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Membsrs of Co~.r.ltteo on Administration: , S.C .L.C. 

FROl1: Ella J. llal:ol', Director 

RE: Persounel P1•acticos and Office Equipmcmt 

The ne"d for ~st?.blished per sonnel pract.ioes and procedures has been men
t:l.onoci seVel•al times b~i'ore, bu b norr i t seems ir.;perst .:i.vo. The of fice secretl!lV 
b"gan t~orki.)lg uith us, January 5, 19$91 tmd l·riH have compl eted a year at t.he end 
of Decembe!'. To date, no-thirtg has bM!'l de'oorP.d.no(l l'egardins her vacation or oth£>.l' 
11orldne x-c1a.tions. Last D3cember l Oth, ~men t he execU:i:;:i.ve boa:.·cl me·<:. i n Atl.:mta, 
t here t~ao oc-me disoue;si oi'l by a small comrnitt<;>e on ~hether the then executiv<1 and 
ass ociate d:l.rr.>ct ors ahoul d be given one (1) month ' s "acat ion ol' not , It tm& :r!. t be 
poipt 1-:hen dii"ferences of" opinions became evident tha-~ the director and associ.:.to 
tve:re a~;~ked to l eave the roam. Hom;ver , fl.ppru.•ently no decisiQn tms r e-ached s1 n;:e 
no i11fo:..'To1a:~ion on this was 'Gransmi t ted t o t he E:XE!OU'tive st(lff. 

The 11Jat tet of vacations i s but one a :::peot of t he ques~ion :ra3.sou h.:r- • 
E'or focus 1 may t~e. li:>t the ·~hings He c.onl"idor i mpo:rt-:nlt to t he di scussion.: 

1. l~ork-rreek ( nu."'ller of ho1Xt's and nuntl1er o£ deys ) 
2 . Over-t ime 
3. Holi.days 
Is. Vacation 
5. Sal al'Y incremen·ts 
6 , Sick- dotys 
7 . Ter mi.n..1.tion and Lrove of 1\.bsenQe 

vi O R K - vlEEK 

The pracM.ce preso.ntly obta~n:J..ng i n the oi'f ice is that cler i cal. p&l't.,>nn~~
uork eight ( 8 ) )lours ~ day( e;;;:clusi ve of a l unch period) . and five (5) day;; a .real~. 
or 40 hou.-s . It is gener<tlly- accept ed t ha.t t he eight (B) hour day shoul d i r;clll-de 
a l unch peri od, and i n pr r.gressive circl es , a 10 ·mir.ute s r est perioo;'l or "cotf-.e 
break" in the morning and af'ternoon. 

~/hils a t10 hour WeeK is. the nominal ~10rk-;·1eek f or t l).e GXecuti ve ste.ff , t he 
demanda of t he office h<We made i t i mposs ibl e to observe t his. I t has been l!eces
sary to '1-rOl'k as l ate az 3•00 A.a. , Sat urdays , and even S\mdays . 

0 V E R .:_1.!1!..~ 

The WtlidH y of compensat ion f or over - t i me shoul d be r ecogr.i zed.. Us ually 
t he lrorker r eceives eit her extra pzy (specified i n advance), or compensatol:V time. 

H OLI DAYS 

The f'ollo>r.ing ·are usue.J.ly observed as l egal holio:W.ys : 

New Year 1s 
Thanl-:sgi.vi 11g 

4th or July 
Chri stmas 

Labol' Day 
3oth of' Y"\Y 
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11 Good-F!'i~y" i s l"¢Cognl:oed by some agenci es, and ·i:.ilne t s also granted t o voto in 
genel·al olect.;tons, 

In the <-cbsence of a policy, t·r.e gran~ed the secretm-y Good- l!':L'iday, Labor 
Day, end the 4th of. July, l argely in compe~sat.ion for tbe gl'ea.t ronount of extra 
time she had been rcquj_red to HOl'k, 

tisually one day is allot·red for Ghl'iS'~ll'.as shoppi ng. 

V ACATIO N 

'1'v1o ( 2) ~reeks i.s considered the beg:l.nn:ing v•,ca'l:.ion f. or <;lerical personnel 
aft.er one (1 ) ye;u' of empl oytr.ent. Tllis is usually increased to a ma.ximuru of four 
(4) lr<::eks tr.i.thin a gi ven period of y.ears. 

For professional personnel t·rhose vrorking-t·reelr cannot bo confined to a given 
number of hours, a minimum of h week~;~, vacati on is considered norll'.aJ. . 

l•Jhen a legal holiday occurs dl}ring a vacation period, it usuall;y is not 
cmmted as part. of that period. This yeat·, the secretary ha.'> used two days of her 
pr obable vacation because of a f amily: emergency, during t he week··end of September 11. 

The director has 
August 17 -September 2. 
ties. 

SICK- DAYS 

t aken about 3 Heeks :i.n tHo periods - Jtme 19 - 2 9, and 
~ Hot<ever, neither was free of organizat:tonal r esponsibili-

Some specif ied number of days are usually designated as sick-days for- ' 'hich 
pay is not deducted, 

~!.ARY " INCR El·I ENTS 
l 

It is considered good peri'lonne1. pract ices to provide for defilrl.te sala1-y 
i ncrements at specified periods, apd based on defin:Lte criteria. The odv~mtuge of 
t his as an i ncentive is obvious . 

LEAVES OF ABSENCE AND TERMINA'J;'ION OF EHPLOYl:ENr 

Provisions should be made f or l eaves of absence to cover i l lnesses, matel'
nity l eaves, s·tudy, etc. 

Notice of t l·TO (2) '~eeks i s considered thQ m.i.nimu.m time for t~rminatioil 6f 
employment; ?lld this applies both to the cmpleyer and employee, In l ieu of a t1;o 
{2) weeks ' notice , the employee should be paid for tHo (2) Heeks of service . If' an 
empleyee r.esigns 1-r.i.thou.t gi.ving '.the ·specifie.d notice, he f orfiets his claim to such 
compensation. 

If employment i s t erminated after one ye:;,r, and t he employee has not had 
a vaca~ion, he should be entitled~o terminal pay to cover vacation pay due him. 

We kno<r that one cannot expect t o 11tVork h"<J the cl ock" in a young social
action organi:;ation like S .C .J •• C., nor can one. expect the t'<orking condit ions that 
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.. 
might ob't;ain i n indus·tl"'Y Ol' even a \ui:i.onized aoc:i.nl . 3gency. Yet it seems justi• 
fiable to expec-t ·t;hat good pel'solmel policies and practices should be an inherent 
par'c of a prog1•am like ours, ' and should be nlade avaj,lable to p1·oapective e>"llPl cyees, 

As i'b stimds 
1 

an imrned:ia'~e dec'l.sion is needed on the vacation ·to ,.,J-..ic:h t he 
secretary is entitled so that it can be i'ittecl into the office schedule, 

IT, OFFICE EQUlPl~lil! 

As we move toward e~q)am;ion, consideration also must be given to adequate 
office equipment to carey out an enlarged program, 

. Thus f ar, our equiprumt bas been mirri.rual, atld v1e have b~en fortunate to 
b3 able to borr01•I .from our neighbors. 1</:i.th the foll01;ing :tterna, ve ~auld operat.e 
Hith greatly incr.eased efficien;::y and uith definite saving of "man-hou:rs": 

Postal scale 
11imeoscopa 
Paper cutter (3011 ) 

Sealing tape dispenser (mailing literature packages 
and books) 

vlox·){ table 
Desk lamp (especially needed t;hen typing at night ) 
lti.llleOwl.etter:i.tlg guides 
Anothel' typeNritcr 
Storage cabinets 
Cabir1et Base for mimeograph machine 

We have beep borrot·Iillg a !J!imeoscope and scal es. 

$ll1.So 
39.50 - li9.50 
. 6.25 

8,25 
J.o.oo - 12 .oo 
12.00 ~ 15.00 

67.00 ea. 
99.00 

The t.a-pe dispenser l~ill do in one motion t-rhat it takes several motions to 
do other.1ise;, It dappcns tape as i t r olls and cuts it the des:i.re4 length, 

Hith the pap~r cutt~. one quick pull i s all that ' s necessary as conjpal·ed 
to using scissors or razor blades. 

Organized stora!t,o space HOul~ r educe the necess;i.'o;y of unstacldng and re
stacld.ng boxes when materials a;:oe needed; and l·lould add to the neatness of the of:fice , 
I t may be possible t o have etorage shelves built f ol' less; but a steel cabinet can 
easily be moved,if o£fiqe l ocation is changed, 

~lorlc-table ~1onld spoed up the o.olnting and stap'!-i rig of mat.el'ial s ill large 
quanti ties , such as programs and net<slettei's .• 

Typem>iters can be r ented for t•7 .21 a month or (;18 .5'~ for 3 months and 
can be bought for $99 .~0 - up, These are :Royal StanQ<trd machines, 1957 - 5~ models, 
Nefr typcHriters can be l eased for app1•oximetely ~7 , G'O a morr~h, with option to buy, 
Ho11ever, a three year lease is required. It is also possible 'l,o pick-up excellent 
demonstrator machines, and there is a factory guarantee on all Royal machines. 

Ill l arge mailings, ~Then extra help is needed, a ty:peHriter could expedite 
the Hark; and ue may even tind some volunteer help from time to t ime , 

eb/E.m 

I 




