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DEPARTMENT OF PUBLIC WELFARE) 
ss. 
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TO ALL ·ro WHOM 'l'HESE PH.ESENTS SHAIJ, COME, GREE:TINGS: 

I, Wilbur J~ Schmidt, Direator of the State Department of Public 

Welfare, and custodian of the official records of said dep11:rtment,, do 

hereby certify that the annexed revision of rules relating to the merit 

system in county welfare agencies was duly approved and ad.opt<eti by the 

State Board of Public Welfare on August 10, 1960. 

I further certify that said copy has been co:n:ipa.x-ed by m~ with the 

original on file in this department and that the smne is a true copy 

thereof, and of the whole of such original. 

IN TESTIMONY WIIfmEOF, I have hereunto 

set my hand a.t the State Office 

.Building in the city of' Madison, 

this 26th day of Au.gust A.D. 1960• 
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ORDER OF THE STATE DEPARTMENT 01? PUBI,IC WELFAHE 
ADOPTING, AMEtIDING OR REPEALING RULES. 

:Pursuant to a.uthori ty vested in the State Department of Public 

Welfare by sections 46.014 (3) and 49.50 (2), Wis. s·tats., the State 

Department of Public Welfare hereby :repeals,, a:mends and adopts rules as 

follows: Sections P.w ... P.A. io.01, io.02, io.03,, 10.04, io.o,, io.o6, 

10 .• 01, 10·.oa, io.09, io.10, 10.11; 10.12,, 10.13, 10.14, io.15, io.16, 

10.17, io.18, io'.19, io.20, 10.21, io.25, io.26, io.:n, 10.28, 10.29, 

l0.30, 10.Jl, and 10.32 of the 'Wisconsin Administrative CQde are amended 

to read: (the ~ules as amended are attached hereto) 

The rules" amendments and repeals contained herein shall take 

ef.f'eot on October 11 1960 pursuant to the authority granted by s. 227.026 

(l) (b) f 

Dated: August 26, 1960 State D~pa.rtment of Public Welfare 
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CHAPTER 1-A-1 

COUNTY AGENCIES ADMINISTERING SOCIAL SECURITY AIDS, 

JUVENILE COURT SERVICES, CHILD WELFARE PROGRAMS 

PW-PA 10,01 - DEFINITIONS 

The following definitions apP,ly throughout this rule, unless the context 
clearly requires another meaning. 

(1) 11 Department11 means the State Department of Public Welfare. 

(2) 11 0irector11 means the Director of the State Department of Public 
Welfare. 

(3) 

( 4) 

(5) 

(6) 

'·;. 

110ivision11 means the Division of Public Ass.lstance of the State 
Depattment of Public Welfare of Wisconsin d~ly constituted as 
provided by Chapter 435, Laws of 1939, an_d ,which Division shall be 
responsible, with the approval of the Oir.ector, for performance of 
the functions of the State Department of Public Welfare with 
respect to the application of this rule. 

11 Bureau11 means the Bureau of Personnel of the State Oepartrl')ent of 
Administration, whose duties are described in Pt1-PA 10.02 (ll•·'. 

''Personnel Board' means the Personnel Board of the Bureau of Per
sonnel of the State Oepartment'of Administration. 

11Appoi ntl ng Authori ty11 means the officer, board, person, or group 
of persons having authority to make appointments as provided In 
PW-PA 10.02 (3). 

(7) 11Agency11 means el ther ( 1) the county ag~ijcy charged with. the 
administration of the social security aids, or (2) the appropriate 
court ;having juvenile court jurisdiction, or (3) a county child
refr1 s boa rdo 

(8) "Social Security Aids11 means old age assistance, aid to dependent 
children, aid to the blind, and aid to totally and permanently dis
abled persons as referred to in sections 49~18, ~9.19, 49.20 to 
L~9.38 and 49.61 of the Wisconsin Statutes. 
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(9) "Juvenile Court" Is that court(s) of record designated In a particu
lar county as that court(s) in which juvenile matters will be heard 
pursuant to section Li8.03 (1), · .. , . 

(10) "Children!s Board" means an agency organized ;under section 40.29 or 
section 59.08 (5~) Stats. of 1953 made up of a lay citizen and 
policy board devoted to giving service for children within a county. 

"• -· .. 
(ti) "Position" means an office Of" employment in an agency (whether. 1 part

time or ful I-time, temporary or permanent, occupied or vacant') 'com-
posed of specific duties, ,,i· 

(12) "Exempt Position'' means a position herein desfgnatec:t as a position 
exempt from the app 11 cat I on of .this ru 1 e. The exempt posit f ons In 
the agencies are the following: 

[P) County Judges acting as administrators. 

[~)Attorneys serving as legal counsel. 

Students of a recognized graduate school of Social Work 
engaged In field training. 

Student case workers having a minimum of two years.of college 
or university may be employed for a period not to exceed 90 
days per ·year, Such workers shat 1 be paid a salary of $240 
per month. 

Members of county welfare boards paid only for attendance 
at meetings. 

(13) "Class" means a group of positions sufficiently similar as to the 
duties performed, degree of supervision exercised or required, re
quirements of education, e'cperlence or skill. and such other charac
teristics, that the same title and the same tests of fitness may be 
app 1 i ed to each pos It ion in th,e group. · 

(14) "Minimum Qualifications" means the requirements of education and 
experience and other qualifications as prescribed for a given class 
in the classification plan. 

(15) "Desi rabte Qual i ficatlons 11 means the preferred requirements of edu~ 
cation and experience and other qualifications as prescribed for a 
given class In the classification plan. 

(16) "Eligible" means any person who Is on a register for appointment, 
promotion, or relnstatement. 
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(17) "Register" means an officially promulgated list of eligibles for 
a class of position in the order of their final ratings In a 
merit examination. 

(JO) "Employee" means any person in the employ of an agency who is 
paid a salary or wage. 

(19) "Original Appointment" means the first appointment of an indi
vidual to an agency through selection from a register in accord
ance with PW•PA 10,08 (1). 

(20} "Probationary Period" means the first six months of employment 
beginning with the date of original appointment to a permanent 
position as described in PW-PA 10,09, 

(21) "Permanent Employee" means an employee who has been given 
permanent status upon the successful completion of a probation
ary per I ad. 

(22) "Provisional Appointment" means an appointment to fill a position 
pending the establishment of a register for such position as 
described in PW-PA 10,08 (2). 

(23) 

(24} 

(25) 

(26) 

(27) 

(28) 

(29) 

"Temporary Appointment" means an appointment from a register for 
a period not to exceed six months as described in PW-PA 10.08 (4). 

£ ,_. 

"Emergency Appointment" means an appointment required by a state 
of emergency for not more than 30 working days as described in 
PW-PA 10.08 (3) (a) or for the period of the Ci vi 1 Defense Emer
gency as described In PW-PA 10.08 (3) (b). · , 

11 Promotion11 means a change in status of an employee, from a 
position in one class to a position in another class having a 
higher entrance salary as described in Pl1-PA 10.10. 

"Salary Advancement11 means an increase in salary within the 
salary range for the class of position. 

11 Demotion11 means a change in status of an employee, from a 
position in one class to a position in another class having a 
lower entrance salary as descrl bed In PW-PA 10.11 (2). · 

"Transfer" means a change from one position to another in the 
same class or In another class on the same level within the 
agency or to another agency as described In PW-PA 10,11 (I). . . ..... ' 

11 Resignation11 means the termination of employment.of an 
employee made at the request of the employee. 

Wisconsin 
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{30) 11 Dismissal 11 means the termination of emp1oyment of an employee for 
cause•''• 

(31) "Suspension" means an enforced leave of absence for disciplinary 
purposes or pending investigation of charges made against an 
employee. 

(32) ''Lay-of~' means the termination of emp1oyment because of shortage 
of funds or curtal1ment of services, 

(33) "A1location11 means the official :act by which a position ls placed 
in one of the classes of positions in the classified service. 

PW~PA 10,02 - ORGANIZATION FOR COUNTY MERIT SYSTEM 

(1) Bureau of Personnel. State Department of Administration 

Within the scope of this ru1e, It shall be the'duty of the Bureau: 

{a) to establish general policies for the administration of 
merit examinations; 

(b) to review the classification and compensation plans and 
to advise with the Division on their adoption and sub
sequent revision; 

(c) to develop and put into continuous effect procedures for the 
administration of the merit system as they relate to the 
preparation, ~dministratlon, and scoring of examinations, 
preparation, c~stody, and maintenance of registers of 
eligibles, the certification for appoint~ents; and the 
determination of the adequacy of existing registers; 

(d) to review and make wrl tten recommendations to the :'01.riedto·r 
with respect to any amendments of this rule; 

(e) to submit periodica11y to the Director a report of adtual 
expenditures with relation to the administration of merit 
system operations; 

(f) to' hear a11 personnel appeals as provided In PW-PA 10. 13. 

(2) Division of Public Assistance 

Within the scope of this rule, it shall be the du~y of the· Division: 

(a) to develop and put into effect the merit system rule and 
regulations related thereto and be responsible for their 
application; 
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(b) to develop general policies in the administration of the 
merit system; 

(c) to make recommendations· to agencies relative to their Inter
nal personnel practices to assure conformity with this rule; 

(d) to confer with agencies on personnel matters. including 
placement problems; 

(e) to develop and administer the classification and compensation 
plans; 

(f) to receive requests from the agencies· relative to all proposed 
personnel actions and to transmit such requests to the Bureau; 
when received from the Bureau to transmit decisions to the 
agencies; 

(g) to develop and administer a system of performance reports; 

(h) to promote understanding of the purposes, policies, and prac
tices of the merit system; 

(i) to maintain personnel records of all persons employed in the 
agencies and records of all personnel actions; 

(j) to perform such other duties as may be found to be necessary 
by the Director. 

(3) County Appointing Authority 

(a) Each agency, except where the administration Is vested Jn the 
county judge, juvenile court judge, or children's board, shall 
employ a director who shall be sel~cted by the ~ounty board of 
public welfare pursuant to section 46,22 (2) (b) of the 
Wisconsin Statutes. 

(b) All .other employees of the agency shall be selected by the 
director, county judge, juvenile court judge, or children's 
board, as the case may be, upon proper certification from an. 
appropriate register of eligibles or transfer in accordance 
with this rule, with the advice and consent of the appointing 
authority. 

(c) The provisions of this section shall not apply to counties having 
a civil service system provided the standards of qualifications 
and examinations have been approved and the Department has dele
gated to the civil service agency in such courity responsibility 
for determining qualifications of applicants by merit examination. 

Wisconsin 
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PW·PA 10.03 .. CLASSIF,ICATION PLAN. 

pj Preparation and Adoption of Plan 

MERIT SYSTEM RULE 

_,(a) The Division, in cooperation with the Bureau, shall ascertain 
and record the duties and responsibilities of all positions to which this 
rule applies, and prepare a·comprehensive classification plan. The classi
fication plan shall include for each class of position an appropriate 
title, a description of the duties and responsibilities, and the require
ments of education, experience, and other qualifications •. 

(b) The classification plan as adopted shall be binding upon all 
agencies, The class titles contained therein shall be used in all person
nel and financial records of the agencies, as well as in all examination 
procedures. 

(2) Allocation of Positions 

Every position In the agencies shall be allocated by the Division, after 
consultation with the Bureau, to one of the classes established by the 
classification plan. No person shall be appointed or promoted to any 
position until it has been properly classified as herein provided. :As 
additional classes are established or existing classes are abolished or 
changed, such necessary allocation or re-allocation shall be made to new 
or existing classes as Is necessitated thereby. 

(3) Revision of Plan 

Existing classes of positions may. be'abolished or changed, or new classes 
added, in the same manner as the classification plan was originally 
adopted. 

(4) lncumbe~ts of Re-allocated Positions 

(a) When a position is re~allocated to a different class, not because 
of a change in duties and responsibilities but because;of a re-appraisal 
of the position in terms of the total classification plan, no examination 
is necessary for the permanent employee who has been occupying the posi
tion and who qualified for it through an examination on the basis of its 
former classification, 

(b) When a position is re-allocated to a different class because of 
a change in.duties and responsibilities and because of a'subsequent re
survey, an examination may or may not be necessary for the permanent 
employee who has been occupying the position throughtout the change and 
who originally qualified for It through an examination on the basis of its 
former classification. Decision as to the need for examination shall then 
be determined by the Bureau on the basts of whether the re-allocation 
represents a transfer, promotion, or demotion In relation to the former 
classification of the position. 
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PW .. PA 10.04 - COMPENSATION PLAN 

(1) Preparation and Adoption of Plan 

CHAPTER l-A-7 . 

(a) The Division, in cooperation with the Bureau, shall assemble 
data and develop a comprehensive compensation plan for all classes of 
positions. The plan shalt include salary schedules for the various 
classes, with the salary of each class consistent with the functions out-
1 ined in the class specifications. Initial, intervening, and maximum 
rates of pay for each class shall be established to provide for steps in 
salary advancement without change of duty In recognition of meritorious 
service. In arriving at such salary sch~dyles, preva~ling rates in the 
counties of the state, conditions affe~ti.ng the supplyof competent per
sons, and other relevant factors shall .be taken into consideration. The 
plan shall also Include regulations covering salary increases and adjust
ments, 

(b) The compensation plan as adopted shall be binding upon all the 
agencies. 

(2) Administration of Plan 

(a) The approved compensation plan shall constitute the official 
schedules of salaries for all classes of positions in the agencies. No 
salaries shall be recognized for reimbursemen~ by the Division unless they 
conform to the.approved comp~nsation plan. The entrance salary for an 
employee shall be at the mlhimum salary for, the class to which he is 
appointed, or as otherwise:Provided in the plan. Necessary salary adjust
ments affecting employees'at the time of adoption or amendments of the 
compensation plan. or resulting from promotions, demotions, or transfers, 
shall be administered In accordance with the requirements of the plan. 

(b) Salary advancements shall not be automatic, but shall be based 
upon quality and length of service, and shall be controlled by the 

· provisions of the compensation plan, providing for fixed times for con
sideration of increases, for a reasonable distribution among classes, 
and for increases that an individual employee may receive. 

(3) Revision of Plan 

Salary ranges for classes of positions shall be amended in the same 
manner as originally adopted. 

Wisconsin 



Section V 
Personnel 
Revised 10-1-60 

CHAPTER 1-A-8 MERIT SYSTEM RULE . 

PW-PA 10.05 - APPLICATIONS AND EXAMINATIONS 

(1) Character of Examinations 

(a) State-wide examinations for entrance to the service shall be con
ducted on an open-competitive basis. Examinations shall be practical in 
nature, shall be constructed to reveal the capacity of the applicant for 
the particular position for which he Is competing as well as his general 
background and related knowledge, and shall be rated objectively. A 
practical written test shall be included, except that where peculiar and 
exceptional qualifications of a scientific or professional nature are 
required and competition through an assembled examination is Impracticable, 
an unassembled examination may be held. The Bureau shall determine when· 
competition through an assembled examination is impracti6ab1e. 

(b) Examinations shall also include: 

1. a competitive performance test for stenographic and typing 
positions and other positions involving the operation of 
office machines; 

2. a rating of education and experience for the more responsible 
positions, Including some professional, technical, supervisory 
and administrative positions; 

3. an oral examination when practicable for positions requiring 
frequent contact with the public, or which involve Important 
supervisory or administrative duties. · 

(2) Notice of Examinations 

The Bureau shall give public announcement of all entrance examinations at 
least two weeks in advance of the closing date for receipt of applications. 
The Bureau and the Division shall make every reasonable effort to attract 
qualified persons to compete in these examinations. Public announcement 
of examinations shall specify the title and salary range of the class of 
position, the duties to be performed, the minimum qualifications required, 
the final date on which applications will be received, except that for 
those classes for which there is to be continuous recruitment as provided 
in (3) (b), a statement shall be included that applications will be 
received until further notice is given. 

(3) Filing Applications 

(a) All applications shall be made on forms prescribed by the Bureau 
and must be filed with the Bureau on or prior to the closing date specified 
in the announcement. Such applications shall Include a statement from the 
applicant of all pertinent information regarding his education, experience 
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and any other information which the Bureau may deem necessary. All 
appl icatlons shall be signed, and the truth of all statements contained 
therein certified by such signature. 

(b) In .those classes of positions in which there is difficulty In 
securing qualified applicants, the Bureau, with the approval of the 
Division, may establish a recruitment program which Is both positive and 

' continuous, Under such a plan, applications may be accepted at any time 
('· and e><aminations held whenever applicants have filed In sufficient num

bers to assure adequate competition. 

(4) Disqualification of Applicants 

(a) The Bureau may refuse to examine an applicant, or, after examina
tion, to certify any eligible on a r~gister If: 

1, tie is found to 1 ack any of the pre 1 i ml nary requirements 
established for the examination.for the cl~ss of position; 

2. he is so disabled as to be rendered unfit for the perform
ance of the duties of the class; 

3. he is addicted to the use of narcotics or the habitual use 
of intoxicating liquors to excess; 

4. he has made a false statement of material fact In his 
application; 

5. he has previously been dismissed from any public service 
for delinquency, !misconduct, or other similar cause; 

6. he has used or attempted to use political pressure or 
bribery to secure an advantage In the examination or 
appointment; 

7. he has directly or indire~tly obtained information regarding 
examinations to which as an applicant he was not entitled; 

8, he has failed to submit his application correctly or within 
the prescribed time limits; 

9. he has been convicted Of any Infamous crime or other crime 
involving moral turpitude; 

10, he has taken part in the compilation, administration, or 
correction of the examination; 

Wisconsin 
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11. he has been proven disloyal to the government of the 
United States of America; 

12. he has otherwise violated provisions of this ruJe. 

(b) A disqualified applicant shall be promptly notified of such 
.~ctlon, and an applicant who is not admitted to an e>eamination because of 
failure to meet the preliminary requirements shall be notified In writing 
to his last known address. sufficiently in advance of the examination to 
al low for an appeal from rejection as provided for in PW-PA 10.13 (1). 

(5) Conduct of Written Examinations 

{a) Hri tten tests for the same class :of position shal 1 be conducted 
simultaneously in as many places as are necessary for the convenience of 
the applicants and as are practicable for proper administration. The 
Bureau may designate such local examin~rs as may be necessary to conduct 
examinations under Instructions prescribed by it and may also arrange for 
the use of public buildings in which to conduct the examinations. 

(b) The identity of persons taking competitive examinations shall 
not be disclosed to the examiners. An identific~tion number, which shall 
be used ~o identify all papers 6f each applicant, shall be assigned by 
the Bureau to each app 1.i cant •. 

(6) Rating Examinations 

(a) In all examinations, the m1n1mum grade through which eligibility 
on a register may be earned shall be fixed by the Bureau. The Bureau 
shall' determine the final score for each applicant 1 s examination, computed 
In accordance with the weights fd~ the several parts established by the 
Bureau. 

(b) The Bureau shal 1 uti I i.ze appropriate s~f;entiflc techniques and 
procedures rating the results 6f examinations and in determining the final 
scores of the competitors. In determining the system for rating results 
on the examination, the 13ureau shall give due regard to the number of 
candidates and to the number of vacancies which may reasonably be expected 
to occur in the life of the register. 

(c) All applicants for the same position shall be accorded uniform 
and equal treatment in all phases of the examination procedure, except 
that there shall be no restrictions as to age in the case of veterans and 
except that other conditions being equal, a preference shal 1 be given in 
favor of veterans of any wars of the United States. Preference .f s hereby 
deflned,to mean that whenever an honorably discharged veteran competes in 
any examination, he shall be acc9rded five points, and, if such veteran 

. ·, ... ii. 
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has a disability which is directly or indirectly traceable to war service, 
he shall be accorded another five .points in addition to earned ratings 
therein, Proof of elig1bllity for such preference shall be submitted 
prior to or at the time of examination, 

(7), .Rating Education and Experience 

(a} If education and experience form a part of the total examination, 
the Bureau shall determine a procedure for the evaluation of the educati9n 
and experience qualifications of the various applicants. The formula 
used In appraisal shall give due regard to recency and quality as well as 
quantity of experience and to the pertinency of the education. This pro
cedure shall allow for the substitution of education for experience, and 
experience for education, within the limits stated in the class specifi~ 
cations. 

(b) The Bureau may investigate the applicant's education and 
experience to verify the statements contained in his application form 
and to adduce evidence regarding his character and fitness. 

(8) Oral Examinations 

When an oral examination forms part of a total examination for a position, 
the Bureau shall appoint one or more oral examination boards as needed. 
An oral examination board shall consist of two or more members who shall 
be known to be interested in the improvement of public administration and 
in the selection of efficient government personnel, and at least one of 
whom shall be technically familiar with the character of work in the posi
tion for which the applicant will be examined. If practicable, all 
applicants qualifying for the oral examinations for the same class shall 
be rated by the same oral examination board. A member of an oral exam
ination board shall disclose each instance in which he knows the appli
cant personally and shall not rate such applicant. 

(9) Notice of Examination Results 

Each applicant passing the examination shall be notified by mail by the 
Bureau of his final grade as soon as the grading of the examination has 
been completed and the register established. An eligible, upon request 
and presentation of proper identification, shall be entitled to lnforma· 
tlon concerning his relative position on a reglsterc· An applicant who 
has not achieved a passing grade in the examination shall be notified 
of ~is lneligility. 

Wisconsin 
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(10) Special Examinations 

MERIT SYSTEM RULE 

No applicant shall be given a. special examination unless the Bure~u by 
formal and 1~corded action finds that the applicant's failure to take or 
complete an ~xaminatlon was due to an obvious error for which the Bureau 
Is responsible. No claim for a special examination shall be allowed unles·s 
it is filed In writing with the Bureau within 10 days after the date of the 
original examination. · 

(11) Physical Examinations \ .... 

Before appointment, applicants may be required to pass a satisfactory 
physical ex~mination. 

(12) Examination Records 

The Bureau shall be responsible for the maintenance of all records pertinent 
to the examination program., Applications and other necessary examination 
records shall be kept during the life of the register. Examination records 
of appointees shall be kept permanently, but examinations of other 
applicants, not appointed, may be destroyed 30 days after the register 
expires. All notices of changes of address shall be filed, by applicants 
~nd eligibles, with the Bureau. 

PH-PA 10.06 • REGISTERS 

(1) Establishment of Registers 

(a) Ajter each examination, the Bureau shall prepare a register of 
persons with passing grades. The names of such persons shall be placed 
on the register in the order of their final grades, starting with the 
highest. If two or more eligibles have final grades which are identical, 
their names shall be arranged on the register In the order of their grades 
on the written part of the examination or their priority of filing. 

(b) If a vacancy exists In a class of position ·fo~ which there is no 
appropriate register, the Bureau may prepare an appropriate register for 
the cl ass from one or more e;d sting related registers. For this purpose 
the Bureau shall select registers for classes for which the qualifications 
and examinations are similar to or higher than those required for the class. 
in which the vacancy exists. The Bureau may, if necessary, rerate educa-
t I on and experience :In accordance with P\-1-PA 1O.05., ( 7.) , on the basis of 
the qualifications required for the class in which the vaGancy exists. 

(2) Duration of Registers 

(a) The life of each register shat l normally be si>< months from the 
date of its establishment, but this period may be extended by the Bureau 

1· 
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for a period not exceeding three years. A register may be deemed by the 
Bureau to be exhausted if· fewer than three available eligibles remain on 
the register. 

(b) The Division shall notify the Bureau as far ih advance as possi
ble of vacancies which may occur In the agencies. The Bureau shall be 
responsible for determining the adequacy of existing reg11sters and for 
the establishment and maintenance of appropriate registers for all posi-
t Ions in the agencies, e>tc 1 us i ve of exempt pos It ions. · 

(c) The Bureau may recognize an appropriate register for a class of 
position established for state service and may certify from such regi·s:
ters under PH-PA 10.07 governing certification • 

. :(3) Removal of Names from Registers 
1.: 

(a) The Bureau may remove the name of.an eligible from a register: 

1. for any of the causes stipulated In PW-PA 10.05 (4)• 

2. on evidence that the eligible cannot be located by the 
postal authorities; 

3. on receipt of a statement from the eligible declining 
an appointment and stating that he no longer desires 
consideration for• position; 

4. If three offers of a p~obationary appointment to the 
'Class for which the register was established have been 
declined by the eligible; 

5. if three agencies pass over the name on a register as 
unsuitable, written request may be made to the Bureau 
by the Division that the name of such person be omitted 
from any subsequent c•rttfication from the same register, 
The name of such eligible: shall not be certified there
after from that register 'for future vacancies In that 
class of position unless specifically requested by an 
agency, 

(b) The Bureau shall notify the eligible by mail to his last known 
address of this action and the reasons therefor. An eligible's name shall 
be reinstated on the register upon showing of cause sat'i S'f1a6tory to the 
Bureau, or in accordance with a decision of the Personnel Board of the 
Bureau upon appeal as provided in PW~PA 10.13 (3). 

WI scons l n 
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PW-PA 10.07 - CERTIFICATION OF ELIGIBLES 

(1) Request for Certification 

If a vacancy occurs in any position in any agency, or if new positions are 
established and new employees are needed, requisition shall be submitted 
in duplicate by the agency to the Divisioh upon a prescribed form. This 
requisition shall state the number of positions to be filled In the class, 
and all other pertinent information.; After approval by the Division; the 
requisition shall be forwarded to the Bureau. 

(2) Certification Methods 

(a) The Bureau shall certify and submit In writing to the agency, 
copies to the Division, the names of the highest available eligibles from 
the state-wide register who are residents of the county In which the 
vacancy e>dsts, provided that when there are no available eligibles or 
there are an insufficient number of available eligibles who are residents 
of the county, certification shall be made on a state-wide basrs. 

(b) If one position is involved, the Burea'u shall certify and submit 
the three highest available names from the register established as a result 
of a merit e>eamlnation for that class of position. If more than one 
position is involved, it shall, for each class of position, certify and 
submit two more names than .the numb.er of positions to be filled in each 
class. If the regist~r esi~bllshed as a result'of a merit examination for 
a specific class of position is exhausted, then the Bureau shall certify 
and submit names in accordance with the above proc'ed1:1re from the register, 
or regl sters, most appropri.ate. >:· ·.. · :.· · · 

(c) If, in the exercise of its choice provided under PW-PA 10.08 (1), 
the appointing authority passes over the name of an eligible on a regis
ter in connection with three separate appointments it has made from the 
register, written request with the reason therefor 'may be made of the 
Bureau by the Division that the name of such eligible be omitted from 
any subsequent certification from the same register. Upon approvel of 
the Bureau, the name of such eligible shall thereafter not be certified 
from that register for future vacancies in that agency in that class of 
position. 

(d) An eligible may be considered not available by the Bureau If he 
falls to reply to a written inquiry after five days In addition to the 
time required for the transmission of the Inquiry to his last-known 
address and reply thereto, 9r if he fails to reply to a telegraphlc in· 
qulry within L~8 hours in ad.ditlon to the time required for ·the transmission 
of the inquiry to his last-known address and reply thereto. 
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PW•PA .IQ.OB - APPOINTMENTS 

(1) Original Apeo!ntments 

CHAPTER l-A-15 

(a) All appointments to positions In the agency exclusive of exempt 
positions shall be made in accordance with this rule. Selections shall be 
made for each position from the three highest available names on the 
certification submitted by the Bureau In accordance with PW-PA 10~07. 
exclusive of the names of persons to whom an objection has been offered 
in writing based on PW-PA 10.05 (4). which objection is sustained by the 
Bureau, 

(b) In selecting persons from among those certified, the agency shall 
be permitted to examine their applications and reports of investigations 
in the office of the Bureau. or: In accordance with such regulations as the 
Bureau may establish, and to Interview them. Final selecticflshall be re
ported to the Division and the Bureau on prescribed forms~ 

(c) If the eligible selected declines the appointment, evidence of 
declination and other such data shall be transmitted to the Bureau for 
permanent record. An eligible may be considered by the Bureau as having 
declined appointment if he fails to reply after 5 days In addition to 
time allowed for transmission of letter and return of reply, or if he 
fails to reply to a telegraphic inquiry within 48 hours in addition to 
the time required for the transmission of the inquiry to his last-known 
address and reply thereto. If an eligible accepts an appointment and 
fails to present himself for duty at the time and place specified with
out giving reasons for the delay satisfactory to the agency and the 
Bureau, he shall be deemed to have declined appointment. 

Jd) Appointments made necessary by reason of employees leaving to 
perform active military service in the armed forces of the United States 
necessitating replacement for a period to exceed six months shall be 
made from appropriate registers, In accordance with this section relating 
to permanent appointment~ subject. however, to termination for the pur
pose .of reinstating any agency employee upon his being released from such 
servl ce. 

(2) Provisional Appointments 

(a) If, in the opinion of the agency there are urgent reasons for 
filling a position and there are no eligibles on a register established 
as a result of an examination for the position, and no other appropriate 
register exists, the agency may submit to the Bureau the name of a person 
to fill the position pending examination and establishment of a register. 
If such person's qualifications have been certified by the Bureau as 
meeting the minimum qualifications as to education and experience for 
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the position, such p~rson may be provisionally appointed to fill the exist
ing vacancy until an appropriate register is established and appointment 
made therefrom. Except as provided below, no provisional appointment 
shal 1 be continued for more than 30 days after an·: .. approprl ate register has 
been established for the class of position or for more than 6 months from 
ihe date of appoint~ent. Successive prbvisional ~ppointments of the same 
person shall not be permitted and a position sh~ll not be filled by 
repeated provisional appointments. · '· 

(b) Provisional appointment~ may be extended at the end of the 
6 months~ period with the approval of the Bureau, ahd succe~sive provision
al appointments of the same individual to different positions and succes
sive provisional appointments to the same position may be made in excep
tional circumstances subject to the foll,Qwing co,.~ditlons: 

that a~ examlnat Ion has b~en pub.t .i c I y announced and the 
Bureau has found that~ ~~fficient number of applicants 
has not filed to assure adequate competition. 

2. ·that continuous receipt of applications has been provided 
in accordance with PW-PA.10.05 (3) (b) and the examina
tion is to.be held whenever .'the Bureau finds that enough 
applicants have f.lled to assure adequate competition. 

{c) The continuous ,p.eri'od of service ·as a provisional employee 
immediately preceding conversion to a probat'lonary appointment may be 
considered a part of the probationary period, 

(3) Emergency Appointments 

(a) Whenever an emergency exists which requires the immediate 
services of one or more persons and it is not possible to 
secure such persons from appropriate registers, the agency 
may appoint a person or persons without regard to other pro• 
visions of this rule governing appo~~fments. In no case, 
however, sha 11 the same person be appo·i nted for more than 
30 working days during any 12-month period except as other-· 
wise provided in PW-PA 10.0B (3) (b). Each emergency 
appo l n tmen t sha'll :J·,~~· wnen :titu~:. appc H1tnte'n:ts .a.~; ·ma·Cle~,o tf~; : ··1 

t¢po~tea~On1~rescribed forms to the Division. 

(b) Civil Defense Disaster Appointments. Hhen a Civil Defense 
Emergency exists which requirej;th• immediate services of one 
or more persons, the agency ma~:~~polht a person or persons 
without regard to other provislpns of this rule governing 
appointments. The duration of ~he ~ppointment ~hall be 
limited to the. period of the Clvi'.I Oefens.e Emergency, 
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(4) Temporary Appointments 

CHAPTER l-A-17 

If an employee is needed for a temporary period, a certification shall be 
made by the Bureau of the names of those eligibles. ln the order of their 
places on an appropriate register, who have indicated willingness to 
accept temporary employment. Certification shall be made in the manner 
as prescribed in PW-PA 10.07, Appointments shall be made In the same 
manner as prescribed in this rule for probationary appointments. The 
duration of a temporary appointment shall be limited to the period of the 
need and in no event shall a temporary appointment continue for more than 
6 months in any 12-month period, The acceptance or refusal :of a temporary 
appointment shall ,not affect an eligible 1 s standing on a register or his 
eligibility for a probationary appointment, and the period of temporary 
service shal I not constitute a part of a probationary period. Success Ive 
temporary appointments shall not be made nor shall an employee receive 
continued temporary appointments. 

PW-PA 10.09 - PROBATIONARY PERIOD 

(1) ~ature, Purpose and Duration 

All original appointments to permanent positions shall be made from offi
cially promulgated registers for a probationary period of 6 calendar 
months. The probationary period shall be an essential part of the exami
nation process. and shall be utilized for the most effective adjultment 
of a new employee and for the elimination of any probationary employee 
whose performance does not meet the required standard of work. 

-· ... , 

(2) Conditions preliminary to Permanent Appointment 

Permanent appointment of a probationary employee shall begin with the 
date ending the probationary period, provided that the Division has re
ceived from the employee's supervisor prescribed forms showing that the 
services of the employee during the probationary period have been satis
factory and that the employee ls recommended to be continued in the 
service. A performance report upon a form .prescribed by the Division 
must be submitted at this time, It shall be the responsibility of the 
Division to obtain these forms 4 weeks>.prlor to the end of the probation
ary period. If it is determined by the agency that the services of the 
employee have been unsatisfactory, the agency shall notify the emp16yee 
in writing in advance of the date his services are to be terminated, An 
employee whose appointment is to be made permanent shall also be notifled, 
The agency shall notify the Division of the action taken regarding the 
services of the employee. 
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(3) Promotion During Probation 

MERIT SYSTEM RULE 

The serving of a'pr6bationary ~efiod shall ncit, of itself, prevent an 
employee from being pro~oted to a position in a higher class, provided he 
is certified from an appropriate register for such higher class of position 
in accordance with. the provisions of PW-PA 1.0.07 •. If, within the above
mentioned limitations, an employee Is promoted in this way during a proba
tionary period, the probationary period for the class of position to'which 
he is promoted shall begin with the date of appointment to such latter 
class of positiori. 

(4) Transfer During Probation 

(a) Except as otherwise provided In PH-PA 10.09 (3), an employee 
shall not be transferred during his probationary period to a position of 
another class for which a register exists. 

(b) No probationary, empl9yee shal 1 be transferred to another agency 
until the probationary p~rlod has been completed. 

(5) Termination During Probation 

(a) . At any time during a· probationary period, the services of an 
employee may be terminated without right of appeal or hearing, but the 
reasons giv~ .. : for the termination shall be submitted in duplicate in writ
ing to the Divi~lon, the original to be transmitted to the Bureau, Unless 
an appointment is made permanent by the agency at the close of the proba· 
tionary period in accordance with the provisions of PW .. PA 10,09 (2), the 
services of the employee shall be terminated, and no further salary or 
other compensation shall be p•y~ble to him. 

(b) The Bureau, after consultat'ion with the Division, may restore the 
name of a probationary appointee whose services have been terminated to the 
register from which he was certi.fied, in accordance with the procedure 
described in PW-PA 10.12 (7), but the Bureau shall not 1 ln the future certify 
the name of such person to the same agency from the same register If he has 
been terminated for cause. 

PW-PA l0,10 - PROMOTIONS 

(1) !cthod of Making Promotions 

(a) As far as is practicable and feasible, a vacancy shall be filled 
by promotion of a qualified permanent employee based upon individual per• 
formance, with due consideration for length of servic~, and upon capacity 
for the new position. Preference in promotion may be given to employees 
within an agency, and all :inter-agency promotions must be approved by the 
agencies concerned. 
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(b) A candidate for promotion must be certified by the Bureau to 
possess the qualifications for the position as set forth in the speclflcaD 
tions for the class of position for which he Is a candidate, and he may 
be required by the Bureau to qualify for the new position by promotional 
~ompetltlve or non-competitive examination administered by the Bureau. 
' 
(2) Promotion by Competitive Examination 

If the Bureau shal 1 approve fl 11 Ing vacancies in a particular class of 
position by promotional competitive examl·natlon, such examination shall be 
given under the direction of the Bureau. A pro~otlonal competitive exami
nation may be limited to employees of the agency concerned or may, with 
the approval of the Bureau, be open to employees of all the agencies. An 
employee, to be eligible to compete for promotion, must have permanent 
status and must meet the qualifications for the class of position. A 
promotional competitive examination shall consist ~f any combination of 
the following: written tests, rating on education and experience, 
seniority; performance tests~ and oral examinations. The combination in 
each case and procedures for the determination .of the passing grade shall 
be announced by the Bureau In advance of the examination, and shall take 
into consideration generally accepted·merit system practices. 

(3) Promotl on by Non•compet It i ve E>{ami nation 

If the Bureau shall approve filling a vacancy by a non-competitive e><amlna
tion, the employee selected for promotion must have permanent status and 
must meet the qualifications for the class of position to which he is a 
candidate for promotion. The Bureau shall examine him by tests of the 
same relative diffiGulty and fairness as used in a competitive promotional 
examination, and, If found to qualify for the class, he shall be so certi
fied by the Bureau. 

PW-PA 1O.11 -T~.ANSFIERS AND OEMOTI ONS 

(1) Transfers 

(a) Except as otherwl se provl ded Jn PW-PA 10009 (1.:.), a transfer of 
an employee from a position i.n one agency to a position of the same class 
In another agency may be made at any time by the agencies concerned. All 
inter-agency transfers. must be certified by the Bureau and.no examination 
is necessary. 

(b) A transfer of a permanent employee from a position in one class 
to a position· in another class on the same level shall be made only upon 
certification of the Bureau with the approval of the agency or agencies 
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concerned. The Bureau·shall require that the employee have the qualifica
tions for the position in the new class, The Bureau shall also require a 
qualifying e><amination if the duties, responsibilities, skills and know
ledges involved in the new position are dissimilar, either qualitatively 
or quantitatively,. or in both respects, and the original examination can
not be considered appropriate. 

(c) A transfer of a permanent employee from a classified position in 
the state service to a class of poslti90 under this rule, of the same or 

. lower level, shall be made only upon certification of the Bureau with the 
approval of the agency concerned. The Bureau may require a qualifying 
examination. 

(2) . Demotions 

A permanent employee may be demoted for' inefficiency or for· other cause, 
but in al.I such cases the employee shall have the same rights of appeal to 
the Bureau as employees~who have been ~Js~issed. 

, P\·!-PA 10.12 - SEPARATIONS, TENURE, AND REINSTATEMENT 

(I) ]esignatlo.1}! 

An employee who resigns shall present the reasons therefor in writing to 
the agency. Copies of the letter of resignation shall be forwarded to and 
recorded by the Division. 

(2) Dismissals 

The appointing authority, after notice in writing to an employee prior to 
the effective date, stating specific reasons therefor, two copies of which 
notice shall be filed with the Division, one of which shall be transmitted 
to the Bureau by the Division, may dismiss any employee who is negligent 
or inefficient in his duties, or unfit to perform his duties; who is found 
to be guilty of gross misconduct; or who is convicted of a felony. When 
such convt ct ion is f i na I , the emp 1 oyee sna 11 hav.e no recourse to appea I to 
the Bureau, · 

(3) Suspension 

The appointing authority may, after written notice to the employee and 
the Division prior to the effective date, suspend any employee without 
pay for delinquency, misconduct; or neglect of duty, for a, pe·riod not to 
exceed 30 calendar days Ln any one calendar year. 
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(4) Reduction of Force 

CHAPTER l-A-21 

The appointing authority may separate any employee, without prejudice, 
because of lack of funds" or curtailment of work, or In order to permit 
rel nstatement of: em~l,oyees upon their re I ease from perl ods of ml 1 i tary 
service in the arm~d f6rces of the United States. No permanent employee, 
however, shall be 'separated while there are emergency, temporary, 
provisional or probationary employees serving In the same class of posi
tion in the same agency. The order of separations due to reduction of 
force shall be based upon performance reports and seniority, under a 
formula to be formally established by the Division, and all such separa
tions shall be reported to the Division. 

(5) Tenure of Office 

The tenure of office of every permanent employee shall be during good 
behavior and the satisfactory performance of his duties as determined by 
periodic performance reviews. This provision, however, shall not be 
interpreted to prevent the separation of an employee for cause or the 
separation of an employee becaLJse of lack of funds or curtailment of 
work, when made In accordance with this rule. 

(6) Reinstatement to Previous Class of Position in the Same Agency 

A permanent employee who has resigned while in good standing, or who has 
been separated without prejudice, shall be eligible for reinstatement 
with permanent status at any time within five years afrer the date of 
separation, provided he has been certified by the Bureau as meeting the 
current qualifications as. to education and experience of the class of 
position to which he ls being appointed, 

(7) Reinstatement to Register 

Upon written request to the Bureau, the name of a permanent or probation
ary employee who has resigned while in good standing or who has been 
separated without prejudice may be placed on a reinstatement register 
for the class of position in which he was last employed, provided he has 
been certified by the Bureau as meeting the current qualifications as to 
education and experience of the class of position. Eligibility for re
instatement to the register shall be for a period of time equivalent to 
the period of his service under the merit ~ystem, but not to exceed 
five years. 
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PW-PA 10.13 - APPEALS 

(I) Appeal from Examination Rejection 

MERIT SYSTEM RULE 

(a) Any applicant whose ap~lication f~r:~~mts~ton to an entrance or 
promotional e><amination has been rejected by the Bureau may appeal to the 
Bureau for consideration of his qualifications. The Bureau shall consider 
such appeal, if in writing, provided it shall have beeh received by.the 
Bureau not later than Li8 hours prior to the announced time for holding the 
written examination. The Bureau 1 s decision with respect to ahy such 
appea 1 sha 11. be fl na 1 • 

(b) Applicants may be admitted to an examination by the Bureau pend
ing a consideration of a written appeal. Admission to a written exami
nation under such circumstances, however, shall not constitute the assur
ance of a passing grade in education and experience. 

(2) Review of Examination Ratings 

Any app Ii cant who has taken an exami na.tion m'ay appeal to the Bureau for 
review of his grade in any part ~of such examination to assure that uni
form grading procedures haye been applied eq~~ll~ and fairly. su6h appeal 
must be filed in writing at the office of the Bur'e·au within 30 days after 
the date on which notification Qf the results of such examination was 
mailed to the applicant. A gr~ding in any part of an examination shall 

·: I . 

not be changed unless compliance with the foregoing condit1ons has been 
made and unless it is found by.the Bureau th~t a substantial error has been 
made. The Bureau• s written d~.ci sion with respect t.o a review or change 
shall be final. A correction ,jn the grading sha1 I not affect a: certifica
tion or appointment which may have already been made from the register. 

(3) Appeal from Removal from Register 

A person whose name has been removed from a register for any of the rea
sons specified in PW-PA 10.06 (3) (a} may appeal to the Bureau for recon
siderailon. Such appeal must be flied In writing with the Bureau within 
30 days after the date on which notification was mailed~ The Bureau after 
Investigation shall make its decision, and the appellant shall be notified 
accordingly. 

(4) App~al from Termination, Suspension, or Demotion , 

(a) A permanent employee who'is terminated for c~use, suspended, or 
demoted shall have the right to appeal to the Bureau~ Such appeal shall 
be submitted in writing not later than 30 calendar days after the effec
tive date of the action, and shall be transmitted to the Bureau, which 
shall arrange for a formal hearing before the Personnel Board, such hear
ing to be held within 60 calendar days after receipt of the appeal. The 
Bureau shall furnish the agency concerned with a copy of the appeal in 
advance of the hearing. Both the employee and the appointing authority 
shall be notified reasonably in advance of the hearing and shall have the 
rtght to present witnesses and give evidence before the Personnel Board. 
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(b) The Personnel Board shall mak~ Its recommendations promptly in 
writing to the appointing authority and to the appellant, with a copy to 
.the Division. 

(c) After consideration of the Personnel Board 1 s recommendations, 
the appointing authority shall make its decision, which shall be final 
and which shall be duly recorded in the permanent records of the agency. 
The appointing authority shall, in writing, promptly riotify the appellant 
of its declsion, with a copy to the Division. 

PH-PA I 0, 14 - ATTENDANCE -AND LEAVE 

The appropriate appointing authority shall adopt regulations covering 
attendance, vacation, sick leave, and other types of leave. Such regula
tions shall be uniformly applicable, insofar as possible, to all employees 
of an agency. A copy of such regulations shall be flied w.ith the 
Division, 

PW•PA 10.15 - PERFORMANCE REPORTS 

The Division shall have In effect a uniform system of performance standards 
for each class of position to be used by county agencies In making evalua
tions of work performance. Performance reports shall be prepared and 
recorded for all permanent employees at Intervals not 'l;o exceed 12 months. 
Performance reports shall be considered in such personnel actions as 
salary advancements, and in making.promotions, demotions, .terminations 
for cause, and in determining the order of separations due to reduction of 
force. Performance reports shall be discussed with the employee at the 
time of evaluation. · 

P\~-PA I0.16 - POLITICS AND RELIGION 

(I) No Interference with Elections 

No employee of the agencies shall use his official authority or influence 
for the purpose of interfering with an election or affecting the results 
thereof. All persons occupying positions, while retaining the right to 
vote as they please and to express privately thel r opinions on aJ J, pol 1-
tical subjects, shall take no active part in political management or In 
political campaigns. All prohibitions of political activity provided for 
agencies administering Federal grants-In-aid in the Federal Hatch Act 
apply to employees of the agencies. 
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(2).- No Disclosures or Discriminations 

MERIT SYSTEM RULE 

No question in ~ny form of app 1 i cation or in any examination sha 11 be so 
framed as to eli~it information concerning the political or religious 
opinions or affiliations of any applicant, nor shall any inquiry be made 
concerning such opinions or affiliations, and all disclosures the'reof shall 
be discountenanced. No discriminations shall be exercised, threatened, or 
promi~ed by any person in the employ of the agencies against or in favor of 

,..any applicant, _eligible, or emp:loyee because of his political or religious 
·o·p~;nions or af'fi 1 iatlons. 

P~/-PA 1o.17 - OTl-IER EMPLOYMENT 

No employee shall hold other conflicting public office or have conflicting 
employment while in the employ of the agency. Determination ~f such con-
flict shall be made by the Div1~i6n. · ·.· 

Pl·J-PA 10.18 - PAYROLL CERTIFICATION 

The agencies shall certify the payrolls to the Dl~ision on prescribed.forms 
within two weeks following each payroll period. The Division shall check 
the names, positions, salaries, and appointments which appear thereon and 
shall certify on each payroll to what extent the payroll conforms to the 
provisions of this rule and the supplementary regulations adopted pursuant 
thereto~ This post-audit sha·ll be mac;le within a reasonable period after;
the receipt of the payrolls in the offfce of the Division and shall become 
a permanent part of the records of the DiV·ision. Any e>cceptions to the 
payroll shall be clearly indicated, .. T.l;le Division shall be responsible for 
notifying any agency qf any exception and for securing compliance with 
this rule. ·· 

PW·PA 10.19 - RECORDS AND REPORTS· 

The Division shal 1 maintain a personnel record for ea~h employee, showing 
name, title, county, salary, change in status, performance reports, and 
such other personnel Information as may be considered pertinent. Everi. 
personnel action shall be submitted on prescribed forms to the Division~ 
The Bureau shalt receive such notice of personnel actions as it may , 
require for carrying out,irt:s duties under this rule. 

, I, 

PW~PA 10,20 - APPLICABILITY 

(1) All positions· i.n th~ agencies, 'other than thos·e in agencies where the 
department has delegated to a county civil service agency responsibility 
for determining qualifications of applicants for merit examinations and 
those positions hereinbefore exempted in PW-PA 10.0l (9) shall be filled 
by persons selected in accordance with this rule. 

·-.·, 
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(2) Counties adopting a civil service system shall submit to the Divi
sion copies of their classification and compensation plans, class speci
fications including qualification requirements, and such other material 
as may be necessary to enable the Department to determine acceptability 
of standards of qualifications and examinations. 

(3) The Bureau~ with the approval of the Division, may cooperate with 
other jurisdictions whose merit systems ·operate In conformity with 
standards comparable to those contained In this rule. With the approval 
of the Oivislon 3 the Bureau may announce and administer joint examina
tions in conformity with this rule and the registers so established shall 
be given recognition under this rule. With the approval of the D1vision, 
the Bureau may 3 in the absence of an appropriate register for such a 
class of position established under another merit system operating ln 
conform! ty with these standards, accept regular certi fl cation from such 
registers under the article herein governing certification. 

(4) An Individual who presents evidence that he has received permanent 
merit status in a given class of position in an agency of another state 
may within five years after separation be appointed upon certification 
by the Bureau to a position similar as to duties and qualifi~ations 
subject to the probationary period as set forth in PW-PA 10.09 

PW-PA 10.21 ~ AMENDMENTS 

If and when it appears desirable in the interest of good administration, 
the State Board of Public Welfare may make additions to or amen~ this 
rule. 

Adopted: 
Amended: 
Amended! 
Amended: 
Repealed, 
Amended: 
Amended: 
Amended: 
Repealed 
Amended: 
Amended: 

Wisconsin 

January 29, 19~·0 
June 18, 1940 
October 9, I ;>L:·l 
August 1.j., 191..i-3 

Renumbered and Reenacted: October 10, 1945 
July 24, 19lt7 
September 8, 1949 
January 10, 1951 

and Reenacted: October 9, 1955 
March 1 , 1959 
October 1, 1960 
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COUNTY MERIT SYSTEM COMPENSATION PLAN 
'{( 

PW-PA 10.25 • Salarl Schedu~es 
(I) 

GROUP I - POSITION GlASS AND SALARY SCHEDULE , •' 

COUNTY WELFARE DEPARTMENTS, JUVENILE COURTS, CHILDREN'S BOAR.Q_S 

C'las~ Title A B c D E 

( 1) (2) (3) (4) (5) (6) (7) (8) (9) .. (I 0) 
;i,.> 

Director V $550 $570 $590 $610 $630 $650 $670 $690 $710 $730 
Di rector IV 520 540 560 580 600 620. 640 660 680 700 
Director I 11 · 495 515 535 555 575 595 615 635 655 675 
Director tr 470 490 510 530 550 570 590 610 630 650 
Director I 420 435 450 465 480 495 510 525 540 555 
Case Work Supervisor I I 500 520 540 560 580 600 620 640 660 ·680 
Case Work Superv I so.r. I 475 495 515 535 555 575 595 615 635 '655 
Case Worker Ill 440 455 470 485 500 515 530 545 560 575 
Case Worker I I 390 405 420 435 450 465 480 495 510 . '525 
Case Worker I 345 360 375 390 405 420 435 450 465 480 

GROUP II - POSITION CLASS AND SALARY SCHEDULE 
JUVENILE·COURT ATTACHED STAFF ONLY 

A B c D E 
., .. ·: 

( l) (2) (3) (4) (5) (6) (7) (8) (9) ( l 0) 

Juvenile Court Worker $285 $300 $315 $330 $345 . $360 $375 $390 $L~05 $420 

GROUP Ill - POSITION CLASS AND SALARY SCHEDULE 
COUNTY WELFARE DEPARTMENTS, JUVENILE COURTS, CHILDREN'S BOARDS 

A B c D E ··, 

( l) (2) (3) (4) (5) (6) (7) (8) (9) 
,. (f O) 

Clerk IV $290 $300 $310 $320 $330 $340 $350 $360 $370 $380 .. ~~ 

Clerk I I I 255 265 275 285 295 305 315' 325 335 345 
Clerk It 220 230 240 250 260 270 280 290 300 310 
Clerk Stenographer It 240 250 260 270 280 290 300 310 320 330 
Clerk Stenographer f 210 220 230 240 250 260 270 280 290 300 
Clerk I 200 210 220 230 240 250 260 270 280 290 ,, 
Clerk Typist 200 210 220 230 240 250 260 270 280 290 

Wisconsin 
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CHAPTER l·B-2 COUNTY MERIT SYSTEM COMPENSATION PLAN 

.. * (2) Each county must.select a.s.i~ consecutive ste~.compensation plan for the 
we 1 fare department," ·ch 11 dren •·s' ·board and 'Juven i le court from the Group I 
schedule, and must also select a six consecutive.step compensation plan 
for the we 1 fare department, children's board and j liven i l~ 'court from the 
Group 111 schedule (Schedule A, 1 -6; Schedule B, 2 - 7; Schedule C, 3 - 8; 
Schedule Q, .4 ~ 9; Schedule E, 5 - 10). Schedules under Group II apply 
only:to positions of jwenil~F;c<;>urt at.taghed staff.operating under the 
merit system. The corresponding six salary steps must be used for all 
position classifications under each group. The consecutive six step 
range used in Group I or II need not be the same consecutive six step 
range used in Group Ill. Example: A county may select Schedule 11 D11 

under Group I or Group II which would be applicable to all positions 
classified under these groups, and at the same time select Schedule 11A11 

under Group Ill which would be applicable to all positions classified 
under that group. The juvenile courts and the children's boards oper
ating under the merit system will be deemed to be under the same schedule 
or schedules adopted by their respective counties for the welfare depart
ment unless appropriate action is taken In adopting a different schedule 
or schedules. 

This plan shall be applicable to al.I classes of positions in the agency 
on or before January 1,. 1961~ 

* (3) County action in adopting the schedules shall be by formal action by the 
county board of supervisors or by the county board of public welfare or 
by the cou.nty,judge.,or children's board If delegated this responsibility 
for setting salaries·: of per.sons: subject to the provisions of the county 
merit system rule. A certified copy of the county's action electing 
specific schedules shall be filed with the Division of Public Assistance. 
In the absence of specific action, the schedule in effect at the time 
this compensation plan becomes effective will be deemed to apply to all 
groups. 

* (4) A change in one or more salary schedules may be made at any time. Such 
change shall also be by formal action by the county board of supervisors 
or by the county board of public welfare or by the county judge or child
ren's board1 if delegated thls:•responsibility for setting salaries of 
persons subject to the provisions of the county merit system rule, and 
a certified copy of the action taken shall be filed with the Division, 
showing the date of adoption and the effective date of the new salary 
schedule or schedules. 

"' (5). At least t,he minimum for the class shall be paid and the maximum is 
the.' highest rate on which reimbursement shal 1 be made. Intermediate 
steps shall be the rate of salary advancement between the minimum 
and maxi mum. 

PA-PA 10.26 ... - Entrance Salary . 

The entrance salary for an employee on first appointment shall be the minimum 
rate for the given range except as hereinafter provided. 



Section V 
Personnel 
*(Revised 10-1-60) 

COUNTY MERIT SYSTEM COMPENSATION 'PLAN .CHAPTER 1-B-3 

(1) An agency may request authorization to appoint at any step above the 
.mfnimum. If approved, such rate then becomes the minimum rate for 
all employees presently employed or thereafter appointed in the class 
and· no appof ntments sha·l I '.be made at that rate unt I 1 those highest on 
the register are first offered appointments at the higher rate. 

* (2) A higher entrance rate, when approved, as tndlcated above, shall remain 
in effect as the minimum until the agency requests a further increase 
or a decrease and such request Is approved by the Divi~lon of Pu&lic 
Assistance, except that in the case of court attached juvenile court 
workers and employees of the children's boards, approval must be pre
ceded b.y the recommendation of the Division for Chlldren and Youth. 

* (3) The Division of Public Assistance may approve the appointment of an 
eligible at a rate within the range for the classification of Case 
Work Supervisor II, Case Work S~pervisor I, Case Worker 111, Case 
Worker 11, Case Worker f, and ~uven i 1 e Court Worker, if 1 in the 
opinion of the Division the ed~catlon and expertence of the elfgible 
justifies such rate and a recommendaHon for such payment has been 
made by the appointing authority, except that in the case of court 
attached juvenile court workers and employees of the children's boards, 
approval must be preceded by the recommendation of the Division for 
Children and Youth. In such Instances·,- a new minimum for al 1 employees 
in the same class would not be establ'ished.· such recommended increase 
shal I be 1 imited ·to two steps above the estab-Hshed minimum. 

fW-PA J0.27 - Salary Adiustments 

(1) Adjusting salaries to the revised schedules or new schedules - The rate 
of pay._.of those employees beJ,ow the minimum in the applf!cable schedule 
shall be increased to the min·imum upon adoptfon of revised or new higher 
schedules. 

(2) Promotions - Reclassifications .. An employee who is promoted or re
classified shall have his salary increas~d at least to th~ minimum rate 
of pay for the new class If his salary before promotion or reclassifi
cat Jon fe I I be low such minimum rate. If. his sa l'ary before promotion or 
reclassification does not coincide with·one of the· steps in' the new 
range, it must be adjusted to the next higher step. 

(3) Demotions - An employee who ls demoted shall have his salary reduced at 
least to the maximum. rate of the new class. ; If h{s salary' before 
demotion does not coincide with one of the stepi!ln th~ new range, It 
must be adjusted to the next lower step at the time demotion takes 
place. · 

(4) Transfers ·An employee who Is transferring shall be paid a salary 
within the range of the schedule adopted by the agency to whfch he is 
transferring. 

Wisconsin 
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CHAPTER 1 ·B-4 COUNTY MERIT SYSTEM COMPENSATlON PLAN 

(5) 

(6) 

Reinstatements - An employee who fs certlf ied from a reinstatement 
register may be paid at the same rate that he last received In the 
same class of position If it coincides with a step in the current 
salary range for the class, or, ff It does not eoinclde, at the 
next higher step. 

Part-time and over-time employment - The rates prescribed in the salary 
ranges are the rates payable for full-time employment subject to 
vacation, sick leave allowances, etc. When employment ts on a part-time 
basis or for a portion of a montht the pr6portionate part of the rate 
for the time actually employed shall be paid. Over-time payments, 
necessitated by acute labor shortages, may be approved when the hourly 
rate Is straight time computed on the basis of the regular monthly 
salary. 

* (7) Cost-of-living bonus - This compensation plan makes no provision for 
nor does. It recogn t ze a cost- of-1 iv i ng bonus. Reimbursement w 111 be 
made exclusively on compensation paid as salary within the established 
ranges of the schedules under PW-PA 10.25. 

PW~PA 10.28 - Salary Advancements 

(1) All salary advancements shall be based upon quality and quantity of 
work as reflected by performance reports, and upon other recorded 
measures of performance, giving due consideration to length of service. 

* (2) Salary advancements may be given to permanent or provisional employees 
upon the completion of at least six months of •atisfactory service. 

(3) Salary advancements shall be equitably distributed among the eligible 
employees of all classes of positions. 

* (4) Salary advancements shall be limited to two steps in the salary range 
at one time and to intervals of not less than one year except as 
provided In PW·PA 10.28 (5). 

* (5) During a period of emergency when an employee Is required to assume 
responsibilities beyond those required of his position, an increase of 
more than one step and at an Interval of less than one year may be 
granted for the period of the emergency. · 

(6) State reimbursement on retroactive salary increases will not be 
approved. The effective date is either the first of the month within 
which the county appointing authority takes official action or a 
future date indicated In a recommendation. 
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COUNTY MERIT SYSTEM COHPENSATIUN PLAN CHAPTER l-B-5 

PW-PA 10.29 - Travel Allowance 

Equitable allowance or reimbursement for travel. Is a part of this compensation 
plan and shall be granted above and beyond the compensation for personal serv
ices. Employees, Including students receiving field training, .and welfare board 
members, shall be granted an allowance or shall ·be reimbursed for travel required 
in the performance of their duties, Pursuant to Rule PW-PA 20.20, state reim
bursement must be based upon allowances not in excess of the rates specified in 
sec. 20.941 (1). It is herewith also required as a condition for state reimburse
ment that all employees in a county agency whose duties involve travel shall 
receive equal treatment with respect to travel allowance rates. All claims for 

. , expenses shal I be supported by receipts and other satisfactory evidence required 
'' ,by sec. 15. 18 (1) (c) 3 ... 

* PW-PA 10.30 - Classification of County Agencies ! . . ,· 

( 1) County agencies sha 11 be c 1 ass if I ed by the DI v Is I on in' 'accordance 
with the fol lowing ''point plan11 : 

Wisconsin 

a. Social security aid cases (weighted March caseload) - one 
point for each 100 cases, or nearest 100 . 

. examp 1e: 
O - 49, no point 

50 - 149, I pofnt 
150 - 249·, 2 po tnts 

b. Child welfare and juvenile court service cases (under care 
March 31) - one point for each 40 cases, or nearest 40. 
Example: 

O - 19, no point 
20 - 59, l point 
60 - 99, 2 points 

c. General relief cases (March caseload) - 9ne point for each 
40 cases, or nearest 40. 
Example: 

0 - 19 , no po f n t 
20 - 59, I point 
60 ~ 99, 2 points 

d. Approved staff positions for agency (July 1) - one point 
for each full-time position. 

~. Population of county based on 1960 census - one point for 
each 10,000 persons, or nearest J0,000. 
Example: 

0 - 4,999, no point 
5,000 - 14,999, point 

15,000 • 24,999, 2 points 
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CHAPTER t-B-6 COUNTY MERIT SYSTEM COMPENSATION PLAN 

.. , . " : ~ , . ' _{• .. 
(a) Basis for A11ocatlon o.f Directors· ..... 

(a) Classification 

Director I 
Director II 
Director 11 I 
Director IV 
Director V 

., . 
' 

. '~ •. 

. (. 

Points 

Assistant Administrators 
1 to and including 15 points 
16 to and including 25 points 
26 to and Including 40 points 
41 points and over 

{b) lncum.bents of positions first classified on the basis of the above 
classification of the agency wi11 not be reduced in classification If 
the agency is re-allocated to a lower class because of a reduction 
In agency points. ·., :r'-:. : ,., . . 

(c) Directors of county agencies who have qualified for their positions 
wf11 not be required to further qualify because of any future change 
in agency points. · 

(3) Maintenance of Appropriate Classifications of County Agencies 

The Dlv:ision will review the factors specified under itelT6 11a11 

through 11d11 on July 1 of .each year. Any indicated change will 
be made effective as of ·July 1. tf the agency classification 
is changed upward, the Incumbent director's classification 
will be adjusted upward. If the agency classification is 
adjusted downward, the incumbent director will not be reduced 
in classification.. , 

Adopted: 10-9-41 to' be effective 1-1-42 
Amended: 7-1-42 
Amended: 7-1-43 
Amended: 5-9-44 
Amended,· 7- 1-45 
Repea1ea\, Renumbered and Reenacted: 10-10-45 
Amended: \10-1-46 
Amended: 6-12-47 
Amended: 7-24-47 
Amended: 11-17-47 
Amended: 11-30-48 
Amended: 11-1-50 
Amended: 5-20-52 
Amended: 11-5-52 
Repealed and reenacted: 9-23-55 
Amended: 11-1-57 
Amended: 3-1-59 
Amended: 10-1-60 

r .. 
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CO.UNTV MERIT SYSTEM CLASSIFICATION PLAN 

CHAPTER 1-C- l 

PW-PA 10.32 

(a,) 

CLASS TITLE:(/)Dlrector V -- Class V Agency only 

( DEFINITION: Within the authority delegated by the county board of super
; vis.ors, and under general supervision of the county board of publ le wet~ 

fare and the State Department of Public Welfare, to serve as the execu
tive and. administrative officer of a county department of public welfare 

. having.41 to and Including 100 classification points. (See PW .. PA 10.30) 

( ~). CHARACTERISTIC DUTIES AND RESPONSIBILITIES: 

/. To be responsi·ble for al 1 phases of the publ le welfare program in a class 
V agency and to p 1 an, organize, direct, and coo rd i n~.te the work of the 
various units of administration for the efficient and effective operation 
of the program; 

. ;(. In consultation and agreement with the county board of public welfare to 
be responsible for financial plann·ing, inclucling preparation of budgets, 
maintenance of fiscal controls, an.d submission of required reports to the 
county board; 

.3. To determine personnel requirements and to be responsible for the appoint
ment of staff with the approval of· . .the county boar~ of public welfare and 
in compl lance with the county merit system; 

To cooperate with representatives of the state depa~tment In the opera
tion and development of the county welfare program; ·and to direct the 
preparation and submission of required reports to the state department; 

To b,e re~ponsible for obtaining the active participation of the county 
board of public welfare in policy making, in commuplty Interpretation, 
and to bring to the board any and all matters on which it is appropriate 
for the administrator to seek the board's advice; 

To be responsible for the public relations of the county agency and for 
the interpretation of the public welfare program to the community; 

'?, To engage in conferences with the supervisory staff and to plan for staff 
development and In-service training programs; to be responsible for 
periodic staff evaluations; 

f; To cooperate with other agencies, officials and citizens in planning for 
community services; 

C/. To stimulate and supervise research pertinent to the development of the 
county welfare program. 
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CHAPTER t~C;.2 

(~) 

/. 

QUALIFICATION REQUIREMENTS: 

Minimum Education and Exeer.lence: Five years 9f ful 1-tlme paid 
emplbyment wlthln-'the 1ast'n.ine years In publlco17 voluntary welfare 
work' In an admfn:1strat ive or profesi Iona I capac Hy and graduat Ion 
from an·accredlted four .. year college\or university~ Graduate study 
In an accredited school of social work may be substituted for two 
years of the qualifying experience on a year for year basis. 

Knowledges: 4a• Thorough knowledge of organization and functions 
of state and local governments, Including finance, with particular 
reference to their Implications on the county level. 
'fb)·Thorough knowledge of Wisconsin publlc·welfare laws and of perti
nent provisions of the federal social security act, and familiarity 
with laws, regulations, and practices pertaining to other federal 
public welfare programs and of public and private agencies In the 
state providing special services. 
'4c~ Extensive knowledge of modern administrative practices and pro
cedures, budgeting and fiscal management. p.ubl ic administration, and 
personnel management. · · · 
Jdl. Considerable knowledge of current social and economic problems and 
the way in which these problems affect families a.nd Individuals. 
(e• Considerable knowledge of human behavior and ·the basic principles 
and practices of social casework. · 

Abilities: la'J. To work with people; .to exercise good judgment in 
appraising situations, making deci.sions, planning and directing work. 
tbi·competem'.jy ·tn public relations demonstrated by ability to promote 
and develop the public interest, understanding, and support in the 
o~J~:tives and ~~nef Its of ad~quate community welfare services, 

-Y, ,!>ersonal Attrlbutesr "SCltisfactory appearance and pofse; trustworthi-
ness·; "and Integrity. · : 

~, Physical Characteristics: Good physical condition. 

~.·, . . 
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COUNTY MERIT SVSTEMCLASSIFl·CATION PLAN 

CLASS T ~TLE~fl i rector IV ·- C la~s IV Agency only 
, ·>i .... (,,I l' ,. 

CHAPTER l-C-3 

(tt..) DEFINITION:. Within the authority delegated by the county boal'.'d of super
visors, . and. under. genera L.superv Is ion of the county board of public we 1-
f are and the State Departm.ent of Pub 1 i c We 1 fare, to serve as the execu
tive and adminlstra~:Jve,".officer of a county department of public welfare 
having 26 to and including 40 classification points. {See PW-PA 10. 30) 

( 6-) CHARACTERISTIC DUTt ES AND RES PONS I BIL IT I ES: 

/, To be responsible for alJ phases of the public welfare program in a 
class IV agency a~d to pl'an, organize, direct, .and coordinate the work 
of the various un)ts of administration fo~ the efflii~n~ and effective 
operat Ion of the 'program; 

~ ... 

'1. In consultation and agreement with the county board of public welfare to 
be responsible for financial planning, including preparation of budgets, 
maintenance of flsc~l c~ntrols, and sub~lssion of retj~ired reports to the 
county board; ·· 

3 . . To determine personnel requirements and to ,be responsible for the appoint
·. ment of staff with the ,approval of the county board;·of pub I le welfare and 

. r. 
in compl lance with the county.merit s'ystem;' 

.~ To cooperate with representat Ives of the sta,te department in the opera
tion and development of'the county welfa~e program;' ~nd to direct the 
preparation and submission of required r:ep<;>rts to'the state department; 

f. 

To be responsible for obtaining the active participation of the county 
board of public welfare in policy making, lri community Interpretation, 
and to bring to the board any and all matters .Qn .. wh!ch it Is appropriate 
for the administrator to seek the boar'd's: advi'ce; 3

·"' "· · 

/:,
4 

To be responsible for the public relations of the cou~ty agency and for 
the interpretation of the public welfare program ·to' the community; 

"lr- To engage In conferences with the supervisory staff and to plan for staff 
development and in-service training programs; to be responsible for 
periodic staff evaluations; 

~.To cooperate with other agencies, officials and citizens In planning for 
community services; 

~ To stimulate and supervise research pertinent to the development of the 
county welfare program. 

Wiscons In 
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CHAPTER l·C-4 COUNTY MERIT SYSTEM CLASSIFICATION PLAN 
,-,. 

( C ) Q.UAL IF I CATI ON REQUIREMENTS: 

/, Minimum Education and Experience: Four years of ful 1 ... t.ime paid employ
ment within the last nine years in pub,lic or voluntary welfare work in 
an administrative or professional capacity and graduation from an 
accredited four-year college or university. Graduate study in an 
accredited school of social work may be substituted for two years of the 
qualifying experience on a year for year basis. 

;. ·Knowledges: *al Thorough knowledge o.f organization and functions of 
state and local governments, including finance, with particular refer-
ence to their implications on the, county level. ·· 
~bJ Thorough knowledge of Wisconsin public welfare laws and of pertinent 
provisions of the federal social security act, and familiarity with laws, 
regulations, and practices:pertaining to oiher federal public welfare 
programs and of public and private agencies In the state providing 
special services. 
(c~ Extensive knowledge of modern administrative practices and procedures. 
budgeting and fiscal management, public administration, and personnel 
management. . 
Id~ Considerable knowledge of current social and economic problems and 
the way in which these problems affect families and individuals. 
t,et Considerable knowledge of human behavior: and the basic principles 
an~ practices of soc i a 1 casework. · 

Abilities: fa} To work with people; to exercise.good judgment 
in appraising situations, making decisions, planning and directing work. 
tb• Competency in public relations demonstrated by ability to promote 
and develop the public interest, understanding, and support in the 
objectives and benefits of adequate community welfare services. 

~ Personal Attributes: Satisfactory appearance and poise; trustworthiness; 
and Integrity. 

Y, Physical Characteristics: Good physical condition. 

,\ 
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COUNTY MERIT SYSTEM CLASSIFICATION PLAN 

/:?)CLASS TITLE: ·Director Ill -- Class Ill Agency only 

CHAPT.ER l-C-5 

DEFINITION: Within the authority delegated by the co~pty board of super
visors, and under general supervision of the county ~qard of public wel
fare and the State Department of Public Welfare, to s~rve as the execu
tive and administrative officer of a county department of public welfare 
havin~ 16 to and including 25 classiflca~ion points. (See PW-PA 10.30) 

~) CHARACTERISTIC DUTIES AND RESPONSIBILITIES: 
' .. 

/, To plan, organize, direct and coordinate the work of the staff members 
In all phases of public welfare In· a class Ill agency for the efficient 
and effective operation of the program; 

:2... In consultation and agreement with the county board of public welfare to 
make f inanclal plans Including preparation of budgets~ maintenance of 
fiscal control and submission of required reports to the county board; 

,' 

3. To determine personnel requirements and to be responsible for the appoint
ment of staff with the approval of the county board of public welfare and 
In compliance with the cbunty·merit system; 

'7 To cooperate with representati'ves of the state department in the opera
tion and development of the county welfare program, and to prepare and 
submit required reports to the state department; 

..)"'·To obtain the participation of the c'ori~ty board of public welfare in 
policy making, in community interpretation, and to bring to the board any 
and all matters on which It is appropriate for the administrator to seek 
the board's advice; 

6. To maintain good public relations and interpret the public welfare pro
gram to the community; 

:?. To plan for staff development and in-service training, including regular 
staff meetings and conferences; to make periodic staff evaluations; 

~To cooperate with other agencies, officials and citizens in planning for 
community services. 

( ~) QUALIFICATION REQUIREMENTS: 

1 Minimum E.dtication and.;EXper.!ens:e: Three years of ful I-time paid 
t, I emp oyment wlthi~ the last eight years in public or voluntary welfare 

work in an administrative or professional capacity and graduation from 
an accredited four-year college or university. Graduate study in an 
accredited school of social work may be substituted for two years of the 
qualifying experience on a year for year basis. 

Wisconsin 
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r·' I ',.'.COUNTY MER IT SYSTEM .CLASS .1 FICAT ION PLAN 

Knowledge!_: 4ca'f Thoro1,igh kriowtedge of qrgal'dtation and fuhctlons of 
state and local governments, including finance, with pafticular refer-
ence to their implications on the county le~ei~. . 

. ~J Thorough knowledge of Wisconsin public welfare l~ws ~nd of pertinent 
provisions of the ·federal social 'security act, and familiarity with laws, 
regulations:~ and practices pertaining to other federal public welfare 
programs and of public and private agencies in the state providing 
special services. 
Jc)? Considerable knowledge of modern administrative practices and pro
cedures, budgeting and fiscal management, public administration, and 
.personnel management. 
Jd~ General knowledge of current social and economic problems and the 
way in which.these problems affect families and individuals. 
fel Considerable knowledge of human behavior and the ba.sic principles 
and' practices of socia·1 casework.· . · ·' . 

...J Abilities:. lal To work with people; to exercise good judgment in 
~appraising 'sftuations, making decisions, planning and directing work. 

fbJ To giye effective leadership i11 the development and '· 
administration of a county public welfare program. 

'f. Personal Attributes: Satisfactory appearance and poise; trustworthiness, 
and integrity. 

S, Physical· Characteristics:. Good physical condition. 

' :1 ·: 'I 
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('(-)CLASS TITLE: Director II - Class II Agen£Y only 

(it--) DEFINITION: Within the authority delegated by the county board of super
visors, and under general supervision of the county board of public wel
fare and the State Department of Public Welfare, to serve as the execu
tive and administrative officer of a county department of public welfare 
having 1 to .and including l.5 classification points. (See PW-PA 10. 30) 

(o} 
/. 

CHARACTERISTIC DUTIES AND RESPONSIBILITIES: 

To plan, organize, direct and coordinate the work of the staff members 
in all phases of public welfare in a class II agency for the efficient 
and effective operation of the program; 

c:?. lo consultation and agreement with the county board of public welfare 
to make f inanclal plans including preparation of budgets, maintenance 
of fiscal control and submission of required reports to the couniy board; 

!J. To determine personnel requirements and to be responsible for the ap~ 
pointment of staff with the approval of-the county board of public wel
fare and in comp I lance with the county merit system; 

7;' To cooperate with representatives of the state department in the opera
tion and development of the county welfare program, and to prepare and 
submit required reports to the state department; 

~To obtain the participation of the county board of public welfare in 
policy making, in community interpretation, and to bring to the board 
any and all matters on which it is appropriate for the administrator to 
seek the board's advice; 

/,,To maintain good pub! ic relations and interpret the public welfare pro
gram to the community; 

7. To p 1 an for staff development and in-service training, inc I ud i ng regular 
staff meetings and conferences, to make periodic staff evaluations; 

yr To cooperate with other agencies, officials and citizens in planning 
· for community services. 

(e) 

/, 

QUALIFICATION REQUIREMENTS: 

~inimurn Edµcation and Experience: Two years of full-time paid employment 
within the last seven years in public or voluntary welfare work In an 
administrative or professional capacity and graduation from an accredited 
four-year college or university. One successfully completed year of 
graduate work in an accredited school of social work may be substituted 
for one year of qualifying experience. 

Wisconsin 
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COUNTY MERIT SYSTEM CLASSIFICATION PLAN 

~. K~owledges:d l1 a~ T
1
horough knowle~ge 1 odf .orgaf~ization a

1
ndh func~ion1 s o state an oca governments, inc u 1ng 1nance, w t part1cu ar 

reference to their Implications on the county level. 
\(b> Thorough knowledge of Wisconsin public welfare laws and of 
pertinent provisions of the federal social secu~ity act, and 
familiarity with laws, regulations, and practices pertaining to 
other federal public welfare programs and of public and private 
agencies in the state providing special services. 
"fc) Familiarity with modern administrative practices and procedures, 
budgeting and fiscal management, public administration, and personnel 
management. · · 
}d~ General knowledge of current social' and economic problems and the 
way in which these problems affect families and individuals. 
t~ Knowledge of human behavior and the basic principles and practices 
of social casework. 

3. Abi 1 ities: f~ To work with people; to exercise good judgment in 
appraising situations, making decisions, planning and directing work. 
1b) To give effective leadership in the development and, administration 
of a county public welfare program. · 

?',. Personal Attributes: 
and. integr I ty. 

. I 

Satisfactory appearance and poise; trustworthiness, 

5, Physical Characteristics: Good physical condition. 

:· ::·.,· 
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COUNTY MERIT SYSTEM CLASSIFICATION PLAN CHAPTER l°C-~ 

(~)CLASS TITLE: Director I (Assistant Administrator I) - Class I Agency only 

(c::{.) DEFINITION: To act as assistant administrator in an agency where a judge 
administers the social security aids. (.See PW-PA 10.30) 

( ¢-) CHARACTERISTIC OUT I ES AND RES PONS I BIL tT I ES: , .. 

/, Under direction of the judge to plan, organize, direct and coordinate the 
work of staff members in assigned phases of public welfare for the 
efficient and effective operation of the program; 

:?. Under direction of the judge, to prepare budget data, maintain fiscal 
controls, and prepare reports; 

~ To supervise Intake, investigations, disposition of applications, con-
' tin1Jin9 plans for assistance or service and recording of these activities; 

4f,' To cooperate with representatives of the state department In the opera
tion of the county welfare program, and when directed by the judge to be 
responsible for preparation of required reports for submission to the 
state department; 

~To ~Ian for staff development and in-service training, including regular 
staff meetings and conferences; 

/;, To maintain good public relations and interpret the public welfare pro
, gram In community contacts. 

( C,.) QUALIFICATION REQUIREMENTS: 

/, ~inimum Ed~cation and Experience: One year of full-time paid employment 
within the last six years In public or voluntary welfare work In an 
administrative or professional capacity and graduation from an accredited 
four-year college or university. One successfully completed year of 
graduate work In an accredited school of social work may be substituted 
for the year of qualifying experience. 

:?. Knowledg~s:1 .fa1 ~ Thorough knowledge of organizatl~n and f~nct1 ions off 
state an oca governments, Including finance, with part1cu ar re er
ence to their implications on the county level. 
~~Thorough knowledge of Wiscons·in public welfare laws and of pertinent 
provisions of the federal social security act, and familiarity with laws, 
regulations, and practices pertaining to other federal public welfare 
programs and of public and private agencies in the state providing 
special services. 
le~ Familiarity with modern administrative practices and procedures, 
budgeting and fiscal management, public administration, and personnel 
management. 
fdf General knowledge of current social and economic problems and the 
way in which these problems affect families and individuals. 
-te·~ Know 1 edge of human behav I or and the basic pr inc i p 1 es and prac.t ices 
of social casework. 
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CHAPTER 1-C-10 COUNTY MERIT SYSTEM CLASSiFICATION PLAN 

3, Abilities: "6~ To work with people; to exercise good judgment in 
appraising ~ftuatibns; nnd planning and directing work. 
~Ir To give staff leadership in the operations of the agency. 

Personal Attributes: Satisfactory appearance and poise; trustworthiness, 
and integrity . 

.:)' Physical CHara·cter i st i cs: Good physical cond l:t Ion. 

j .~ ' 

".; .;. ' 
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COUNTv::MERn·:svsrEM CLASSIFICATION PLAN CHAPTER l-C-11 
.... ,.·. --- -

( h) CLASS .. TITLE:. ~ase Work Supervisor 11 

"(tt) DEFINITION: Upon delegation by the di.rector of a Class V agency, judge, 
or children 1 s board supervises and develops the social service staff, 
promotes and maintains professional standards of social work practice, 
reviews and coordinates the work of the staff, interprets agency programs, 
participates in community planning to meet welfare needs, and performs 
other work as assigned. 

~(}.-) CHARACTERISTIC DUTIES AND RESPONSIBILITIES: 

I. With considerable latitude for program planning, may do any of the 
duties of a Case Work Supervisor I, and, in addition: 

c(. Is responsible for and directs supervisory work of Case Work Supervisor 1. 

(~QUALIFICATION REQUIREMENTS: 

/.~ Minimum Education and Experien~: Graduation from an accredited four
year college or university and two years of approved graduate work in 
an accredited school of social work. Three years of full-time paid em
ployment within the last seven years in a casework supervisory capacity 
in a public or voluntary welfare agency maintaining acceptable standards. 

Knowledges: ta) Extensive knowledge of approved soc:ial case.work princi
ples and methods In the f~eld of-welfare, fa~ily inter-re1at!onsh1~~ and 
individual and group behavior. 
tb) Thorough knowledge of current social and economic problems and 
the way in which these problems affect families and individuals. 
~c1',.Thorough knowledge of laws, regulations and practices pertaining 
to federal and state public welfare programs. 
~ E~tenslve knowledge of community welfare and health resources and 
ways in which these resources may be made available to people in need. 
•e» Familiarity with literature in the field of public welfare and 
soc I a 1 work. 
tft Considerable knowledge of community organization principles and 
methods. 

Abilities: tar To direct and supervise the work of others. 
(b) 'To stimulate staff growth and development and to give effective 
casework consultation. 
~r To maintain perspective between various demands and to keep 
balance between the various programs and activities. 
iid~ To communicate ideas effectively. 
ief) To recognize individual differences in workers and to gauge their 
learning patterns and potential for independent work. 
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CHAPTER 1-C· 12 COUNTY MERIT SYSTEM CLASSIFICATION PLAN 

'-(_ Personal Attrib~: Satisfactory appearance and bearing; enthusiasm; 
· energy; object iv i ty;.-pati-e11~e; integr.i.ty; resourcefulness; initiative; 

· fntel lectual curiosity; recognition 'of' }1'eed for lnd,ividuals to get 
satisfaction and recognition from good performance. 

!Jr rPhys i ca 1 Character I st I cs: Good phys I ca 1 condition. 

" . J ~ ~· + ' ~ • • •• •\· 1 i: ; 'i 1 ' 

! ".··· 

•J 

'· 



·Section V .~ Personnel 
Revised JO .. J-60 ., 

COUNTY MERIT SVSTEM CLASSIFICATION PLAN CHAPTER l~C~13 

( 1 )CLASS TITl.E: ~e Work Supervisor 

(~)DEFINITION: l)pon delegatiP.n by the director, judge, or children 1 s board 
supervises and develops the social ser~ice staff, maintains professional 
standards of social work practice, reviews and coordinates the work of 
the staff, interprets agency programs~ participates in communlty planning 
to meet welfare needs, and performs other work as a?signed. 

(~)CHARACTERISTIC DUTIES. AND RESPONSIBILITIES.: .:·· 
:· ·;;~ -> 

"-~ 

.-, ·: ', .. 
'-{'' ,c;... 

/, Plans, organizes and directs the clctivities of the social service st~ff 
for the efficient and effective operation of the program; 

.:?. Guidfefs ~he profes:bio
1
nafl developm7n~ and dtrain.

1
ing of thefsfociafl service 

sta ·; 1s respons1 e or superv1s1on an eva uates sta per ormance; 

.3. Supervises intake and investigation, disposLtion of requests and .•. 
inquiries, plans for assistance and casework treatment, review of 
continuing eligibility and handling o'f complaints; 

7", Reviews case records for accuracy and completeness of investigation, 
validity of decision, soundness of case plan and as a basis for 
determining staff training needs; 

0- Assists the director or judge in developing and implementing policies 
· and procedures to assure effective administration and recommends social 

work practices and procedures for improving agency services; 

~- Assists in interpreting agency programs and services to the community 
and participates in activities for developing interest in community 
welfare practices and need. 

( {!_,,) QUALIFICATION REQUIREMENTS: 

/, Mini~um Education and Experience: Graduation from an accredited four~ 
year college or university and two years of approved graduate work in 
an accredited school of social work. Two years of full-time paid em~ 
ployment within the last seven years in a casework capacity in a public 
or voluntary welfare agency maintaining acceptable standards. 

l<nowledges: <}_a), Extensive knowledge of approved social casework prin
ciples and methods in the field of welfare, family inter-relationships, 
and individual and group behavior. 
lb~ Thorough knowledge of current social and economic problems and 
the way in which these problems affect families and individuals. 
ici Thorough knowledge of laws, regulations and practices pertaining 
to federal and state public welfare programs. 
idi Extensive knowledge of community welfare and health resources and 
Ways in which these resources may be made available to people in need. 
1e¥ Familiarity with I iterature In the field of public welfare and 
social work. 
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CHAPTER 1-C- JL~ COUNlY MER IT SYSTEM CLASS I Fl CATION PLAN 

3. 

ffl Considerable knowledge of community organization principles 
and methods. 

' i 'J '' ,, '·· 

Ab i 1 it ies: (a~ To .direct and superv i.se the· work of others. 
fbj To stimulate staff growth and development and to give effective 
casework consultation: . 
~~ To maintain perspective between' d'i fferent parts of the job and 
balance between the various programs. 
'fd) To communicate ideas effectively. 
le~ To read record material diagnostically. 
'fJ To recognize individual differences in workers and to gauge 
their learning patterns and potential for independent work. 

£.j Personal Attributes: Satisfactory appearance and bearing; enthusiasill; 
· energy; objectivity; patiente; integrity; resourcefulness; initiative; 

Intellectual curiosity; leadership qua! ities. 

§ 1 Physical Characteristics:· Good physical condition. 
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COUNTY MERIT S'iSTEM CLASSIFICATION PLAN CHAPTER t-C-15 

(~)CLASS TITLE: Case Worker 111 

(tt) DEFINITION: Under appropriate supervision performs.,,professional casework 
In the programs of the agency such as public assistance, child welfare, 
j uven i I e court services i Interprets service programs to the commu·n i ty; 
participates in commun~ty planning to meet welfare needs; and performs 
other related work as assigned. 

(~)CHARACTERISTIC DUTIES· AND RESPONSIBILITIE.S: 

/. With appropriate supervision and considerable latitude for the use of 
independent professional judgment, may perform ar}y of the duties of a 
Case Worker II and/or one or more of the following: 

. ' 
c!. Plans for and applies intensive casework treatment in helping clients 

toward a solution of problems creating dependency, del lnquency and 
mental i I lness; 

3. Furnishes casework services to children and parents in their own homes 
as a means of strengthening family life; provides casework services to 
unmarried mothers; and makes investigati"ons regarding adoptions; 

1·: 

</,Works with schools and other agencies to identify children who are in 
need of special help and jointly plans how these needs can best be met: 

~ Participates In planning conferences with other public and voluntary 
agencies for jointly considering proble~s·for better use of existing 
resources and for developing needed resources; 

?, Interprets to the community the caut-ial factors. in fami ly·breakdowrr 
and behavior problems as they are related to the agency's program and 
services; 

7,Participates in establishing agency policies and procedures to enable 
professionally recognized social work practices; 

g-<,As assigned, gives supervisory help to Caseworkers I and II. 

( e) QUALIFICATION REQUIREMENTS: 

1, Minimum Education and Training: Graduation from an accredited four
year college or university and two years of approved graduate work fn 
an accredf ted school of social work. 

WI scons in 



Section V • Personnel 
Revised 10-1-60 

.COUNTY ME0R.tT ... S.VST,t:M CLASS IF ICAT toN PLAN. 
J'" •J 

I I»' 

~ Knowledges: Ka; Thorough knowledge of human growth and behavior, 
·and of casework principles and methods. 
{bi Thorough knowledge of 'causal ·factors underlying faml ly breakdown 
and community dlsorganizatron'.. ' , · 
~fc~ Thorough knowledge of ·1aws, regul·atlons and practices pertaining 
to federal and state public welfare programs. 
ld) Thorough knowledge of welfare and health resources and ways In 
which thsse resources should be made available to people in need of them. 
te)t Considerable knowledge of community organization principles and 
methods. 

Abilities: iaJ To make social diagnoses and provide appropriate social 
casework treatment. 
lb• To plan and organize work to achieve most effectively program objec
tives. 
~c~ To communicate effectively and professionally both. verbally and in 
writing. 
fd~ To recog!'lize the agency adminlstra.tive structure, and to accept 
supervisory and/or consultative help constructively. 
'e') To work cooperatively and effectively with agency staff, local 
officials, and with ~iher public or'voluntary personnel. 

Personal Attitudes and Attributes: Convktion that public welf~,r~ is 
a field of professional social work; perception of social, emot.id_hal, 
and economic needs of P.~opJ;e and the way these needs impinge on adequate 
functioning; insig~t irito'·own motivations; emotional maturity, reliability, 
tact, integrity, trilti~tiv~, good professional judgment, and res~urceful
ness. -- . .., 

..!:J 1 Physical Characteristics:. Good physical condition . 

. <:'·. 
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COUNT~ MERIT ~YSTEM Cl.J\SS I FICATIQN PLAN 

CLASS TITLE: Case Worker II 

CHAPTER t-C-17 

(~}DEFINITION: Under appropriate supervision performs social casework 
in the programs of the county agency, such as: public assistance, 
child welfare, juvenile court services; and performs other related 
work as assigned. , . 

(f-) CHARACTERISTIC DUTIES AND RESPONSIBILITIES: 

;, With appropriate supervision and more latitude for individual judgment 
may perform any of the duties of a case Work~r I,. and/or one or more of 
the fo I lowing: 

.::f. Carries a caseload involving personal and social behavior problems 
which require special study, planning and treatment; 

3. Provides social s'.ervices appropriate to the client's problem, gives 
consultation, makes r,ferral or takes other action; 

<(, Is _responsible for exploratory and diagnostic, Intake and appropriate 
worker referral; 

._,-,oeve1ops satisfactory plans for casework services in cooperation with 
available local and state welfare and health agencies; 

i,serves as an assistant to the director,judge or casework supervisor in 
(e!-) oJ~~IJ,i~~ ... ~~!;_~~ific progra'!l assignments or duties. 

~~~~ a~aduation from an accredited four
~· year college or university and completion of 12 graduate credits in the 

social sciences and one year of full-time paid employment within the 
last five years in a professional capacity where there is personal ad
justment or supervisory work with individuals or groups (casework, 
teaching, personnel work, group counseling, etc.). Each full year of 
demonstrated performance in such professional work may be substituted 
for three of the above mentioned 12 credits. 

Knowledges: /a• Considerable understanding of human growth and behavior. 
~bt Considerable knowledge of current social and economic problems and 
the way in which these problems affect families and individuals. 
fc% Considerable knowledge of Jaws, regulations and practices pertaining 
to federal and state public welfare programs. 
1d) Considerable knowledge of welfare and health resources, and ways in 
which these resources may be made available to people in need of them. 
~~Considerable knowledge of approved social work principles, methods 
and practices. 
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CHAPTER I .. c- Hl . ·. c·ou1~T~·Lf'i1ER IT 'S"VSTEM CLASS.IF ICAt ION. PLAN 

3. Ab! 1 i ties:· fa~ To f)rovlc;le casework ~ervices adequately and skit lful 1y. 
•b}. To plan and organize work· to moSt. 1effectively achlev~ program 
objectives. . _. ·•.>r·; ';'_,,r, , . 

.fcl To relate to people_ in an unprejudiced and understanding mahner 
with concern for their clr'c;:urnstances and. feeling... . · 
... ~d) To prepare and mainta·tn necessary t~cords and reports, and to under-
stand and follow oral or.w~ltten ln~tructloh~.. . 

· .. fe~ ··to work cooperatively and effectively with local officials and with 
public and voluntary agencies. 

~ Personal Attitudes and Attributes: Acceptance of Individual differences 
in people, recognition of worth and dignity of individuals, sensitivity 
to human feelings and needs, recognttlori ·of society's responsibility for 
human welfare; pride and satisfaction' In being associated with the gov"' 
ernmental agency which provides such services; satisfactory appearance· 
and bearing, energy, emotional maturity·~: reliability; tact; integrityj 
good judgment; skill in human relatioM,hips; Initiative, and resource~ 
fulness. 

-~ / P~yslcal Characteristics: Good physical condition. 

. I. 
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COUNTY MERIT SYSTEM CLASSjFICAT~ON PLAN 

(i o) CLASS TITLE: Case Worker I . 

CHAPTER l-C-19 

( ) DEFINITION: Under appropriate supervision in a county agency makes 
t:( financial investigations and social stlidies of persons and fami I ies in 

need of finandal assistance and/or casework service, makes recommenda-
tions for administrative decisions, and performs other related work as 
assigned. 

( 6---) CHARACTERISTIC DUTIES ANO RESPONSIBILITIES: 

/, Accepts requests and referrals for public assistance, child welfare, 
Juvenile court services and related welfare services; determines through 
interviews, home visits, and collateral Investigations the eligibility 
of these individuals and families; 

Explains the scope of the agency's ser~tces and discusses the client's 
rights and responsibilities In relation to his use of such services; 

. . . 

3: Secures verifying e~ldence p~rtaining to social ~'story and need, such 
as records of birth, marriage, lncome,resources, and property; 

Y, Determines the extent.of need through a budget, identifies personal and 
family problems, and submits for approval plans for financial aid and 
service, including the Initial payment, subsequent changes and discon
tinuances; 

J 
..:; , Plans with the supervisor for social services appropriate to the client's 

problem and for consultation, referral or other action; 

~,Continues contacts with clients by reviewing their economic and social 
situations as necessary, and recommends modification of the original plan 
as indicated; 

. ?, Maintains case records containing pertinent, accurate and current infer~ 
mation, prepares correspondence, reports and other records as required. 

((!_)QUALIFICATION REQUIREMENTS: 

/. Minimum Education and Experience: Graduation from an accredited four
year college or university. 

Wisconsin 
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' ,; . .···1 

CHAPTER l-C-20 COUNTV M~RlT SYSTEM CLASSIFICATION PLAN 

Knowledges: ia~ Some understanding of human growth and behavior. 
~bY K~owledge·of current social and economic problems and the way in 
wl.ifch !.these problems affect famf 1 les and individua.ls. · 

Abilities: ~a), To ·acquire a~d ap~·ly within a.
1

few months, a good working 
knowledge of Jaws, regulations and practices pertaining to federal and 
state public welfare programs. 
~b1 To acquire, within a few months, a good working knowledge of commun
ity welfare and health resources, and ways in which these resources may 
be used by people in need. ·· · . 
Jct To plan and organize work to achieve most, effectively program 
objectives.· ·· · 
jdN To relate to people In an unprejudiced and.understanding manner with 
concern for their circumstances and feelings. 
~~To prepare and maintain necessary records and reports, and to under
stand and follow oral or wfitten instructions. 
1f~ To develop skill in human relationships. 

''il 

~ Personal Attitudes and Attributes: Acceptance of individual differences 
In people, recognition of worth and dignity of Individuals, sensitivity 
to humlln fee Ji ngs and needs; recognition of soc I ety 1 s res pons i bi I i ty for 
human welfare; pride and satisfaction in being associated with the 
governmental agency which provides.such services; satisfactory appearance 
and bearing, energy, emotional maturity, reliability; tact; integrity; 
909d j~dgment. · 

~ Physical Characteristics: Good physical condition. 
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/\ COUNTY MERIT SYSTEM CLASSIFICATION PLAN 

~11_,J CLASS TITLE: Juvenile Court Worker 

CHAPTER l·C-21 

(q) 

cH 
/, 

d. 

DEFINITION: Under close supervision in a juvenile court makes investi
gations of matters brought to the court's attention, assists In expedltti~g 
the court process, provides clearances for the court with the referral 
sources and other related work as assigned by the court. 

CHARACTERISTIC DUTIES AND RESPONSIBILITIES: 

Screens referrals to juvenile court to determine through investigation 
that general jurisdictional factors are present in the referral; 

Explains the scope of the court's services; 

Secures verifying evidence pertaining to jurisdictional factors and 
gathers social history information when so directed; 

1'. Plans with the supervisor for appropriate action, consultation, or 
referra 1; 

j-, Continues contacts with youth and family as directed by the court; 

'&, Maintains records containing pertinent, accurate, and current lnforma
' t Ion; prepares correspondence, reports and other records as required. 

((:) QUALi FI CAT I ON REQUIREMENTS: 

/. Minimum Education and Experience: Graduation from a four-year high 
school and five years of experience in working where there is personal 
adjustment of, or supervisory work with individuals or groups. 

~. Knowledges: ~a~ Some knowledge of juvenile problems. 
Jbf Knowledge of the general functioning of law enforcement ag@ncies 
and the juvenile court. 

Abilities; /a~ To acquire a working knowledge of laws, regulations and 
:3. practices pertaining to the juvenile court. 

~bJ To acquire a knowledge of community health and welfare resources. 
1c) To plan and organize work effectively. 
~d» To work with youth and parents in an unprejudiced and understanding 
manner. 
*eJ To prepare and maintain necessary records and reports and to 
understand and follow oral or written instructions. 

'--!, Personal Attitudes and Attributes: Satisfactory appearance and bearing, 
energy, emotional maturity, reliability, tact, integrity, good judgment, 
acceptance of individual differences in people, recognition of worth and 
dignity of individuals, sensitivity to human feelings and needs. 

J---,_ Physical Characteristics: Good physical condition. 
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, iCOUNTY MERIT SYSTEM CLASSIFICATION PLAN 

((~CLASS TITLE: C !erk IV . . ,' .. ' . 

CHAPTER l-C-23 

Ct:t.) DEFINITWN: Under the gener~I supervision of the director of a 
Class IV or V agency, judge or children 1 s board, supervises clerical 
employees, aiid/or performs .special ized,.clerical functions of considerable 
d If f i cul ty sn~ res pons 'j o'i rf ty c~ 111 ng' fdr thorciagh: fain i 1 i ar I ~y with 
agency regul~tions and procedure~.i and performs other work as assigned. 

EXAMPLES OF WORK PERFORMED: 

/, Serves as the chief clerical employee or office manager, and in that 
capacity may supervise a clerical and stenographic staff. 

4. Plans and is responsible for the flow of work; assigns and checks work; 
and instructs the staff in proper off ice procedures. 

3/ Works with the director or judge in preparing budgets of estimated 
expenditures, county board reports, and prepares correspondence and 
reports. 

'f, Is responsible for the record work involved In the purchase and Issuance 
of supplies and equipment necessary for the operation of the agency, and 
the maintenance of a perpetual Inventory record. 

\..!:> 1 Is responsible for the cderical work in the handl Ing of property trans
actions~ including verification of property values, ftllng and disposi
tion of liens, and property management. 

b. Is responsible for the agency 1 s fiscal procedures, including the prepara
tion of payrolls and related financial and statistical reports. 

~C?-.) DESIRABLE QUALIFICATIONS: 

(, 

.:; . 

Training and Experience: Graduation from a standard four-year high 
school; and six years of full-time paid employment within the last ten 
years In increasingly responsible clerical work. Applicants may substi
tute training In an accredited college or university for experience at 
the rate of one successfully completed year of college education for 
one year of experience . 

Knowledges: *&)' Practical working knowledge of approved office methods 
and management. 
lb7 Familiarity with the use of common office or business machines and 
equipment. 
icT Knowledge of the application of standard bookkeeping and elementary 
accounting principles. 
~d) A thorough working knowledge of the agency's functions, fiscal 
procedures, manuals, office forms, and routines. 
~e~FamlJiarlty with the organization and function of state and local 
governments, with particular reference to their Implications for the 
county agency. 
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CHAPTER 1-C-24 COUNTY MERIT S'VSTEM CLASSIFICATION PLAN 

~ Abilities: l(af To understand and follow instructions of a complex 
nature, and to supervis~ a $~~ff in carrying out these instructions. 
~, To work cooperatively wi.th other staff members in implementing 
erogram objectives. .. ' 
lc9 To meet the pub I ic tactfl!l ly and cour,tequ~.ly. · 

'-(, 
' . 

Personal Attitudes and Attributes: Neatness in appearance and work; 
I 

emotional maturity; objectivity; resourcefulness; initiative and 
rel iabl 1 i ty. 

-5", Physical Characteristics: Good physical condition 

,.,, 

f ; 
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COUNTY MER IT S'(STEM CLASS1
1

l,~ttAT td~ P
1

LAN, CHAPTEB 1-c-22 

(13 )cLA~.$ tll'tE: Clerk 111 ' ' ,, 

(C() DEFINITION: Under general supervision in a county agency supervises 
clerical employees, and/or performs specialized clerical functions of 
considerable difficulty and responsibility calling for thorough familiar

. ity.;;wlth agency regulations and procedures; and performs other work as 
assigned. 

( 6-) EXAMPLES OF WORK PERFORMED: 

/, Serves as the chief clerical employee or office manager ii'\ a class ·a, 11, 
or Ill agency, and in that capacity may supervise clerical and steno· 
graphic staff, 

:1. Plans and is responsible for the flow of work; assigns and checks work; 
and Instructs the staff In proper off ice procedures. 

;J, Works with the director or judge in preparing budgets of estimated ex
penditures, county board reports, and prepares correspondence and reports. 

'-/, Is responsible for the record work involved in the purchase and issuance 
of supplies and equipment necessary for the operation of the agency, and 
the maintenance of a perpetual inventory record. 

:J" 'Is responsible for clerical work in the handling of property trans
actions, including verification of property values, filing and disposi
tion of liens, and property management. 

~· Is responsible for the agency's fiscal procedures, including the pre
paration of payrolls and related financial and statistical reports. 

( c!)oESIRABLE QUALIFICATIONS: 

/, 

:I. 

Training and Experience: Graduation from a standard four~year high 
school; and five years of full-time employment within the last ten years 
In increasingly responsible clerical work. Applicants may substitute 
training in an accredited college or university for experience at the 
rate of one successfully completed year of college education for one 
year of experience. 

Knowledges: ja~ Practical working knowledge of approved office methods 
and management. 
1b) Familiarity with the use of common office or business machines and 
equipment. 
1ct Knowledge of the application of standard bookkeeping and elementary 
accounting principles. 
~dj.,A thorough working knowledge of the agency's functions, fiscal pro
cedures, manual, office forms, and routines. 
ief Familiarity with the organization and function .of state and local 
governments, with particular reference to their implications for the 
county agency. 
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CHAPTER 1 ·C-26 COUNTY MERIT SYSTEM CLASSIFICATION .PLAN 

:3. Abilities: fa)~To understand and follow instructions of a relatively 
·comj)lex nature; ah,d ·ta··superv,is·e.a~;s-·~aff.'.ln carrying out :these .. instruc-
t ions. ' · -· · 
~bY To work cooperatively with other staff members in implementing pro
gram objectives. 
fc? To meet the public tactfully and courteously. 

'{, Personal. Attitudes and M:tr,ibµtes_: ,Neatnes~ tn.appearan~e .. ~rid work; 
emotional maturity; objectlvity; resourcefulness; initiative; and 
rel iabi I ity. -

§,Physical Characteristics: Good physica_l .condition . 

.. 1,. 

} •./. 
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COUNTY MERIT SYSTEM CLASSIFICATION PLAN~ CHAPTER l-C-27 

(; y-)cLASS TITLE: Clerk 11 

(C?) DEFINITIQN: Under supervision or subject to review in a county agency 
performs gener:ar clerical work of a vari'ed nature calling for familiarity 
with agency procedures and the exercise of independent judgment in carry-
ing out assignments; and performs other work as assigned. 

( ~) EXAMPLES OF WORI< PERFORMED: 

(1 With appropriate supervision and more responsibility for planning and 
carrying out varied clerical assignments, may perform any of the duties 
listed under Clerk I and tn addition: 

~. Serves as clerical unit or section supervisor; assigns worki and reviews 
and approves completed work. 

J. Prepares requisitions, invoices, and receipts; checks bills against 
approved schedules; vouchers payments, and posts to ledger accounts from 
source documents. 

'f, Under supervision prepares administrative and assistance payrolls and 
related statistical and financial records and reports. 

0~.Malntains central control files. 

(:; Handles clerical detail for purchase and issuance of supplies and equip
, ment necessary for the operation of the agency, and maintains Inventory 

records. 

(~)DESIRABLE QUALIFICATIONS: 

/, 

11. 

Training and Experience: Graduation from a standard four-year high 
school; and two years of full-time paid employment within the last ten 
years involving some clerical work. Applicants may substitute training 
in an accredited college or university for experience at the rate of one 
sueeessfully completed year of college education for one year of exper
ience; or may substitute full-time paid clerical experience for the re
quired training on a year for year basis with a maximum substitution of 
two years. 

Knowledges: ta~ Practical working knowledge of office methods. 
'b~ Familiarity with the use of common office or business machines and 
equipment. 
~c~ Familiarity with postal rules, regulations, and rates. 
~d~ Practical working knowledge of grammar, spelling, and arithmetic. 
~e~Working knowledge of the agency's functions, fiscal procedures, 
manuals, and office forms. 

Abilities: ja~ To understand and follow instructions of a complex nature, 
'J,and to give directions for the performance of simple clerical work. 

lb~ To work cooperatively with other staff members. 
~)'To meet the pub1 le tactfully and courteously. 
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CHAPTER l·C-28 
. ......... ,. . ·•· 
... "' 

COUNTY MERIT SVS.TEM CLASSIFICATION PLAN 

'-' _Personal Attitudes and Attributes: Aptitude for office work; neatness { ( 

. in appearanc' and work; accuracy in detail; willin~ness and adaptability; 
alertness; good me~ory; discretion in maintaining confidentiality . 

. · . . ' ., .. 

S' Phys i ca 1 . Characteristics: Good phys ica 1 condf t ion: 

'! 

.~ • i ' 
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Section V - Personnel 
Revised 10-"ii:.60 · · .,. 

i 1 ; 5)~~~::v T ~;:~ ~ s;~:: : ~::~ :~:::: o~ I PLAN CHAPTER I -C-29 

C ( q ) DEFINITION: Under:· supervision or subject to review in a county agency 
performs general stenographic, secretarial or clerical work of a varied 
nature calling for familiarity with agency procedures and the exercise 
of independent judgment In carrying out a~signments; and performs other 
work as assigned. 

( ~ EXAMPLES OF iJORI< PERFO~MED: 
/, With appropriate supervision and more responsibility for planning and 

carrying 6ut varied c}erical assignments, may perform any of the duties 
listed under Clerk Stenographer I and in addition: 

1, Serves as clerical unit or section supervisor, assigns work and reviews 
and approves completed work. 

). Prepares requisitions, invoices, and receipts; checks bills against 
approved schedules; vouchers payments; and posts to ledger accounts from 
source documents. 

~ Under supervision prepares administrative and assistance payrolls and 
related statistical and financial records and reports . 

..)-, Maintains central control fi Jes. 

b. Handles clerical detail for the purchase and issuance of supplies and 
equipment necessary for the operation of the agency, and maintains 
inventory records. 

c~) 
/, 

DESIRABLE QUALIFICATIONS 

Training an_d Experirn: Graduation from a standard four"year high 
school; and two years of full-time paid employment within the last 
ten years involving some stenographic work. Applicants may substitute 
training in an accredited college or university for experience at the 
rate of one successfully completed year of college education for one 
year of experience; or may substitute full-time paid clerical experience, 
including stenography, for the required training on a year for year 
basis with a maximum substitution of two years. 

,), Knowle.9£~: 4a} Practical working knowledge of of'fice methods. 
tbJ Familiar~y with the use of common office or business machines and 
equipment. 
~cf Familiarity with postal rules, regulations and rates. 
4d) Practical working knowledge of grammar, spelling, punctuation, and 
arithmetic. 
1e~Working knowledge of the agency's functions, fiscal procedures, 
manuals, and office forms. 
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CHAPTER 1-C-30 COUNTY MERIT SYSTEM CLASSIFICATION PLAN 

Abilities: jab To take dictation at 100 words a minute.for material 
of ordinary difficulty, and to transcribe JJ,accurate1y at a reasonable 
rate of speed. · · :; 
'ibj To type from plain copy at 40 net words ' .. a. minute. 
fCl To understand and follow Instructions of a complex nature, and to 
~Ive directions for the performance of s.lmple clerical work. 
~dl To work cooperatively with other staff :members. · 
·~J To meet the public tactfu11y and courteously. 

'-( Personal·Attltudes and Attributes: Aptitude' for office work; neatness in 
·appearance and work; accuracy in detail; willingness and adaptability; 

alertness; good memory; discretion In maintaining confidentiality. 

-~ Physical Characteristics: Good physical condition. 

~; :., . 

'; .. · 



Section V - Personnel 
Revised 10~1-60 

COUNTY MERIT SYSTEM ClASSIFICATION PLAN CHAPTER t-C-31 

(/ 6 /.LASS TITLE: Clerk Steno9°rapher I -

(q) 

(rY) 
/, 

~. 

DEFINITION: Under Immediate supervision in a county agency where 
procedures and regulations are carefully prescribed, performs 
stenographic and clerical work and other work as assigned. 

EXAMPLES OF WORK PERFORMED: 

Takes and transcribes dictation such as letters, case history 
narrative, reports, or office memoranda. 

Types a variety of material, such as payrolls, statistical and 
financial reports; cuts stencils. 

3. Performs a variety of general clerical tasks such as filing; prepares 
simple statistical and financial reports; opens and distributes mail. 

y Acts as receptionist; answers the telephone; handles routine inquiries 
. ' and makes appointments. 

(e) DESIRABLE QUALIFICATIONS 

/ 1 Training~a...ns! Experience: Graudation from a standard four-year high 
school. Applicants may substitute full-time paid clerical experience, 
including stenography, for the required training on a year for year 
basis with a maximum substitution of two years. 

;/. Knowledges: ~ai Practical working knowledge of grammar, spelling, 
punctuation, and arithmetic. 
1b~ Some knowledge of general office routines and postal regulations. 

3. Abilities: j7al To take dictation at 80 words a minute for material of 
ordinary difficulty, and to transcribe it accurately at a reasonable 
rate of speed. 

]~ To type from plain copy at 30 net words a minute. 
~To understand and carry out oral or written instructions. 
~ To work cooperatively with other staff members. 

fe~ To meet the public tactfully and courteously. 

~ Personal Attitudes and Attributes: Aptitude for office work; neatness 
in appearance and work; accuracy in detail; willingness and adaptability; 
alertness; good memory; discretion in maintaining confidentiality . 

.J Physical Character!stics: Good physical condition. 
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COUNTY MERIT SYSTEM CLASSIFICATION PLAN CHAPTER l-C-33 

(;7) CLASS TITLE: Clerk I 

C-tl---) DEFINITION: Under immediate superv1s1on in a county agency where 
procedures and regulations are carefully prescribed, performs general 
clerical work and other work as assigned. 

~r:---) EXAMPLES OF WORK PERFORMED: 

/, Acts as receptionist; answers the telephone; handles routine inquiries; 
checks master index and refers persons to the appropriate staff members. 

;?. Opens and distributes incoming mail. 

3. Sorts and files material; keeps charge-out records. 

~ Performs a variety of routine recording tasks; posts financial records; 
checks and verifies payrolls and reports. 

(~_)DESIRABLE QUALIFICATIONS: 

/,. 

J. 

Training and Experience: Graudation from a standard four-year high 
school. Applicants may substitute full-time paid clerical experience 
for the required training on a year for year basis with a maximum 
substitution of two years. 

Knowledges: s;(a~ Practical working knowledge of grammar, spelling and 
ar I thmet i c. 
~b~ Some knowledge of general office routines and postal regulations. 

Abilities: ~a~ To understand and carry out oral or written instructions . 
.(b~ To work cooperatively with other staff members. 
'c) To meet the public tactfully and courteously. 
(dj To organize work with attention to details. 

Personal Attitudes and Attributes: Aptitude for office work; neatness 
in appearance and work; accuracy In detail; willingness and adaptability; 
alertness; good memory; discretion in maintaining confidentiality . 

.::>-, Physical Characteristics: Good physical condition. 
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COUNT:t..11ERIT SYSTEM CLASSIFICATION PLAN CH8PTER l-C-35 

(/t) CLASS TITLE: Clerk Typist 

(tt) 

/1 

~. 

3. 

DEFINITION: Under Immediate supervision in a county agency where 
procedures and regulations are carefully prescribed, performs typing 
and clerical work and other work as assigned. 

EXAMPLES OF WORK PERFORMED: 

Types administrative and assistance payrolls, award letters, statistical 
and financial reports; types letters and reports from rough draft; types 
reports from dictating machines; cuts stencils. 

Performs a variety of general clerical tasks such as filing; prepares 
simple statistical and financial reports; opens and distributes mail. 

Acts as receptionist; answers the telephone; handles routine Inquiries 
and makes appointments. 

( c__) DESIRABLE QUALIFICATIONS: 

/,,, Training and Experience: Graduation from a standard four-year high 
school. Applicants may substitute full-time paid clerical experience, 
including typing, for the required training on a year for ye~: basis 
with a maximum substitution of two years. 

J, 

Knowledges: f._a)r Practical working knowledge of grammar, spelling, 
punctuation, and arithmetic. 
~bJ Some knowledge of general office routines and postal regulations. 

Ab i 11 t les: 
minute. 

}aJ To type from plain copy accurately at 30 net words a 

ibJ To make exact copies of simple tables or tabulated material. 
1c) To understand and follow oral or written Instructions. 
id) To work cooperatively with other staff members. 
te~ To meet the public tactfully and courteously. 

Personal Attitudes and Attributes: Aptitude for office work; neatness 
in appearance and work; accuracy in detail; willingness and adaptability; 
alertness; good memory; discretion in maintaining confidentiality. 

~f Physical Characteristics: Good physical condition. 
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