4, 1980. Ms. Helms was
recognized for her years of service during OPM’s
observance of the 20th anniversary of the passage of
the Oklahoma Personnel Act and the creation of OPM
and the Oklahoma Merit Protection Commission.

OPM Website

The ITS team provides technical support for the maintenance and development of the OPM
Website. The OPM Website provides state employees, agency human resources personnel, and
the general public with information about OPM services and will soon support online testing at
several Career Technology Centers throughout the state.

Payroll Matters
Periodically the ITS department publishes Payroll Matters, a newsletter designed to keep agency
payroll officers informed about developments in the Agency Payroll System.

Payroll System

The Payroll System provides automated and standard payroll processes for customer agencies in
all of Oklahoma's 77 counties. The System is a collection of computer programs and procedures
designed to satisfy the current operating requirements of many related entities, including the
seven retirement systems, the Employees Benefits Council, insurance vendors, financial institu-
tions, and state employees.

Web Development

The ITS team is actively developing techniques that will enable us to provide services to our
customers using the Internet. The first results of this will appear in early 2003 when online
testing becomes a reality.
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Information Technology Services, continued

Major FY 02 activities include:
 Addition of e-mail support to CAREERS.

+ Conversion of the €Employees Benefits System to a calendar year basis and the corresponding
modification of the Agency Payroll System.

* Implementation of seamless transitions between the Personnel, Payroll, and €BC systems.

» Completion of first web-based application, the Structured Interview Manual Registration Sys-
tem.

* |nauguration of a completely redesigned Website.

* Implementation of the Employee Assistance Program Client Management System.

* Initiation of the CORE systems project.

» €nhancement of support for compensatory time in the Agency Payroll Leave system.

» Modification of the Agency Payroll System calculation of Holiday Pay to bring it in line with a
clarification of the Merit Rules.

During FY 02, several ITS Team members were
recognized for years of service to the state of
Oklahoma—TLinda Spivey for 15 years . . .

“ND SML

‘#

"i

. and linda Belinski for 15 years .

El
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Management Services Department

Diane Haser-Bennett, Assistant Administrator

Members of the Management Services
Team are responsible for functions re-
loted to the classification, compen-
sation, transactions, and records of
Merit System employees. The primary
responsibility of the Classification Di-
vision of the Management Services
Department is to maintain an em-
ployee classification system for all
classified state employees and to
properly allocate the positions within
that system. The Agency Services Unit
is part of the Classification Division
and exists to provide assistance to
agencies with their HR management

needs based on the administrative During F¥Y 02, the Monogement Services Team l:nc/uded (top row,
. | to r) John Bonny, Sonja Harkey, €verett Slavik, Greg Thomas,

capacity and resources of those agen- Tom Patt, Ron Thatcher, (middle row, | to r) David Hays,

cies. The Compensation Division of  michele Morris, Connie Hollins, Delois Webb, Debra Martin-Barber,

the Management Services Department  Sharon Dossey, Karen luman, (bottom row, | to r) Diane Haser-

administers a variety of compensa- Bennett, leann Morrow, and Carolyn Williams. Not pictured are

tion policies and programs for state Spencer Hnthonf,/, T/.ffom,/ Borbef, Judy f:foren, Greg Em.erson,

. Cindy Johnson, Jim lippert, Sharie Northington, Mary Richards,
government. Management Services lynette Rix, Gloria Schratwieser, Sharon Smith, Cameron Standing,
also includes a Workforce Planning Brenda Thornton, and Angela Winston.
function, the purpose of which is to
develop a workforce planning model that state agencies may use to systematically address the

state’s future workforce needs. Diane Haser-Bennett is OPM's Assistant Administrator for Man-

agement Services.

Classification Division

The OPM Classification Division is
assigned responsibilities related to
developing and maintaining an oc-
cupational classification system for
jobs within the state Merit System
and ensuring that classified posi-
tions and employees are appropri-
ately classified based on the duties
and responsibilities assigned. David
Hays is Director of OPM's Classifi-
cation Division.

During F¥ 02, the Classification Team included ( | to r) David
Hays, John Bonny, Connie Hollins, Greg Thomas,
Carolyn Williams, and Ron Thatcher. Fv 02 n nn UOI n eport
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Management Services, continued

To meet these objectives, Classification Team
members conduct position audits to identify
work performed and allocate positions to ap-
propriate job families, develop new job fam-
ily descriptors, or revise existing descriptors
as needed. Reviews are also conducted of
job level assignments made by agencies upon
receipt of an appeal from an incumbent em-
ployee. If new job family descriptors are pro-
posed or a new level is added to an existing
descriptor, the Compensation Team will sched-
ule a job content review to determine the
assigned job points and recommend an ap-
propriate pay band.

The Classification Team is also responsible

Jim Tanner, former OPM Deputy Administrator,

for reviewing and approving a variety of per- shared good wishes with long-time OPM Team
sonnel transactions submitted by agencies member Greg €merson upon the occasion of his
to ensure compliance with applicable rules retirement on May 31, 2002.

and laws, as well as to ensure that employee classification actions are consistent with position
allocations. In addition, Team members meet with agency representatives and conduct on-site
agency visits as needed to provide human resources management services and advice. Limited
services are also provided in some areas dealing with unclassified positions and employees,
such as maintaining a list of unclassified job codes for use by agencies, posting agency actions
regarding changes to unclassified positions, and processing unclassified employee transactions
to the Personnel Management Information System.

In completing their assigned responsibilities, the Classification Team accomplished the following
activities in FY 02:

» Completed 759 position audits;

* Reviewed 13,876 personnel actions;

* Posted 1,261 unclassified position allocations;
What is a Job Family  Participated in 105 meetings and visits to agencies;

Desaiptor (KD)? * Responded to 4,340 inquiries and requests from employees
A JFD is a written document and agencies by phone; and
that (1) describes a job fam- | . |ssyed 343 unclassified job codes.

ily, including, but not limited
to, the basic purpose, typical During January 2002, the Classification Division initiated a project

functions performed, various | to review the 378 Job Family Descriptors (JFD) adopted as a
levels within the job family, | esvit of the Classification and Compensation Reform Act of 1999.
and the knowledge, skills, | Puring this project, Classification Team members will review each
abilities, education, and expe- | IFP With the user agencies to identify any changes needed to
rience required for each level, | @nsure that the JFD continues to describe the work performed

and (2) identifies the pay

band assigned for each level. Fv 02 ﬂnnual nepOrt
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Management Services, continued

and provides an accurate reflection of the
knowledge, skills and abilities, as well as
education and experience, required to per-
form the job. The first phase of the project,
from January 2002 to June 30, 2002 in-
volved the review of the 49 JFDs included
in the Corrections and Custody, Travel, Tour-
ism and Recreation, Agricultural Services and
Inspections, Veterans Services, and Nursing
Services occupational groups that are used
by ten different agencies.

OPM also maintains a Position Management
System which identifies all positions estab- . . .

lished by agencies in the executive branch During FY 02, members of the OPM Agency Services Unit
of state government by a Position Identifi- included (standing, I to r) Kim Gomez, Sonja Harkey,
cation Number (PIN). This PIN is used to Gloria Schratwieser, Delois Webb, Sharon Dossey,
identify any change in the classification as- (seated, | to r) Karen luman, and leann Morrow.
signed to the position and also in reporting employee personnel actions. Classification Team
members are responsible for monitoring all activities related to this system and ensuring compli-
ance with established policies and procedures. Team members provide assistance to agencies
os needed in making changes to positions, establishing new positions, and abolishing positions
that are no longer required.

Agency Services Unit

OPM's Agency Services Unit (ASU) was created by the Legislo-
ture in 1994 to assist agencies with their HR needs based upon
the administrative capacity and resources of the various agen-
cies. The ASU became fully operational in December 1995.

Since May 2002, the ASU has included a payroll and transac-
tions component. Team members serve as liaison and human
resources advisors to 18 Merit System agencies and 31 non-
Merit System agencies. They also are responsible for reviewing
over 13,000 agency personnel transactions annually and approv-
ing or rejecting them, as appropriate. Approved actions are then
posted to the Personnel Management Information System and
In March 2002, Classification Team Qll documents related to these transactions are filed in the em-
member Greg Thomas, chairof  ployee files. Finally, ASU Team members provide payroll services
the Injury Review Board, received o qpproximately 40 small agencies, as well as Direct Deposit
his designation as a Certified <o icos to all participating agencies and employees.

Specialist (CS) from the
International Personnel I
njury Review Board
Management Association (IPMA
Cm% is entitled to use L{he ) The Injury Review Board functions under the administrative au-

designation "IPMA-CS”. OPM awards thority of OPM as provided in Title 47, Section 2310.1 of the
skill-based pay to OPM employees
who receive the IPMA-CS or IPMA-CP

(Certified Professional) designation. F v 0 2 n n n u O I n e Po rt
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Management Services, continued

Oklahoma Statutes. This Board has the statutory authority to review requests submitted by law
enforcement officers for leave as a result of an injury or illness incurred in the line of duty. A
significant change occurred in the makeup of this Board in May 2002 with the resignation of
David Hays, OPM, who had served as chair since the Board's inception in 1995, and the appoint-
ment of Greg Thomas, OPM, in his place.

During FY 02, the Board considered requests
from 48 low enforcement officers assigned
to three different agencies. After review, 33
of the requests were approved and 15 were
rejected.

Compensation Division

The Compensation Team has the responsi-
bility for administering compensation prac-
tices and salary administration programs
used in the classified service and, to a lesser |
degree, the unclassified service. Tom Patt
serves as Director of OPM's Compensation B
Division.

During FY 02, the Compensation Team included (I to r)
Throughout FY 02, members of the Compen- Debra Martin-Barber, Tom Patt, and €Everett Slavik.
sation Team assisted agency HR staff in the

use of Pay Movement Mechanisms (PMMs) and the development of Salary Administration Plans
(SAPs), in addition to reviewing and approving performance-based adjustment plans. By the end
of FY 02, agencies had spent $5,652,744 for salary adjustments for 4,566 employees pursuant
to the pay authorities granted to agencies under the provisions of the Classification and Com-
pensation Reform Act of 1999. "Pay-for-performance” became effective on July 1, 2001, as a
result of the passage of House Bill 1768 (2001). Thus far, 12 agencies have approved pay-for-
performance plans.

During June 2002, the Compensation Team coordinated a train-
ing seminar for state agency human resources professionals.
The result of a unique partnership between OPM and the Okla-
homa Public Personnel Association/Oklahoma Public Employers
Labor Relations Association (OPPA/OKPELRA), the three-day
seminar was presented by WorldatWork instructors and focused
on compensation principles and practices in the public sector,
with special emphasis on performance-based and skill-based
pay delivery systems. In addition, Tom Patt, OPM Director of
Compensation, delivered a special presentation regarding the
state of Oklahoma's compensation program. Mr. Patt explained
to seminar participants how their agencies could appropriately
utilize the pay movement mechanisms authorized by the Okla-

OPM Compensation Director
Tom Patt discusses compensation
issues with WorkatWork

seminar attendees. Fv 02 nnnual n@port

human resource services to our partner agencies to achieve their missions. 87



Management Services, continued

homa Personnel Act.

In addition to other responsibilities, Compensation Team mem-
bers administer the Job Content Review (JCR) process, using
the Hay Guide Chart-Profile method of job evaluation. Team
members lead Job Content Review Committees, consisting of
agency representatives trained in the Hay Point Factor Job €valu-
ation System, in the process of assigning points to jobs based
on required know-how, problem-solving, accountability, and other
relevant factors. This system is used to allocate jobs to the
appropriate pay bands within the state’s classified salary struc-
ture.

Compensation Team member

€verett Slavik provided staff

support for the second annual
State Government Job Fair held
April 23 at Shepherd Mall. Mr. Slavik  vate and public employers throughout the state and the sur-
is an €xecutive fellow in the Carl  rounding region. Team members requested information on sala-

Albert Public Internship Program,  yigs for 58 benchmark jobs and other compensation elements,

The Compensation Team conducted its annual salary survey be-
tween July and September 2002. The survey includes both pri-

which is administered by OPM’s

; o such as leave and benefits. The results of the survey will be
Office of Communications.

compiled

and analyzed as part of OPM's Annual Com- [ ’ l } - ‘ .
pensation Report, which will be presented to

the Governor and legislative leadership in : '* | I
December for review and consideration. - :

"'ﬂi;'
State emPl"We The Child Development Center is located in the Herr-
Child Care Progrqm €dmondson Building in downtown Tulsa.

Other programs administered by Compensa-

tion Team members include the State €mployee Child Care Program. The Child Development
Center, located in the Kerr-€dmondson Building in downtown Tulsa, has been the site of child
care services for state employees since 1992. During the years since it was established as a
pilot center for minor dependents of state employees working in and around the downtown Tulsa
areq, the Center has served hundreds of children of state employees, as well as children of non-
state employees needing child care.

In June 2002, OPM's workforce planning func-
tion was moved to the Management Services
Department. Llegislation passed during the
2002 session makes workforce planning a re-
quired OPM function. James Perez serves as
OPM's Workforce Planning Coordinator.

._,—-.- l-i‘.l'_l\ﬂl

OPM is responsible for ensuring that the Center functions consistent with state law and that it
provides the best and safest child care services for its customers.
The Tulsa Child Development Center, staffed by the Community Ac-
tion Project (CAP) of Tulsa County, was established to meet the child

== A== FY 02 Annual Report
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Management Services, continued

care needs of state employees working in
the Tulsa area. The Center is open to chil-
dren of state employees, as well as to
children of non-state employees, with pro-
visions to ensure that the child care needs
of state employees are met first. During
FY 02, 68 children were enrolled in the
state child care center.

State Agency Review Committee

The Compensation Division is responsible
for coordinating the activities of the State
Agency Review Committee (SARC). SARC

oversees, at the state level, the Oklahoma  Members of the State Agency Review Committee include (I to

State €mployee Charitable Contribution r) Rhonda Burgess, Office of Juvenile Affairs; Mike Wester,

Campaign. In 1 989, the Legislature created Department of Human Services; Sam Blair, Office of Juvenile
. . . S Affairs; Diane Haser-Bennett, OPM, designee of Oscar B.

a single combined charitable solicitation

) Jackson, Jr., OPM Administrator and ex officio member; and
that enabled state employees to contrib- Mary Wilson, Oklahoma Tax Commission.

ute to a variety of charitable organizations

through payroll deduction. €ach year, SARC solicits applications from interested organizations
and selects those charitable entities that provide or support direct health and welfare services
to individuals or their families.

During FY 02, Rhonda Burgess, Office of Juvenile Affairs (OJA), served as vice-chair in the ab-
sence of an elected SARC chair. SARC members include Oscar B. Jackson, Jr., OPM Administrator
and Cabinet Secretary of Human Resources, ex-officio; Diane Haser-Bennett, OPM; Sam Blair,
OJR; Michelle Kirby, Department of Veterans Affairs; Nancy Todd, Department of Mental Health
and Substance Abuse Services; Mike Wester, Department of Human Services; and Mary Wilson,
Oklahoma Tax Commission.

Statewide contributions in 2001 were
down by 6.97 percent from the previ-
ous year. The United Way is the Prin-
ciple Campaign Fund Raising Organizo-
tion (PCFRO) for the state of Oklahoma
responsible for annual public solicito-
tion of funds, providing financial sup-
port for charitable agencies, and ad-
ministering the charitable contribution
campaign. In 2000, a total of $434,335
was raised during the campaign. In con-

trast, only $404,048 was raised in :
2001. OPM Team members contributed  OPM has always been an enthusiastic supporter of the annual

. . Charitable Contribution Campaign. In FY 02, OPM employees,
$12,142.16 during the 2001 Charitable including Todd Haymore, Ann Craven, Grayson Bedwell, and
Barry Breckle, entered a costume contest.
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OPM RAdvisory Bodies

Affirmative Action Review Council

In 1994, the Legislature created the Affirmative Action Review Council (ARRC) to assist the OPM
Administrator in the implementation of €qual €Employment Opportunity and Affirmative Action
(€€O/AR) efforts in state government. €qual Opportunity and Workforce Diversity Team members
provide staff support to the AARC.

The OPM Administrator consults with members of the AARC
concerning the standards that executive branch agencies must
follow in adopting their Affirmative Action Plans (AAPs). The
ARRC reviews agency AARPs and assists the Administrator in
preparing the annual status report regarding €€O/AA efforts
in state agencies. During FY 02, members of the ARRC recom-
mended 109 AAPs to the OPM Administrator, which he subse-
quently approved.

During FY 02, Peggy Carter, Department of Corrections, served
as chair of the AARC, and Garland W. Price, retired from Oklo-
homa Gas and €lectric Company, served as vice-chair. ARRC
members incduded Representative Opio Toure; Senator An-
gela Monson; Carole Saunders Call, University of Oklahoma

Bill Franklin, retired DHS Civil Rights

Administrator and current OPM ; ;
AA/EEO consultant, addresses Health Sciences Center; and R. Charles Smith, State Depart-

members of the AARRC. ment of Health.

Certified Public Manager Advisory Board

In 1986, the OPM Administrator created the Certified
Public Manager (CPM) Program as a comprehensive
management training program for state government
employees. The CPM Advisory Board, which met for
the first time in 1996, advises the OPM Administrator
on CPM policy, admission requirements, curriculum,
standards, and graduation requirements. HRDS Team
members provide staff support to the Board.

During FY 02, Ruth Rolfe, Cox Communications, served
as chair of the Board. Members included David Brown,
Oklahoma Tax Commission; Gene Hobbs, Office of _ , .
State Finance; Toni Wilson, Department of Human Ser- Kay Nidiffer Rogers, president-elect of the
vices; Dr. Robert €ngland, Oklahoma State University;  American Academy of Certified Public Managers,
Dr. David Carnevale, University of Oklahoma; Vikki ~ was the keynote speaker at the September
Dearing, State Department of Career and Technology 2001 CPM Graduation Ceremony.

: . . Oscar B. Jackson, Jr., OPM Administrator and
€ducation; Dr. Stephen Jenks, University of Central Cabinet Secretary of Human Resources,
Oklahoma; Pam Warren, Department of Central Ser- presented Ms. Rogers with a certificate signed

vices; and Debbie Boyer, Department of Corrections. by Oklahoma Governor frank Keating making
her an "Honorary Oklahoma Citizen”.

FY 02 Annual Report

90 We serve the people of Oklahoma by delivering reliable and innovative




OPM Advisory Bodies, continued

Child Care Advisory Committee

In 1989, the Legislature authorized the OPM Administrator to implement a pilot program estab-
lishing day care centers for children of state employees, and to appoint an advisory committee
to review the child care needs of state employees, recommend suitable sites for centers, and
monitor and evaluate the operation of the centers. During FY 02, 68 children were enrolled in the
state child care center. Management Services Team members provide staff support to the Child
Care Advisory Committee.

OPM opened a pilot child care center for state employees in the Tulsa State Office Building in
Augqust 1992. During the 1995 session, the Legislature amended the statutory provisions gov-
erning the Program to permit the development of additional centers. €ach year the State €m-
ployee Child Care Advisory Committee reports to the Governor, President Pro Tempore of the
Senate, and Speaker of the House of Representatives regarding the progress of the State €m-
ployee Child Care Program.

During FY 02, Kathy Calvin, Department of Human Services, served as chair of the Committee, and
Kathy Cronemiller, Childtime Childcare, Inc., served as vice-chair. Members included: Cindy Barger,
Department of Human Services; Ann €dwards, Baptist Medical Center; Alice Johnson, Department
of Commerce; Connie Johnson, Oklahoma State Senate; Gary Jones, Oklahoma Public Employees
Association; and Beth Ramos, Oklahoma State Department of Health.

OPM State €Employee Assistance Program Advisory Council

In 1994, the Legislature created the €Employee Assistance Program Advisory Council to advise the
OPM Administrator on policy issues related to the OPM State €mployee Assistance Program
(€AR) and to provide support for the expansion and improvement of €AP services available to
state employees and their families.

In 1987, Governor Henry Bellmon created the
OPM State €AP by €xecutive Order; the Legis-
lature made it a statutory entity in 1992. The
purpose of the OPM State €AP is to provide
assistance to state agencies in their manage-
| ment of employees whose personal problems
may have a negative impact on job performance,
and assessment and referral assistance to state
employees and family members who are seek-
| ing corrective help with medical or mental health
problems, including alcohol or drug abuse, and

OPM CFO Marilyn Capps discusses the €AP budget with emotional, marital, familial, financial, or other
members of the Council (I to r) state Representative  personal problems.
Susan Winchester, Bob Craig, and Jimmy Durant.

During FY 02, Reverend Dick Virtue, €xecutive
Director of the Alcohol Information Center of Norman, OK, served as chair of the Council, and
Jimmy Durant, Director of Public Policy, SSM Healthcare of Oklahoma, Oklahoma City, OK, served
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OPM Advisory Bodies, continued

as vice-chair. Members included Jim DeSilver, retired, Norman, OK; Steve De Quevedo, €AP
Consultant, €dmond, OK; Representative Kenneth Corn (D-Howe); Rob Lewis, €AP Coordinator for
the Department of Mental Health and Substance Abuse Services; Delbert Rice, Director of Human
Resources for the World Publishing Company, Tulsa, OK; Representative Susan Winchester (R-
Chickasha); and Bob Craig, Administrative Director, Oklaohoma State Senate.

OPM State €AP Team members provide staff support to the €AP Advisory Council.

Mentor Selection Advisory Committee

The Oklahoma Legislature created the State Mentor Program in 1994, and at the same time
established the seven-member Mentor Selection Advisory Committee. The purpose of the Com-
mittee is to select candidates for the State Mentor Program and recommend those candidates to
the OPM RAdministrator for approval. Office of Communications Team members provide staff
support to the Committee.

The Committee selects candidates from employees nominated by other state employees and
may recommend up to five candidates to the OPM Administrator during a two-year period. In
June 2002, OPM began the process to select a third group of Mentor €xecutives. The first group
was selected in 1997 and served until 1999, and the second group was chosen in 2000 and
completed their final rotation in

July 2002.

During FY 02, OPM Administrator
Oscar B. Jackson, Jr. served as an
ex officio member and chair of the
Committee. Members included Tom
Daxon, ex officio, Director of the
Office of State Finance; Bill Franks,
Cabinet Liaison, Office of the Gov-
ernor; Robert Thompson, Staff At-
torney and former Mentor €xecu-
tive, Oklohoma State Senate; Dr.
George Humphreys, Director of the
Oklohoma House of Representa- |

tives Research Staff; Barbara Members of the Mentor Selection Advisory Committee include (1 to r)
Warner, €xecutive Director, Okla- Robert Thompson, Oscar B. Jackson, Jr., linda Parker,
Bill franks, and George Humphreys.

homa Indian Affairs Commission;
and linda Parker, €xecutive Director, Department of Rehabilitation Services.

Human Resources Management Advisory Committee

In 1994, the Oklahoma Legislature created the Human Resources Management Advisory Commit-
tee (HRMAC) and directed it to make five studies relating to the state service. HRMAC's remain-
ing responsibility is to review and approve model projects proposed by state agencies. The
HRMAC did not meet during FY 02.
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FY 02 €xpenditures

FY 01 Budget Activity
Administration and General
Recruitment and Assessment

Human Resource Development
Management Services
Personnel/Payroll Information Systems

Totals

FY 02 €xpenditure Categories
Salaries/Benefits

Professional Services
€quipment

Other Operating €xpenses

Total €xpenditures

FY 02 Funding Sources

General Revenue Funds

Benefits Council Reimbursement Fund
OPM Revolving fFund

Total Funding

Total €xpenditures
$1,812,931
$1,015,679

$534,772
$1,328,602
$1,223,256
$5,915,240

$4,784,533
$217,193
$354,757
$558,757
$5,915,240

$5,612,877
$244,804
$57,559
$5,915,240

Total FTE
26.1
229

7.4
239
18
98.3

Note: In FY 02, $5,135,663.70 wos billed to Merit System agencies and deposited to the Gen-
eral Revenue Fund upon payment. The average state agency cost per classified FTE was $185.87.
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FY 02 Legislation

During the 2002 session, the Oklahoma Legislature passed a number of human resources-related
bills that affect state agencies and employees.

Affirmative Action

Senate Bill 1384

(Dickerson & Herbert/Dunegan)

Section 5 of €nrolled SB 1384 amends 74:840-2.1 to
change the due date for the annual €qual €mploy-
ment Opportunity/Affirmative Action Status Report from =%
January 1 to March 1. €ffective November 1, 2002.

Carl Albert Public Internship Program
Senate Bill 1384
(chkerson & Herbert/Dunegan)

to: (1) Remove the requirement that undergrcnduote ,-
students must attend a state college or university.
(2) Require a performance appraisal for €Executive Fel-
lows (graduate students). €ffective November 1, 2002.

Senate Bill 1384

(Dickerson & Herbert/Dunegan)
Section 12 of €nrolled SB 1384 amends 74:840-3.5 to §
permit the waiver of the six-hour coursework require-
ment for €xecutive Fellows (graduate students) under 5
certain circumstances. €ffective November 1, 2002. The C"P’t"’ dome

Photo by Gabe Marler, OPM.
Compensation
House Bill 2264 (Dunegan, et al./Crutchfield)
Sections 1 and 3 of €nrolled HB 2264 amend 44:209 and 72:48 to: (1) Clarify that each affected
state agency is responsible for paying employees who are members of the National Guard
during the first 20 days of active service. (2) Require that all state employees receive the
difference between their full regular pay and their National Guard pay when they are ordered to
active or inactive service retroactive to the date that the employee reported to active service on
or after September 11, 2001, during the period that Operation €nduring freedom is in effect.
€ffective June 5, 2002.

House Bill 2665 (Miller & Nance/Rabon)

€nrolled HB 2665 amends 74:840-2.29 to require that all classified employees who are on-call
receive a minimum of two hours of work if they report to a work location while on-call. €ffective
July 1, 2002.

Senate Bill 1384 (Dickerson & Herbert/Dunegan)
Section 7 of €nrolled SB 1384 amends 74:840-2.17 to: (1) Limit the five percent salary adjust-
ment on lateral transfer to intra-agency lateral transfers. (2) Authorize a five percent salary
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FY 02 Legislation, continued

adjustment for permanent classified employees successfully completing trial periods after intra-
agency lateral transfer. €ffective November 1, 2002.

€mployee Actions
House Bill 2264 (Dunegan, et al./Crutchfield)

Section 2 of €nrolled HB 2264 amends 72:47 to make it consistent with the Uniformed Services
€mployment and Re-Employment Rights Act (USERRA), which provides that an employee may
return to his or her job with no less than an honorable discharge. €ffective June 5, 2002.

Senate Bill 1384 (Dickerson & Herbert/Dunegan)
Section 2 of €nrolled SB 1384 amends 74:150.8 to require a classified employee from another
agency who is selected for an Oklahoma State Bureau of Investigation agent or criminalist

position to resign his or her position and be reinstated in accordance with the Merit Rules.
€ffective November 1, 2002.

Senate Bill 1384 (Dickerson & Herbert/Dunegan)

Section 3 of €nrolled SB 1384 amends 74:840-1.3 to define lateral transfer as the reassignment
of an employee to another state job with the same pay band assignment as the job family level
in which the employee was classified prior to the lateral transfer. €ffective November 1, 2002.

Senate Bill 1384 (Dickerson & Herbert/Dunegan)

Section 8 of €nrolled SB 1384 amends 74:840-2.21 to clarify the authority of state agencies to
separate employees solely on the basis of absence from work when such employees are receiv-
ing Temporary Total Disability (TTD). Note: The Oklahoma Supreme Court held in Upton v. DOC,
2000 OK 46, that state agencies may not terminate employees solely on the basis of absence
from work when such employees are receiving TTD under the provisions of the Workers Compen-
sation Act (85:1, et seq.). Effective November 1, 2002.

Senate Bill 1384 (Dickerson & Herbert/Dunegan)

Section 14 of €nrolled SB 1384 amends 74:840-4.2 to provide that a position that has been
made unclassified will be considered classified as long as it is occupied by a classified em-
ployee. €Effective November 1, 2002.

Senate Bill 1384 (Dickerson & Herbert/Dunegan)
Section 15 of €nrolled SB 1384 amends 74:840-4.12 to require a trial period following intra-
agency lateral transfers. €ffective November 1, 2002.

€mployee Recognition
House Bill 2099 (Gilbert/Cain)

€nrolled HB 2099 amends 74:4121, which establishes a public employee benefit program to
encourage outstanding performance in the workplace, to authorize state agencies to: (1) Use
operating funds to pay for a ceremony, banquet, or reception where employee recognition
awards will be presented. (2) Purchase recognition awards worth no more than $150 per recog-
nized employee each fiscal year. (3) €stablish an employee performance and conduct cash

recognition program not to exceed $250 per recognized employee each fiscal year. €Effective
November 1, 2002.
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FY 02 Legislation, continued

State €Employee Personal Information
Senate Bill 1384 (Dickerson & Herbert/Dunegan)

Section 6 of €nrolled SB 1384 amends 74:840-2.11 to provide that the home addresses, home
telephone numbers, and social security numbers of current and former state employees may not

be inspected or disclosed without: (1) The employee’s written permission, or (2) A court order.
€ffective November 1, 2002.

Leave

Senate Bill 1384 (Dickerson & Herbert/Dunegan)

Section 9 of €nrolled SB 1384 amends 74:840-2.23 to correct inconsistencies related to circum-
stances that qualify for shared leave. €ffective November 1, 2002.

Senate Bill 1628 (Williams, et al./Vaughn, et al.)

Section 2 of €nrolled SB 1628 creates law at 63:2220.11 to require that state employees be
granted a paid leave of absence of five workdays to serve as a bone marrow donor and a paid
leave of absence of 30 workdays to serve as a human organ donor. €ffective July 1, 2002.

Senate Bill 1395 (Williams/Vaughn)

Section 1 of €nrolled SB 1395 amends €nrolled SB
1628 to provide that the scheduling of the paid
leave granted in SB 1628 is subject to the approval
of the employee’s Appointing Authority, with medi-
cal necessity being the primary determinant for such
approval. Section 2 of €nrolled SB 1395 recodifies
Section 2 of €nrolled SB 1628 (63:2220.11) as
74:840-2.208. €ffective July 1, 2002.

State Mentor Program
Senate Bill 1384 (Dickerson & Herbert/Dunegan)

Section 13 of €nrolled SB 1384 amends 74:840-3.8
to: (1) Remove the restriction on the agencies where
a Mentor €xecutive may complete a management
rotation. (2) Authorize the Office of Personnel Man-
agement to deal with a situation in which there are
no agencies willing to host a Mentor €xecutive or a
Mentor €xecutive is not working out. €Effective No-
vember 1, 2002.

MLM . "The Guardan”, sculpted by Senator Kelly Haney
Senate Bill 1384 (Dickerson & HerbertlDunegon) (D-Seminole) was hoisted to the top of the new

Section 17 adds 74:842 to require the OPM Admin- Capitol dome in June 2002.
istrator to promulgate rules allowing product ven-

dors access to state employees to provide informa-

tion concerning their products. €Effective May 30,

2002.
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FY 02 Legislation, continued

Recruitment

Senate Bill 1384 (Dickerson & Herbert/Dunegan)

Section 4 of €nrolled SB 1384 amends 74:840-1.6A to authorize the OPM Administrator to estab-
lish an expedited recruitment program that includes jobs where education, experience, or certifi-
cation requirements substantially limit the pool of available applicants. Applicants who have
been certified by OPM as meeting the minimum qualifications for such jobs may be referred to
agencies with vacancies in such jobs without examination or ranking, and may be eligible for
appointment upon referral; however, a referral may not occur until the reqgister for the job has
been publicly announced for at least 14 calendar days. €ffective November 1, 2002.

Reduction-in-Force Severance Benefits

Senate Bill 1384 (Dickerson & Herbert/Dunegan)

Section 10 of €nrolled SB 1384 amends 74:840-2.27€ to clarify that severance benefits are in
exchange for continued employment with any state agency at the time of a reduction-in-force
(RIF) and future employment for one year with the agency from which separated, i.e., if an
employee is rehired within a year by the agency that separated him/or her by RIF, the employee
must repay the benefits. €ffective November 1, 2002.

Unclassified Service
€nrolled House Bill 2921 and €nrolled Senate Bills 960, 1202, and 1489 increase unclassified
authorizations for eight different state agencies.

SB 1489 effective February 15, 2002; SB 1202 effective June 5, 2002; SB 960 effective July 1,
2002; HB 2921 effective November 1, 2002.

House Bill 2264 (Dunegan, et al./Crutchfield)

Section 4 of €nrolled HB 2264 amends 74:840-5.5 to provide: (1) An unclassified authorization
for "acting incumbents” hired pursuant to 44:209 or 72:48 to perform the duties of a state
employee ordered to active or inactive military service. (2) That "acting incumbents” will not
count against an agency's FTE limit. €ffective June 5, 2002.

Senate Bill 1384 (Dickerson & Herbert/Dunegan)

Section 16 of €nrolled SB 1384 amends 74:840-5.5 to provide unclassified authorizations for
agencies participating in CORE Oklahoma (Statewide Information Systems Project). €Effective
May 30, 2002.

Voluntary Payroll Deduction

Senate Bill 1453 (Leftwich/Deutschendorf)

€nrolled SB 1453 amends 62:7.10 to: (1) Permit state employees to join the Oklahoma Public
€mployees Association and other statewide employee associations online. (2) Require OPM to
develop and implement a verification process for online or electronically-submitted forms that

may include the use of electronic signature technology or other process. €Effective November 1,
2002.
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FY 02 Legislation, continued

Whistleblower

House Bill 1985 (€rwin, et al./Herbert)

€nrolled HB 1985 amends 74:840-2.5 to: (1) AJd the term "Whistleblower Act”. () Provide that
the purpose of the Act is to encourage reporting of wrongful government activity and to protect
state employees who make such reports. (3) Provide that the conviction of "any person” is not
required to provide protection to an employee who reports wrongful activities. (4) Protect public
disclosure that the public employee reasonably believes is necessary to correct a violation of
low. (5) Authorize public employees to disclose wrongdoing to not only the Governor and the
Legislature, but to "other persons in a position to investigate or initiate corrective action.
(6) Protect employees who testify before the Merit Protection Commission on behalf of another
employee. (7) Provide that "mismanagement” includes “fraudulent activity, criminal misuse of
funds or violation of a well-established, articulated, clear and compelling public policy.” Effective
July 1, 2002.

Workforce Planning
Senate Bill 1384 (Dickerson & Herbert/Dunegan)

Section 4 of €nrolled SB 1384 amends 74:840-1.6A to require the Administrator of the Office of
Personnel Management to establish a workforce planning function to assist state agencies in
analyzing the current workforce, determining future workforce needs, and implementing solutions
so that agencies may accomplish their missions. €ffective November 1, 2002.

20th Anniversary Reflections

The (domeless) state
Capitol building in the
early 1940's.

Governor George Nigh (D), who
served from 1979 to 1987, signed
Senate Bill 339 in 1982, thereby
creating the Oklahoma Personel Act,

the Office of Personnel
Management, and the Merit L
Protection Commission.
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Oklahoma's Workforce

OPM Customers

OPM performs various services for both Merit System and non-Merit System agencies. The table
below reflects the number of classified and unclassified state employees (versus full-time-equivalent
or FT€ employees) employed by both Merit System and non-Merit System agencies on June 30,
2002, as reported through state payroll records.

RAgency Name RAgency # €mployees

Merit System Classified  Unclassified  Total
ABLE Commission 030 54 % 63
Agriculture 040 408 109 517
Central Services 580 211 55 266
Children & Youth Commission 127 16 7 23
Civil €mergency Management 309 23 5 28
Commerce 160 % 138 147
CompSource Oklahoma 390 232 159 391
Conservation Commission 645 7 % 16
Consumer Credit 635 % 6 15
Corporation Commission 185 33] 115 446
Corrections 131 4,575 417 4,992
Cosmetology Board 190 % 3 12
Dentistry Board 215 1 4 5
€ducation 265 27 469 496
€lection Board 270 22 13 35
€mbalmers and Funeral Directors 285 0 5 5
€mployees Benefits Council 815 26 6 32
€mployees Group Insurance 516 145 37 182
€mployment Security Commission 290 657 97 754
€ngineers & Land Surveyors 570 4 4 8
€nvironmental Quality 202 482 76 558
€thics Commission 296 3 4 7
Fire Marshal 310 27 4 31
Grand River Dam Authority 980 390 92 482
Handicapped Concerns 326 6 2 8
Health Care Authority 807 0 279 279
Health Department 340 1,864 629 2,493

human resource services to our partner agencies to achieve their missions.
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Oklahoma's Workforce, continued

Agency Name RAgency # €mployees

Merit System, continued Classified Unclassified Total
Historical Society 350 137 40 177
Human Rights Commission 355 19 3 22
Human Services 830 7,024 986 8,010
J. D. McCarty Center 670 111 50 161
Office of Juvenile Affairs 400 1,024 88 1,112
L. P. Gas Administration 445 6 5 11
Department of Labor 405 83 34 117
Commissioners of the Land Office 410 43 12 55
Department of Libraries 430 71 5 76
Medical Licensure Board 450 17 5 22
Mental Health & Substance Abuse Services 4592 1,277 588 1,865
Merit Protection Commission 208 7 2 %
Military Department 025 184 251 435
Bureau of Narcotics & Dangerous Drugs 477 82 15 97
Office of Personnel Management 548 83 23 106
State Bureau of Investigation 308 250 41 291
Osteopathy Board 5925 1 4 5
Pardon & Parole Board 306 38 9 47
Peanut Commission 535 0 1 1
Pharmacy Board 560 2 7 %
Physician Manpower Training Commission 619 3 3 6
Public Employees Retirement System 515 34 16 50
Department of Public Safety 585 1,379 118 1,497
Real €state Commission 588 14 5 19
Department of Rehabilitation Services 805 *730 **189 919

*Department of Rehabilitation Services—Number of classified employees includes 166 employ-
ees of the Disability Determination Division whose salaries are funded in whole by federal funds
and who are exempted from the agency's FTE limit. [Source: Department of Rehabilitation Ser-
vices. ]

**Department of Rehabilitation Services—Number of unclassified employees includes 82 con-
tract instructional personnel at the Oklahoma School for the Blind and Oklahoma School for the
Deaf, and 16 employees of the Disability Determination Division whose salaries are funded in
whole by federal funds and who are exempted from the agency's FTE limit. [Source: Department

of Rehabilitation Services. |
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Oklahoma's Workforce, continued

RAgency Name Agency # €mployees

Merit System, continued Classified Unclassified Total
Tourism & Recreation Department 566 394 803 1,197
Department of Transportation 345 2,342 89 2,431
Oklahoma Transportation Authority 978 481 24 505
Department of Veterans Affairs 650 1,356 121 1,477
Water Resources Board 835 76 29 105
Will Rogers Memorial Commission 880 6 15 21
64 Merit System Agencies 26,828 6,318 33,146
Agency Name Agency # €mployees
Non-Merit System Classified  Unclassified Total
Accountancy Board 020 0 6 6
Architects Board 045 0 3 3
Arts Council 055 0 17 17
Attorney General 049 0 165 165
Auditor & Inspector 300 0 164 164
Banking Department 065 0 43 43
Boll Weevil €radication Organization 039 0 102 102
Career & Technology €ducation Department 800 0 458 458
Centennial Commission 007 0 9 9
Chiropractic €xaminers Board 145 0 2 2
District Attorneys Council 220 0 36 36
Firefighters Retirement Board 315 0 11 11
Office of the Governor 305 0 40 40
Horse Racing Commission 353 0 74 74
House of Representatives 499 0 356 356
(includes 101 Representatives)

Indian Affairs Commission 360 0 4 4
Indigent Defense System 047 0 149 149
Industrial Finance Authority 370 0 19 19
Insurance Department 385 0 131 131
Interstate Oil Compact Commission 307 0 1 1
J. M. Davis Memorial Commission 204 0 19 19
Loaw €nforcement €ducation & Training 415 0 38 38
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Oklahoma's Workforce, continued

Agency Name Agency # €mployees
Non-Merit System, continued Classified Unclassified Total
Motor Vehicle Commission 475 0 5 5
Nursing Board 510 0 30 30
Nursing Home Board 509 0 3 3
€ducational Television Authority 266 0 68 68
Optometry Board 520 0 % %
Police Retirement Board 557 0 % %
Private Schools Board 563 0 3 3
Psychological €xaminers Board 575 0 3 3
Senate (includes 48 Senators) 421 0 245 245
Social Workers Board 622 0 0 0
Space Industry Development Authority 346 0 4 4
Speech Pathology & Audiology Board 632 0 2 2
Supreme Court 677 0 192 192
Teacher Preparation Commission 269 0 10 10
Treasurer 740 0 80 80
University Hospitals 825 0 4 4
Used Motor Vehicle Commission 755 0 20 20
Veterinary Medical €xaminers Board 790 0 6 6
Wheat Commission 875 0 5 5
Wildlife Commission 320 0 368 368
Workers Compensation Court 369 0 105 105
51 Non-Merit System 0 3,004 3,004
Total State Government

(excluding Higher €ducation)

115 State Agencies 96,898 9,399 36,150
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Oklahoma's Workforce, continued
State Workforce By Gender & Race/€thnicity

The figures below, as reported in the OPM €qual €mployment Opportunity/Affirmative Action
Status Report, reflect state government employment, excluding Higher €ducation, as of June 30,
2002. The workforce information was compiled from data submitted by state agencies. The
percentage shown is the percentage of the total state workforce for the particular category.

Category

Officials/
Administrators

Professionals

Technicians

Protective
Services

Para-
professionals

Administrative
Support

Skilled Craft
Service
Maintenance

Totals

Grand Total

human resource services to our partner agencies to achieve their missions.

Gender

Males
females

Males
females

Males
fFemales

Males
females

Males
females

Males
fFemale

Males
females

Males
fFemales

Males
females

White

939 (50.8%)
665 (36.0%)

4,418 (31.0%)
7,151 (50.2%)

1,462 (53.6%)
840 (30.8%)

2,864 (69.9%)
462 (11.2%)

605 (19.1%)
1,664 (52.5%)

554 (10.7%)
3,520 (67.7%)

783 (79.8%)
35 (3.6%)

1,174 (54.1%)
541 (24.9%)

12,799 (37.1%)
14,878 (43.2%)

27,677 (80.3%)

Black

59 (2.8%)
58 (3.1%)

379 (2.7%)
924 (6.5%)

73 (2.7%)
88 (3.2%)

202 (4.9%)
88 (2.1%)

182 (5.7%)
376 (11.9%)

66 (1.3%)
506 (9.7%)

38 (3.9%)
7 (0.7%)

112 (5.2%)
79 (3.6%)

1,104 (3.2%)
2,126 (6.2%)

3,320 (9.4%)

American
Indian
53 (2.9%)
44 (2.4%)

275 (1.9%)
604 (4.9%)

110 (4.0%)
57 (2.1%)

351 (8.5%)
69 (1.7%)

68 (2.1%)
130 (4.1%)

53 (1.0%)
394 (6.9%)

106 (10.8%)
1 (0.1%)

145 (6.7%)
45 (2.1%)

1,161 (3.4%)
1,274 (3.7%)

2,435 (7.1%)

Hispanic

13 (0.7%)
5 (0.3%)
72 (0.5%)
160 (1.1%)
95 (0.9%)
15 (0.5%)

66 (1.6%)
19 (0.5%)

23 (0.7%)
79 (2.5%)

16 (0.3%)
109 (2.1%)

10 (1.0%)
0 (0.0%)

44 (2.0%)
19 (0.9%)

269 (0.8%)
4006 (1.2%)

675 (2.0%)

Asian/
Pacific Islander
11 (0.6%)
7 (0.4%)

119 (0.8%)
143 (1.0%)

31 (1.1%)
27 (1.0%)

13 (0.3%)
2 (0.0%)

11 (0.3%)
34 (1.1%)

4.(0.1%)
45 (0.9%)

1(0.1%)
0 (0.0%)

4(0.2%)
9 (0.4%)

194 (0.6%)
267 (0.8%)

461 (1.4%)

Total

1,068 (57.8%)
779 (42.2%)

5,263 (36.9%)
8,982 (63.1%)

1,701 (62.4%)
1,027 (37.6%)

3,496 (84.5%)
640 (15.5%)

889 (28.0%)
2,283 (72.0%)

693 (13.3%)
4,504 (86.7%)

938 (95.6%)
43 (04.4%)

1,479 (68.1%)
693 (31.9%)

15,527 (45.0%)
18,951 (55.0%)

34,478 (100%)
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Oklahoma's Workforce, continued

Oklahoma's workforce may be examined in different ways. This profile will look at the workforce
in terms of gender and ethnicity, number of appointments by job family, number of applicants
and appointments made during the fiscal year, number of employees, salaries of employees,
and turnover by agency during the fiscal year.

It is also important to examine the job families and areas of the state from which the most
appointments are made. Below is a breakdown of classified service appointments by job family
with a graph to indicate the percentage of appointments within each job family compared to the
total number of appointments.

Breakdown of Classified Service Appointments
By Job Family—FY 02

Social Services—486

Institutional and Nutritional Services and Administration—387
General Administrative—366

Corrections & Custody—339

Nursing Services—313

*Others—853

*Others consist of the following Job Families: Information Technology; Insurance and Benefits
Administration; Human Resources Management and Development; Financial Management; Logis-
tics and Property Management; Law €nforcement; General Safety; Security Inspections and In-
vestigations; Rehabilitation and Vocational Services; Agricultural Services and Inspections; Oil,
Gas, Transportation and Utility Requlation; Veterans Services; Travel; Tourism and Recreation;
Power Generation; General Services and €nvironmental Services; Professional €ngineering and
Land Surveyors; Transportation and Highway Construction and Maintenance; and Historical Pres-
ervation.

Social Services
Others 18%
32%

Institutional and
Nutritional
Services and
Administration
14%

General
Administrative
13%

Nursing Services
11%

Corrections &
Custody
12%
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Oklahoma's Workforce, continued

The number of applications and appointments made during the fiscal year also gives us informa-
tion about Oklahoma's workforce. OPM processed 70,998 applications and state agencies made
2,744 appointments from certificates in FY 02. Below is a representation of the number of
classified service applicants and the appointments from certificates for counties in Oklahoma
with the most activity with a comparison of appointments from the previous fiscal year.

Classified Service Applications and Appointments

By County—FY 02

County Applications Appointments
Oklahoma 26,958 572
Clevelond 6,660 332
Tulsa 3,722 187
Canadian 2,298 45
Comanche 1,756 54
Pottawatomie 1,604 63
Pittsburg 1,386 75
Muskogee 1,352 67
Carter 1,010 61
Garfield 921 87
Murray 860 56
Grady 841 28
Woodward 782 22
Garvin 775 85
Payne 749 29
All other counties 18,139 956
Out-of-state 1,346 25
Total 71,159 2,744

human resource services to our partner agencies to achieve their missions.

% RAppointed FY 02
2.1
5.0
5.0
2.0
3.0
4.0
5.0
5.0
6.0
9.0
7.0
3.0
3.0

11.0
4.0
5.0
2.0

40 %

% RAppointed FY 01
3.0
7.4
6.2
34
3.0
5.2
43
5.2
6.0
9.0
6.0
6.1
5.6

11.0
4.0
5.0
2.0
4.0

% Difference
0.9
24
-1.2
-1.4

0.0
-1.2
0.7
0.2
0.0
0.0
1.0
3.1
2.6
0.0
-1.4
-1.5
0.5
0.9
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Oklahoma's Workforce, continued

Below is a breakdown and graphic representation of the different salary ranges that classified
employees fall into and a trend analysis of total state classified service employees for the last
ten years.

Breakdown of Salary Ranges for Classified €Employces—FY 02

Annual Salary Range Number of Employees Percent in Range
Below $15,000 150 0.6
$15- 19,999 2,156 8.0
$20 - 24,999 6,075 22.0
$25 - 29,999 7.135 26.0
$30 - 34,999 5,447 20.0
$35 - 39,999 2,964 11.0
$40 - 44,999 1.414 5.0
$45 - 49,999 1,101 4.0
$50 - 54,999 493 2.0
$55 - 59,999 187 0.7
$60 - 64,999 92 0.3
$65 - 69,999 39 0.1
$70 - 74,999 11 0.0
$75 - 79,999 4 0.0
$80 - 84,999 3 0.0
Over $85,000 1 0.0
Total 27,202 100
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Number of €Employees

Oklahoma's Workforce, continued

Number of Classified €Employees Within Salary Ranges
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Oklahoma's Workforce, continued

Below is data showing an overall classified turnover for state agencies for the last ten years. The
data focuses on "controllable” turnover, which is defined as separations due to resignations,
retirements, and discharges. Due to the decentralized control and non-uniformity of information
concerning unclassified jobs, they were not included. €xamination of FY 01 turnover shows that
65 percent of statewide turnover represented resignations, 22 percent represented retirements,
13 percent represented discharges. Although retirements and discharges increased, the overall
turnover rate decreased. Percentages were calculated on the total number of employees at the
close of the preceding fiscal year (June 30,2001).

Multi-Year Classified €mployee Turnover Comparison

Fiscal Year Resignation Retirement Discharge Total  Turnover Rate %
1992 1,742 715 138 2,595 9.0
1993 1,536 630 142 2,308 8.0
1994 1,723 736 161 2,620 9.0
1995 1,857 601 196 2,654 10.0
1996 1,723 685 266 2,674 10.0
1997 1,975 735 323 3,033 11.0
1998 2,269 670 413 3,352 12.0
1999 2,305 658 339 3,302 12.0
2000 2,688 700 413 3,801 14.0
2001 2,495 714 363 3,572 13.0
2002 2,139 715 415 3,269 12.0

Classified €mployee Turnover Trend
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Oklahoma's Workforce, continued

Turnover can also be reflected by individual agency. The following table of classified employee
turnover by agency includes classified employees who left the agency due to resignations,
retirements, and discharges along with other types of turnover (deaths, transfers out of the
agency, and reductions in force). Percentages were calculated on the total number of employees
with the agency at the close of the preceding fiscal year (June 30,2001).

FY 2002 Classified Service €Employee Turnover By Agency
Agencies With Turnover

Agency Name Resignation Retirement  Discharge Other Total Total Classified

Clossified Turnover %

€mployees
6/30/01

ABLE Commission 1 0 1 0 2 51 4.0
Agriculture 20 13 2 1 36 415 9.0
Central Services 10 6 6 3 25 219 11.0
Children & Youth Commission 1 0 0 0 13 8.0
Civil €mergency Management 1 0 0 2 22 9.0
CompSource Oklohoma 25 14 1 3 43 241 18.0
Consumer Credit 0 0 0 1 1 10 10.0
Corporation Commission 13 4 6 6 29 330 9.0
Corrections 331 96 59 20 506 4,571 11.0
Cosmetology Board 6 1 0 8 12 67.0
€ducation 3 2 0 0 32 16.0
€mployees Benefits Council 4 1 0 27 19.0
€mployment Security Commission 31 24 4 5 64 657 10.0
€ngineers & land Surveyors 0 0 0 1 1 4 25.0
€nvironmental Quality 39 4 3 3 49 472 10.0
Fire Marshal 4 1 0 0 5 26 19.0
Grand River Dam Authority 7 7 3 0 17 383 4.0
Group Insurance Board % 3 0 4 16 146 11.0
Handicapped Concerns 1 0 0 0 0 6 17.0
Health Care Authority 0 1 0 0 0 1 100.0
Health Department 154 42 11 13 13 1,809 12.0
Historical Society 6 3 0 0 9 133 7.0
Human Rights Commission 3 0 0 0 3 19 16.0
Human Services 575 167 95 33 870 6,961 13.0
J.D. McCarty Center 24 12 16 53 100 53.0
Office of Juvenile Affairs 116 18 27 8 169 1,001 17.0
L.P. Gas Administration 1 0 0 0 1 7 14.0
Department of Labor 1 0 0 12 88 14.0
Commissioners of the Land Office 1 2 0 0 3 49 7.0
Department of Libraries 4 3 2 0 9 72 13.0
Mental Health & Substance Abuse Services 137 43 53 14 247 1,332 19.0
Merit Protection Commission 1 0 0 1 2 8 25.0
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Oklahoma's Workforce, continued

Agency Name Resignation  Retirement  Discharge Other Total Total  Clossified
Classified Turnover %
€mployees 6/
30/01

Military Department 26 2 4 0 32 184 17.0
Narcotics & Dangerous Drugs Control 2 1 0 0 3 82 4.0
Office of Personnel Management 13 3 1 3 20 86 23.0
Oklahoma State Bureau of Investigation 23 3 1 0 27 233 12.0
Pardon & Parole Board 1 1 0 1 3 36 8.0
Pharmacy Board 0 1 0 0 2 50.0
Public Employees Retirement System 1 0 0 0 1 31 3.0
Department of Public Safety 52 31 7 8 98 1,349 7.0
Real €state Commission 1 1 1 0 3 14 21.0
Department of Rehabilitation Services 51 36 8 3 98 744 13.0
School of Science & Math 3 0 0 1 4 8 50.0
Secretary of State 2 0 1 1 4 31 13.0
Department of Securities 1 0 0 0 5 20.0
State Finance 4 3 2 15 91 17.0
Oklahoma Tax Commission 36 28 7 2 73 872 8.0
Teachers Retirement System 2 1 0 0 3 25 12.0
Tourism & Recreation Department 21 19 3 1 44 497 10.0
Department of Transportation 59 81 1 6 157 2,372 7.0
Oklohoma Transportation Authority 49 9 8 2 61 466 13.0
Department of Veterans Affairs 254 33 73 7 367 1,433 26.0
Water Resources Board 5 1 0 1 7 64 11.0
Will Robers Memorial Commission 1 1 0 0 2 7 29.0
Total 2,139 715 415 170 3,439 27,772 12.0
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