
Effective Management:  
Civil Service 101

April 27, 2011
1:30pm – 2:30pm 

2:45pm – 3:45pm



Workshop Presenters

• Thomas H. Riley, Jr. 
Director of Labor and Employee Relations 

thriley@uillinois.edu

• Anniese Lemond
Director of Compensation
alemond@uillinois.edu 

• Mirta Mendez
Director of Employment Services
mendezm@uillinois.edu
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Please …

• Turn off cell phones.

• Avoid side conversations.

• We will have time for questions after each 
presenter, during the break, and at the end.

• Sign the attendance roster.

• Complete the evaluation at the end of the 
workshop.
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Workshop Objectives

Develop a more in-depth understanding of civil 
service rules, policies and procedures as they 
relate to managing civil service employees.
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Overview of the State University 
Civil Service System

Purpose

The State Universities Civil Service System was created and established on 
January 1, 1952, when the State Universities Civil Service Act (Act) was passed 
by the 67th General Assembly and became law.

As defined by the Act, “the purpose of the University System is to establish a 
sound program of personnel administration” for the Illinois Higher Education 
community.

• Classification Plan Management

• Compliance
– Bi-annual Audit Process
– Exemption Overview
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Agency Overview
Purpose (cont.)

• To develop, establish and maintain a fair and consistent program of personnel 
administration at State supported institutions of higher education and other 
specified allied agencies.

• Statutory obligation to develop and administer the basic rules and procedures 
related to the employment of professional (non-academic), technical, and support 
staff at each university and affiliated agency within its jurisdiction.

• Provide direct guidance and support services to universities/agencies in such areas 
as employment, classification plan management, salary administration, statutory 
compliance, disciplinary procedures, and other business operations related to t he 
personnel management of support staff positions

• Note:  SUCSS does not have technical jurisdiction over affirmative action/diversity 
plans at specific employment sites.
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SUCSS Jurisdiction
The State Universities Civil Service System, as delegated and authorized 
through the State Universities Civil Service Act (Act) (110 ILCS 70/36b et. 
seq.), has jurisdiction over all designated places of employment at institutions 
(Employers) identified in the Act (110 ILCS 70/36b(2)) as follows:

Illinois Community College Board Southern Illinois University
Illinois Student Assistance Commission Chicago State University
Illinois Board of Higher Education Eastern Illinois University
Governors State University Illinois State University
Northeastern Illinois University Northern Illinois University
State Universities Civil Service System University of Illinois
State Universities Retirement System Western Illinois University
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Operational Concepts
• Decentralized  oversight with Designated Employer 

Representatives (DER) empowered to conduct day-to-day HR 
operations.

• Business operations require statewide collaboration and direct 
involvement of system constituency primarily through the 
following advisory committees:

 Employee Advisory Committee
 Administrative Advisory Committee
 Human Resource Director Advisory Committee

• Employment priority is the selection of most highly qualified 
candidate. Focus on equal access and opportunity for all 
applicants.

• Minimal compensation oversight enabling employment institution 
to direct their own compensation plans.
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“Academic Professional” Exemption

The State Universities Civil Service Act (Act) (110 ILCS 70/36e) states that all 
employees shall be covered by the State Universities Civil Service System 
(University System), except the following persons:

(1) The members and officers of the Merit Board and the board of trustees, 
and the commissioners of the institutions and agencies covered 
hereunder;

(2) The presidents and vice presidents of each educational institution;

(3) Other principal administrative employees of each institution 
and agency as determined by the Merit Board;

(4) The teaching, research, and extension faculties of each institution and 
agency;

(5) Students employed under rules prescribed by the Merit Board, without 
examination or certification.
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Principal Administrative Appointments 
(PAA) – “Academic Professional”

• Principal Administrative Appointments (PAA) are considered exempt from 
civil service guidelines in accordance with section 36e(3) of the Act. 

• PAA is defined as an employee who is charged with high level 
administrative responsibilities, whose decisions are based on 
administrative polices and who exercises discretion and independent 
judgment. A PAA performs these duties with only general administrative 
supervision or direction, e.g. Director, Associate or Assistant Director. 

• PAA can be defined as an employee who is in a position requiring 
knowledge of an advanced type in a field of science or learning customarily 
acquired by a prolonged course of specialized intellectual instruction and 
study (as distinguished from a general academic education) and which 
requires the consistent exercise of discretion and judgment, e.g., physician, 
attorney. 
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Civil Service Employment

• Application Process 

• Testing Process 

• Hiring for Civil Service Employees.
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WHAT YOU NEED TO KNOW

• Application process for new applicants and current employees

• Testing requirements and Job Classes

• Types of Civil Service exams and order of Civil Service register 
entries

• How vacancies are filled

• Selection of applicants to interview

• Responsibilities of the HR Employment Officer and new 
employee
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Civil Service Application Process

• Complete an online application 

• Complete and submit an Exam Request

• Exam Requests are distributed to assigned Employment  
Officer who reviews application and other related 
documents  to determine if minimum qualifications are 
met

• If qualified, applicant is scheduled for a test
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Civil Service Application Process

CURRENT EMPLOYEES

• Must update their application online at: www.jobs.uic.edu

• Complete and submit an Exam Request 

• Exam Requests are distributed to assigned Employment 

Officers who review updated application and personnel file 

to determine if minimum qualifications are met

• If qualified, employee is scheduled for the exam
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APPLYING FOR JOBS AND UPATING 
JOB APPLICATION

• a
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Civil Service job Opportunities – Job Postings
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Civil Service Job Opportunities – Job Postings



18

State Universities Civil Service System
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State Universities Civil Service System 
Class Specifications
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State Universities Civil Service System 
Class Specification Minimum Qualifications

ADMINISTRATIVE AIDE

Function of Job - Under administrative supervision, to assist in carrying out administrative functions of a major unit or

department.

MINIMUM ACCEPTABLE QUALIFICATIONS

CREDENTIALS TO BE VERIFIED BY PLACEMENT OFFICER

1. High school graduation or equivalent

2. 2. Any one or any combination of the following types of preparation:

(A) Bachelor’s degree in business, accounting, finance, management, marketing, economics

and/or other related field AND 24 months of responsible clerical office experience that

included supervising, organizing, coordinating, and performing responsible clerical duties

(such as experience comparable to that gained at the IV or higher levels in the general

clerical/secretarial classes)

OR

(B) Bachelor’s degree in a field not listed in (a) above AND 36 months of responsible clerical

office experience that included supervising, organizing, coordinating, and performing

responsible clerical duties (such as experience comparable to that gained at the IV or higher

levels in the general clerical/secretarial classes)

OR

(C) 5 years of responsible clerical office experience that included supervising, organizing,

coordinating, and performing responsible clerical duties (such as experience comparable to

that gained at the IV or higher levels in the general clerical/secretarial classes)
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Job Titles and Testing

• UIC has over 650 active titles

• Civil Service staff, academic professional employees 
and external applicants are open to apply 

• Except for highly specialized technical classifications -
State of Illinois Residency is Required to be admitted 
to an exam

• Applicant must present a valid state if Illinois ID to 
validate they are a resident of the State of Illinois
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Types of Civil Service Exams

• Knowledge based

• Education & Experience based

• Training and Experience based

• Credential Assessment

• Job Element and Experience based

• Computerized or in paper formats 
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Exam Scores

• A score of 70 is considered passing

• Highest score achievable without veteran points is 100

• Veterans are eligible for additional points (3, 5 or 10)

• Exam can be taken initially 4 times in a calendar year,

• (first exam and 3 re-writes). 

• Applicant must wait 30 days after exam has been taken to 
re-take

• Test results are mailed within 2 weeks of exam and include 
register rank
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Registers

Civil Service Registers
• A register is a waiting list of eligible candidates 

for Civil Service positions

• Recruitment & Staffing (CS Employment) 
manages the registers for the UIC campus and 
the Medical Center & Clinics

• The registers are managed as mandated by 
Illinois State Law
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Order of Civil Service 
Register Entries

1. REEMPLOYMENT (laid off employees by order 
of seniority)

2. PROMOTIONAL (for titles that belong to a 
promotional line)

3. RESTORAL

4. ORIGINAL ENTRY

5. REASSIGNMENT (internal transfer requests)
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CIVIL SERVICE REGISTER
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Sample Register
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Separate Places 
of Employment

• The following are UIC’s Separate 
Places of Employment. Each place of 
employment maintains separate 
registers and seniority.
– Campus

– Hospital (Medical Center & Clinics)

– Rockford

– Peoria

– Division of Specialized Care for Children 
(DSCC)
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Civil Service Hiring Process

How Vacant Positions are Filled

• Hiring department submits a Job Requisition via Hire Touch

• HR Compensation reviews and approves, forwards the 
Requisition to Employment

• Recruitment/Staffing (CS Employment) contacts hiring 
department to discuss posting, freezing the register and 
other requirements 

• Employment Officer identifies top 3 scores/candidates and 
contacts them to schedule interview with hiring manager
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Interviewing

• All candidates who respond with interest 
MUST be interviewed by the hiring 
department

– Candidates may provide a resume or HR can provide a 
copy of the online application prior to the interview

– Hiring department interviews all interested candidates

– Hiring department selects candidate for hire

– Employment Officer makes official job offer and 
establishes an effective hire date
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HR Employment Officer 
Responsibility

• When making the job offer to the selected 
candidate, the Employment Officer will 
discuss the following: 

– Salary

– Effective (Start) Date

– Summary of Benefits

– Health Evaluation

– Other Required Clearances

– New Employee Orientation 

– Completion of Hire Papers
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Important Websites

For additional information regarding civil 
service employment, visit the following 
websites:

• Job Application/Job postings- www.jobs.uic.edu

• State Universities Civil Service System -
www.sucss.state.il.us

• UIC Human Resources Information -
www.uic.edu/depts/hr
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Questions regarding Civil Service Employment 

Contact

Recruitment/Staffing

(312) 996-0840



OVERVIEW OF INTERPLAY BETWEEN SUCSS RULES 
AND COLLECTIVE BARGAINING

• IELRA

• Duty to Bargain

• Collective Bargaining Agreements
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Myths Related to Civil Service 
Disciplinary Process

What have you heard about 

disciplining Civil Service employees?



36

Myths - Disciplinary Process

Myth Busters:

• You can never discipline or fire a CS employee

• Once an employee becomes status they have 
a job for life

• The Unions make decision regarding 
disciplining CS employees
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Role of Employee Relations

• Interpret disciplinary process and provisions 
in:

– University Policy and Rules

– Civil Service Statute and Rules

– Union Contracts
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Role of Employee Relations

• Provide advice regarding good business 
practices

• Suggest alternatives to certain actions

• Assist with resolution of disagreements

• Coordinate and monitor the disciplinary 
process
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Role of Employee Relations

• Conduct

– Pre-disciplinary action meetings

– Intent to discharge meetings, a.k.a. 
“Reconciliation Meetings”

• Offer suggestions related to investigations.
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Disciplinary Process at UIC

• Verbal Counseling

• Letter of Warning

• Disciplinary Suspension(s)

• Recommendation for Discharge

The disciplinary process may start or move to any 

step within the established process depending on 

the severity of the infraction(s).
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Verbal Counseling

• Initial informal step of progressive discipline:

– Schedule meeting in a private setting

– Follow-up Memo outlining what was discussed

A copy of the memo is NOT placed in HR file.  
Counseling is informal.
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Meeting Notification

• Three (3) workdays notification required, 
include: 

• Specified infractions (charges)

• Meeting guidelines

• Supporting documentation
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Letter of Warning

• Initial formal step of progressive discipline:

– Pre-disciplinary action meeting held at 
department level

– If warranted, department will issue follow-up 
Letter of Warning

– Forward two (2) copies to Labor & Employee 
Relations 
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Disciplinary Suspension

• Three (3) step unpaid suspension in 
progressive discipline process:
– Discuss situation, develop charges, schedule pre-disciplinary action 

meeting with ER Officer

– Caucus with ER Officer

– If warranted, ER Officer prepares Notice of Disciplinary Suspension 

– Department serves Notice of Disciplinary Suspension to employee
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Discharge

• Final step of progressive discipline:

– Provide documentation to ER Officer formally 
requesting discharge

– ER Officer drafts Intent to Discharge Letter

– ER Officer conducts Reconciliation Meeting

– If warranted, Written Charges for Discharge are 
served to employee  
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Contact Information

Taycine McInnis, Employee Relations Officer

Elise Williams, Employee Relations Officer

Labor and Employee Relations

Human Resources

1747 West Roosevelt Road, Rm. 360

(312) 355-3055



Audit Background

• 2007 Biennial, 2008 Supplemental and 2010 Biennial 
Material findings: 

• Business processes regarding exemption

• Inappropriate exemptions to AP

• Inappropriate exemption to Academic Hourly

• Salary range exceptions

• Temporary Upgrade timeframes

• Extra  help position limitations

• Position control system

• Position Audits (from last audit)

• Position audits (regularly scheduled)
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Impact of Audit Results

• Increased attention to this topic around the state:
– Illinois Senate passed legislation to strip public universities of their 

discretion in classifying non-teaching employees as either academic 
professional or civil service (SB 1150)

– Merit Board, SUCSS increased oversight and reporting requirements

– Organized labor/impact on collective bargaining

• UIC employee groups and the potential impact on 
other U of I campuses
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Chancellor, Paula Allen-Meares lends her full commitment and 
support to the compliance , job analysis and conversion 
processes. Specifically communicated that,

– Intent to comply with the recommendations put forth by SUCSS

– Develop processes to ensure tighter position management protocols 
for AP’s 

– Immediately transition jobs that are incorrectly classified as Academic 
Professional to Civil Service upon expiration of appointment periods

– Analyze all AP jobs and document with appropriate job descriptions 

Leadership Support & Commitment
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Job Analysis Project Goals

• Systematically define and document (through the creation 
of job descriptions) each Academic Professional job so as 
to properly categorize jobs as AP or Civil Service

• Achieve compliance with Civil Service exemption protocols

• Create a pathway to implement critical HR programs 
starting with compensation and professional development
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Job Analysis Progress Update

• Conducted close to 800 interviews (25%) 
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Tentative Timeline
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Timeframe College Admin Unit

March VC Student Affairs

June Library VC Research 
Public Affairs
OBFS

July Facilities Management
Admissions/Record

August Applied Health
Dentistry

External Affairs
VC Administrative Services

September Arts & Architecture
Business
LAS

VC Development

October Social Work Exec Office, VP Academic
Affairs

November Education
Pharmacy

AITS
VP Tech/Ec Development

• 2011

*Based on revised staffing

Model (4 additional FTEs)



Tentative Timeline
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• 2012

Timeframe College Admin Unit

January Nursing Alumni Assoc; 
University Audits; 
UA Admin; 
Capital Programs

February Graduate College 
School of Public Health
CUPPA
COM – Office of Dean

March Engineering

April COM – Basic Sciences
Continuing Studies

May COM - CS*Based on revised staffing

Model (4 additional FTEs)
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Questions / Concerns?


