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Preface 

PURPOSE OF RULES 

These ru1es are estab1ished pursuant to 16.05 (2), Wis. Stats. to 
carry out the provisions of the Civil Service Law in the deve10pment 
and administration of a progressive program of personne1 management 
based upon the merit princip1e. 
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Chapter ~e~s 1 

DEFINITIONS 

Pers 1.01 DEFINITIONS. In these rules: 

(1) "Appointing Offieer" means the offieer, eommission, board or body, 

having the power of appointment, or eleetion to, or removal from, subordinate 

positions in any offiee, department, eommission, board 01" institution. 

(2) "Board" means state Personnel Board. 

(3) "Bureau" means Bureau of Personnel. 

(4) "Department" means any offieer ivhose office is created by consti-

tution or statute, 01" any ageney so created, exeept legislative and 

judieial officers and ageneies and offiees and agencies ereated within 

departments as here defined. 

(5) "Direetor" means Director of Personnel. 

(6) "Employe" means any person holding a subordinate posi tion sub,iect 

to appointment, removal, promotion or reduetion by any appointing offieer. 



Chapter Pers 2 

CLASSIFICATION PLAN 

Pers 2,01 DEFINITION. The listing of elasses in effect as identified by 

class titles in the bureau's Classification and Compensation Plan For Posi­

tions In The Classified Service and as described in class specifications 

shall constitute the classification plan for all positions in the classi­

fied service. For the purpose of these rules, elass and classification 

are synonymous. 

Pers 2.02 REVISION OF THE CIASSIFICA TION PUN. Amendments to or revision 

of the classification plan, including the creation of newelasses, abolish­

ment of existing elasses and changes in concept of existing elasses, e.g. 

subtitles, to meet the needs of the operating departments and agencies may 

be adopted by the board after taking into eonsideration the reeommendation 

of the director. Such action shall be reeorded in the minutes of the board. 

Pers 2.03 CLAS8 TITLES 

(1) The title of a elass shall be the offieial title of every position 

alloeated to that elass and shall be used in all reports, payrolls, and in 

all estimates requesting the appropriation of money for personal serviees. 

(2) Any title, other than the offieial title, desired by the appointing 

offieer may be used to designate any position for purposes of internal 

administration and in other eonneetions not involving the personnel pro­

cesses covered by the law or these rules. 

Pers 2.04 ClASS SPECIFICATIONS 

(1) Definition. The established standards setting forth the elass title, 

a description of the duties and responsibilities of the work and the minim~m 

qualifieations a person should possess to in sure reasonable prospeets of 

success on the job. 

(2) Maintenanee of Class Speeifiea tions. Edi torial changes to elass 



speeifieations not involving ehanges in the concept of the elasses may be 

made by the direetor. 

(3) Foree and Effeet of Class Speeifieations and Their Various Parts 

(a) The statement of the duties and responsibilities is deseriptive 

and not restrietive. It shall not be eonstrued to limit or modify the power 

of the appointing offieer to assign tasks, or direet and control the work 

of employes under his supervision. The use of a particular example as to 

duties shall not be held to exclude others not mentioned that are of similar 

kind or level, or to imply that all those mentioned must be performed by all 

so classified. 

(b) Qualifieations eommonly required of ineumbents of positions of 

different elasses, such as aeeeptable physieal eondition, freedom from dis­

abling defeets, United states citizenship, and residenee within the state 

of Wisconsin exeept as otherwise provided in the law or rules, honesty, 

sobriety, and industry, shall be implied as qualifieation requirements for 

all elasses even though they are not speeifically mentioned in the speei­

fications. 

(e) The statement of qualifieation requirements in the specifieation 

for any class shall eonstitute the basis and source of authority for the 

tests to be included in examinations for the elass and for the evaluation 

of the qualifications of applieants. 
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Chapter Pers 3 

POSITION CIASSIFICATION ACTIONS 

~rs 3.01 ESTABLISHING, ABOLISHING OR DISCONTINUING A POSITION 

(1) ~stablishing a Positian 

(a) If an appointing offieer has made budgetary provisions for anew 

positian in his department and desires to fill the positian, he shall make 

formal request, deseribe the duties and responsibilities of the positian 

and provide other pertinent information requested by the direetor. 

(b) The direetor shall then alloeate the positian to the appropriate 

elass and enter it on the departmental establishment list. 

(2) Abolishing or Diseontinuing a Position 

Ca) The direetor shall remave a position from the departmentls estab­

lishment list upon reeommendation of the appointing offieer. 

(b) Any position vaeant for one year shall be dropped from the depart­

mental establishment list unIess the appointing offieer gives reasons aeeept­

able to the direetor for retaining it. 

Pers 3.02 ALLCCATION, REALLOCATION: DEF IN IT I ONS 

(1) Alloeation. The initial assignment of a position to the appropriate 

class in the elassifieation plan by the director as provided in 16.105 (1m), 

Wis. stats. 

(2) Realloeation. The reassignment of a positian to a different elass 

in the elassifieation plan by the direetor as provided in 16.105 (1m), Wis. 

Stats. based upon: 

(a) Changes in the duties and responsibilities of a position. (Referred 

to as a reelassifieat.ion). 

(b) A ehange in concept of t.he elass or series. 

(e) The creat.ion of newelasses. 

(d) Abolishment of existing elasses. 



(e) The reappraisal of the level of the class in terms of the total 

service. 

(f) Sele~ted classifications where the levels are differentiated by 

attainment of specified training and experience. 

(g) The reassignment of a class to a different salary range. 

C:l) Any other circumstanees covered by 16.105 (1m), Wis. stats. 

Pers _ 3 .03 RF.ALLOCATION OF POSITIONS 

(1) Appointing officers shall give notice in writing to the direetor of 

material changes of a permanent nature in the duties and responsibilities 

of posi tions. If the fa.cts v7arrant, the direetor shall recla ssify or other­

wise realloc8.t.e the positlon. Normally, filled positions 1rJill not be 

reclassified until the incumbents have carried the responsibilities for a. 

period of at least 6 montlls. 

(2) A competitive promotional examination may be required to fill a posi­

tion reclassified or otherwise reallocated to a higher level vJhen the director 

deterrnines that the position should have originally been filled by promotion. 

(3) The director may initiate elassification surveys as may be required 

to meet the needs of the service. Positions covered by such surveys shall 

be reallocated by the director to the appropriate classification whenever 

he finds such action warranted. 

(4) A competitive examination is required to fill certain reallocated 

positions. See Pers 7.03. 

(5) ~fuenever the director determines that positions are over-classified, 

appropriate action shall be taken as follows: 

(a) If the incumbent of. such position does not have permanent status 

in the position, the position shall be immediately reallocated to the proper 

classification. 
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(b) If the incumbent has permanent status in the position and his 

present salary is the same or less than the maximum of the salary range for 

the proper elassifieation, the position shall immediately be reallocated to 

such proper classification. 

(e) If the incumbent has permanent status in the position and his pre­

sent salary is above the maximum of the salary range for the proper classi­

fication, the reallocation of his position shall ba held in abeyance for one 

ealenoor year and no salary increases shall be given the incumbent during 

this period. Upon the expiration of the one year period the position shall 

be reallocated to the proper elassifieation and the incumbent's salaryadjusted 

to the maximum of the salary range for such proper elassification. 

(d) In any such action, every effort shall be made by the appointing 

offieer and the bureau to transfer the employe to a position for Hhieh he is 

qualified. Any such employe, lVith approval of the direetor, shall be placed 

on the appropriate employment lists. 

Pers 3.04 REALLOCATION APPEALS. Whenever a position is reelassified or 

otherHise realloeated, the appointing offieer and the incumbent shall be 

notified in Hriting. If the employe or appointing offieer believes the 

classification action to ba ineorrect on the basis that the elass specifi­

cation on Hhich the action was based does not adequately refleet the duties 

and responsibilities of the position, he shall, upon Hritten request, be 

entitled to an appeal from such action provided that a notice of such appeal 

is received by the board not mare than 10 calendar days after reeei~t of 

notice of such action. The hearing shall be eondueted pursuant to 16.05 (1), 

vJis. Sta ts. Ivi thin the time limi ta tions consistent lvi th Pers 23.02. 
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Chapter Pers 4 

COMPENSATION PIAN 

Pers 4.01 DEFINITION. The compensa tion plan in effeet as identified in 

the Classifieation and Compensation Plan For Positions In The Classified 

Service published by the bureau eomposed of the various salary sehedules, 

rates and ranges as approved pursuant to 16.105 (4), Wis. Stats. together 

with amendments and revisions shall constitute the offieial compensation 

plan for all positions in the classified service. 

Pers 4.02 AMENDMENTS TO THE COMPENSATION PUN 

(1) Creation of a new class in the classification plan provided in Pers 

2.02 and the subsequent assignment of this class to an existing salary 

schedule and range shall, before becoming effective, be approved by the 

board after taking into consideration the recommendation of the director. 

(2) For the reassignment of a class to a different salary range see 

16.105 (4), 'VIis. stats. 



Chapter Pers 5 

COMPENSATION PROVISIONS 

Pers 5.01 BEGINNING SALARY 

(1) Initial Rate to be Paid 

(a) The lowest or initial ra te in the saIary range soolI be the rate 

payable to any person on first appointment to a position in the elass exeept 

as otherwise provided. 

(b) l~en eeonomie and employment eonditions make it exeeedingly diffi­

eult to fill vaeaneies in a given elass at the initial rate, the board may 

approve a higher rate in the range after taking into eonsideration the reeom­

mendation of the direetor. 

(e) lJhere unique speeial professional training and experience are 

required to fill a speeified vaeancy, the board after ta king into eonsidera­

tion the reeommendation of the director at the request of the employing 

department may approve a rate above the minimRm for reeruiting and hiring. 

(2) For salary on promotion, transfer, reinstatement, demotion and for 

Trainees see Pers 14, 15, 16, 17, and 20 respeetively. 

Pers 5 .. 02 FULL-TlME AND PART-TIME SERVICE. Rates preseribed in the eom­

pensation plan for permanent and seasonal positions are the rates authorized 

for full-time employment. When employment regularly equaIs or exeeeds half­

time on a daily, weekly or monthly basis, the proportionate part of the rate 

shall be paide tVhen employment is less than half-time on a daily, weekly 

or monthly basis the rate paid shall be aeeording to the saIary sehedule 

for Limited Term EmpIoyment. 

Pers 5.03 SALARY INCREASES 

(1) A probationary increase of one step shall be granted pursuant to 

16.105 (2) (d), Wis. Stats. effeetive at the beginning of the pay period 

following comp1etion of the first 6 months of the probationary period. 



(2) Merit Increases. See 16.105 (2) (e) and 20.931, Wis. stats. 

(3) Sa1ary increases or decreases resu1ting from position rea11oeation 

or reelassifieation shall norma11y be effective at the beginning of the pay 

period following eompletion of the transaction. 

(4) Except for action in aecordanee with 16.24 (1), Wis. stats., or to 

correet an error, no salary increases or decreases shall be retroactive. 

Pers 5.04 BASIC SALARY. The term basie salary means the salary rate 

exeluding any overtime or other additional compensation. 

~rs 5.05 INJURY WHILE ON RAURDOUS DUTY. Certain employes injured while 

performing hazardous duties as defined in 16.31, Wis. Stats., and who are 

unable to work may continue to receive their ful1 monthly salary for not to 

exeeed 3 months. Claim sha11 be made by the emp10ye or his representative 

to his appointing offieer on forms provided by the bureau. vii thin 10 eal­

endar days after reeeipt of the claim the appointing offieer shall notify 

the employe and the direetor in writing of his deeision to authorize or 

deny the claim. The employe may appeal the decision of the appointing 

offieer to the board within 10 ealendar days after receipt of the appoint­

ing officerls decision. 

Pers 5.06 EFFECT OF "VtTORID'1EN'S COMPENSATION 

(1) During the period an employe is absent from work due to injury from 

state employment and is awaiting a deterrnination under Chapter 102, Wis. 

Stats., the emp10ye personal1y or through his representative may eleet to: 

(a) Use siek leave credits to eover loss of earnings, or await payment 

of lV'orkments compensation, ~ 

(b) Use vacation credits to eover loss of earnings until eligibility 

for workmen's compensation is deterrnined. 

(2) The emp10ye shall give written notification to the employing department 

of the elected manner of payment for such absenee before the end of the pay 
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period in which the absence occurs. 

(3) In instances where vacation credits have been used to cover an absence 

which is later found compensable, the appointing offieer shall, if requested 

by the employe, provide leave without pay on a day for day basis, with such 

leave to be taken in accordance with Pers 18.02 (6). 

(4) If the employe elects to await vmrkments compensation and the claim 

is later found non-compensable, sick leave and vacation credits may be used 

for the absence. 

Pers 5.07 MAINTENANCE ALLOT.iANCE. Where full or part maintenance such as 

laundry, meals, lodging or quarters is flirnished for the employe or the 

employe and his family, the employe shall be charged for the value of the 

allowance as established by the bureau based upon recommendations made by 

the employing departments. Any exception to this policy shall require the 

approval of the director. The bureau shall review these rates as required. 

Pers 5.08 COMPENSATION FRO~1 OTHER SOURCE8. Regardless of the souree of 

funds, all compensation for services in a given position shall be combined 

to the end that the total compensation of any employe for any period shall 

not exeeed the amount payable at the rate prescribed for the class of posi­

tion concerned. 

Pers 5.09 OVERTIME 

(1) Definition of Overtime. Time that an employe is compensated for work­

ing in the capacity of his own elassification in the same departtrlent in 

excess of required working hours pursuant to 16.275 (7), His. Stats. and 

these rules. 

(2) Policy on Overtime 

(a) It is the policy of the state to reduee to a minimum the neeessity 

for overtime work. 
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(b) Compensation for overtime work shall normally be by eompensatory 

time off. 

(e) Overtime shall be eompensated as provided in the state's eompensa­

tion plan. 

(d) Overtime work that is to ba paid for in eash or by eompensatory 

time off shall normally be on an hour for hour basis. 

(e) All overtime payments ghall be separately reeorded on the payroll. 

(f) Where eompensatory time off is granted for overtime work it shall 

be taken within 6 ealendar months after it has been earned. 

(g) Any additional salary shall eease to be payable without the right 

of appeal whenever the employets scheduled hours of work are redueed to the 

normal level. 

(h) All overtime work for either eompensatory time off or for cash pay­

ment must be authorized by the appointing offieer. The direetor shall review 

the application of overtime for consistency with the stateIs policy. 

Pers 5.10 ADDITIONAL EMPLO~T 

(1) Definition. Additional employment is of two types: 

(a) Employment in the same employing unit but in a different class of 

position than that of the employefs regular position, 

(b) Employment in a different employing unit of the same department or 

in a different department in the same or different class of position than 

that of the employefs regular position. 

(2) Policy on Additional Employment. The policy on additional employment 

shall be eonsistent, where applieable, with that expressed on overtime. 

(3) Prooessing. Additional employment sha11 ba prooessed as Limited Term 

Employment and subjeot to the provisions of Pers 10. 

Pers 5.11 D~7IATIONS 

(1) Definition. Where the oonditions of employment cannot be fulfilled 
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byadhering to the standard work week provided in 16.275 (7), Wis. Stats. 

(2) Compensation for Deviation Work Weeks. Compensation for such work 

weeks shall be as provided for in the statefs compensation plan. 

(3) Approval Required. Requests for deviation work weeks shall be sub­

mitted by the appointing officer to the Department of Administration, attn. 

Bureau of Personnel, for the directorts prior approval. SUch requests shall 

define the extent and duration of the deviation, and contain a recommendation 

as to pay for the additional time required, and personnel by name and classi­

fication who will ba included. Before submitting such requests the appointing 

officer shall make the necessary budgetary provisions. 

(4) Reporting and Recording Pay for Deviation Work Weeks 

(a) Approval is for the length of the period specified and if on con­

tinuous basis shall coincide with the fiseal year. 

(b) Any additional pay authorized for deviation work weeks shall be 

separately recorded on the payroll. 

(e) Anyadditional salary shall eease to be payable without the right 

of appeal whenever the employefs seheduled hours of work are reduced to the 

standard basis of employment. 

Pers 5.12 SUPERVISORY PAY; RESPONSIBILITY PAY. Supervisory pay as pro­

vided in the Teacherfs Salary Schedule and Responsibility Pay as provided in 

the Physieianfs Salary Schedule shall be separately recorded by the director 

and by the employing department, and shall cease to be payable, without the 

right of appeal whenever the supervisory duties or program responsibilities 

cease. 

Pers 5.13 PAY FOR JURY SERVICE. See 16.275 (5), Wis. Stats. 

Pers 5.14 AUDIT OF RECOImS. As provided in 16.05 (3)' and 16.26, liiTis. Stats. 

the director shall have access to all reeords kept by departments relating 

to personnel and employment processes. 
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Pers 5.15 EMPLOYT'1ENT INTERVIEW TAAYEL EXPENSES. As provided by 20.940 (3), 

Wis. Stats. an applicant who is eligible for selection for employment may be 

reimbursed for all or part of his actual and necessary travel expenses in­

curred in connection with an employment interview by the employing depart­

ment provided: 

(1) The positi~n is of a professional or technical nature, and 

(2) A critical shortage exists of persons eligible for selection, and 

(3) Prior authorization for such reimbursement has been obtained from 

the director. 
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Chapter Pers 6 

RECRUITMENT AND EXAMTITA TIONS 

Pers 6.01 POLICY. To insure employment of the best qualified persons to 

serve the state, recruitment shall be conducted to attract the highest cali­

ber of persons available and examinations shall be administered to determine 

the merit and fitness of these persons. 

Pers 6.02 DELEGATION OF RECRUITMENT. In exceptional cases the director 

may delegate authority for recruitment to appointing officers. Publicity and 

advertising materials used in such delegated recruitment shall be subject to 

prior approval by the director. 

Pers 6.03 DESIGNATION OF LOCAL EXAMINERS. The director may designate 

local examiners pursuant to 16.10 (2), 1rJ'is. sta ts • 

Pers 6.04 ANNOUNCEMENTS OF EXAMINATIONS 

(1) Scope of Announcements. Examination announcements shall include the 

following information: class title; salary; nature of the work to be per­

formed; training and experience required; time, place and manner of filing 

application; special requirements, if any; and other pertinent information 

consistent with these rules. Announeements of open competitive examinations 

shall specify when eompetition is open to non-residentSe Announeements 

shall preeede all examinations. 

(2) Insuffieient Number of Qualified Applicants. In the event that a 

suffioient number of qualified applicants fail to apply for an examination 

or to qualify after the examination, the director may reannounce the exami­

nation, extend the date for filing of applications, or if neoessary canceI 

the examination. 

Pers 6.05 SUBSTITUTION FOR FORMAL EDUCATION. When formal academio train­

ing is a qualification requirement, equivalent training and experience may 

be substituted; except that such substitution shall not be permitted where 



formal training is required for license or registration to practice or to 

establish recognized status in a profession or to meet standards set up by 

agencies making grants-in-aid or otherwise contributing to state programs. 

Pers 6.06 COMPOSITION OF EXAMINATIONS 

(1) Open Competitive. Any examination may include a written test, an oral 

test, ratings of training and experience, a performance test, a medical or 

physical test or any combination of these and other tests as authorized by 

the director. 

(2) Competitive Promotional. A promotional examination may also include 

promotional potential ratings in addition to tests and ratings as indicated 

in Pers 6.06 (1) and shall include seniority ratings computed as indicated 

in Pers 19. 

Pers 6.07 NOTICE OF EXAMINATION RATINGS. Each person competing in any 

examination shall be given written notice of the final results. 

Pers 6.08 RE'iTIEliv OF EXAMINATION RESULTS. Any examinee, or his duly author­

ized representative, shall be permitted to review the results of his examina­

tion at the bureau during regular office hours and the method by which such 

results were determined, upon written request filed in person or by his repre­

senta ti ve. Bowever, an examinee may not review his examination papers during 

a 30 ,day period immediately preceding the date on which he is to write an 

examination for the same or a closely related class; and no review of results 

is permitted until the examination is completed. Reports on character and of 

other investigations by the bureau shall be kept confidential. 

Pers 6.09 ANO:NYMITY OF COMPETITORS AND SECURITY OF EXA'MINATION MATERIAL. 

The director shall use appropriate means to insure that examination papers 

are not identified until the grading of the written examination is complete 

and to insure that unauthorized persons do not have access to examinations 

at any time. 
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Cha pter Pers 7 

APPOINTING PROCEDURE FOR UNSKIIJ.,ED 
AND CUSTODIAL POSITIONS 

Pers 7.01 ESTABLISHMENT OF EMPLOYMENT LISTS. For positions involving un-

skilled or semi-skilled labor, or domestic or custodial ~ork when the charac-

ter or place of work makes it impracticable to conduct state-wide competitive 

examinations to set up lists from which to supply the needs of the service, 

the director may use such procedures as he determines to be practical and 

appropriate in order to maintain employment lists by localities. 

Pers 7.02 EXAMINATION OF APPLICANTS. Applicants may be examined singly 

or in groups, at periodic intervals at the place of employment or elsewhere, 

after passing an appropriate test or submitting satisfactory evidenee of 

their qualifications; ~ referred by the Wisconsin state Employment Service 

or an established city or county merit system agency in this state; or 

evaluated by such variation or combination of the foregoing or by other 

suitable methods as will assure selection solely on the basis of merit and 

fitness. 

Pers 7.03 EMPLOYE INELIGIBLE TO CONTINUE IN POSITION 

(1) Anyemploye appointed under this chapter who is later found to be 

performing work characteristic of positions not included under this chapter 

shall be ineligible to continue in the position. Such incumbent shall be 

transferred to a position for which he is eligible or he shall be dropped 

from the payroll. 

(2) Any such employe whose position is reallocated or reclassified shall 

be eligible to compete in any open competitive or promotional examination 

held to fill the position. 



Chapter Pers 8 

IITNDS OF E1'1PLOYMENT AND TYPES OF APPOINTMENTS 

Pers 8.01 DESIGNATION BY DIRECTOR. The direetor shall designate positiona 

and employment in the classified service as Permanent, Seasonal, Limited Term 

or Legisla ti ve • 

Pers 8.02 KINDS OF EMPLOYMENT. Generally the charaeteristics of each kind 

of position and employment are: 

(1) Permanent. Authorized positions of continuous duration that require 

the serviees of an employe half-time or mare on a daily, weekly or monthly 

basis. In addition, employment in school year positions shall be designated 

as permanent. 

(2) Seasonal 

(a) Authorized positions that meet the following eriteria: where the 

need for such positions may be reasonably anticipated; which recur yearly 

or more often; where employment in such positions would normally lead to a 

career through successive reinstatements; and which require the services of 

an employe half-time or more on a daily, weekly or monthly basis. See Pers 9. 

(b) LIMITATION. Employment of any person on a seasonal basis soolI 

not exeeed Il months in any 12 month period. 

(e) EXCEPTION. The director may designa te posi tions lvhieh recur and 

are of extremely short duration and lack career possibilities as limited term. 

(3) Limited Term. Positions where the nature and conditions of employ­

ment do not lead to a career and where the use of normal procedures for 

reeruitment and examination are not practieable. See Pers 10. 

(4) Legislative. Positions in the legislature as provided in 20.530 (5), 

1rJis. Stats. and positions in the Legislative Reference Library, the duration 

of which is closely related to the duration of the legislative session, shall 

be designated as legislative. 



Pers 8.03 DEFINITION OF APPOINTMENT. An appointment is the action of an 

appointing officer to fill a position in his department in accordanee with 

provisions of the lawand these rule s • 

Pers 8.04 TYPES OF APPOINTMENT 

(1) In addition to appointments by promotion (see Pers 14), transfer (see 

Pers 15), reinstatement (see Pers 16), demotion (see Pers 17) and original 

appointments (see below) there are the following types of appointment:· 

(a) Provisional appointment as provided in 16.20 (1), Wis. stats. 

(b) Emergency appointment as provided in 16.20 (2), Wis. stats. 

(c) Exceptional appointment as provided in 16.17 (4), Wis. Stats. 

Cd) Appointment to a limited term position as provided in 16.20 (3), 

Wis. Stats. and in Pers 10. 

(2) Original Appointment, Definition. All appointments to positions that 

are not by promotion, demotion, transfer, or reinstatement as defined in 

appropriate chapters of these rules •. 

(3) An employe who has reinstatement eligibility other than from layoff 

(see Pers 16) and who also has eligibility for original appointment in the 

same class, may be appointed on either basis at the diseretion of the ap­

pointing officer, and such determination shall ba reported to the direetor 

at the time of appointment. 

Pers 8.05 LIMITATION OF TYPES OF APPOINT~lT 

(1) Length of Provisional and Emergency Appointment. A provisional ap­

pointment shall not exceed 30 work days. An emergency appointment shall not 

exceed 20 work days. 

(2) Length of Limited Term Appointment. See Pers 10. 

(3) Successive Provisional and Emergency Appointments Prohibited. In no 

case shall successive provisional or successive emergency appointments be made 

in the same employing unit. 

-2- (Pers 8) 



Pers 8.06 STATUS OF EMPLOYE ON PROiTISIO~~L, EMERGENCY OR L~ITED TERM 

APPOINTME~IT 

(1) No tenure accrues from any provisional, emergency or limited term 

appointment. 

(2) Time served on any such appointment shall not be counted as part of 

any probationary period. 

(3) No vacation or sick leave is earned on any such appointment. 

(4) Employes serving on any such appointment shall not be considered 

eligible to compete in promotional examinations. 

-3- (Pers 8) 



Chapter Pers 9 

SEASONAL EMPLOYMENT PROVISIONS 

Pers 9.01 POLICY ON SEASONAL EMPLOYMENT. It is the policy of the state 

to consider employes of seasonal positions as career employes of the state 

during the course of employment and to provide, subject to the limitations 

and fluctuations of the seasonal cycles, a reasonable guarantee of succes­

sive reinstatements to these positions during the following seasons. 

Pers 9.02 LIMITATION. Hhen the nature and conditions of employment in 

a seasonal position approaches year-round full-time employment (more tharl 

11 months in any 12 month period) the appointing offieer shall request 

establishment of a permanent position and abolish the seasonal position. 

An employe occupying such abolished seasonal position shall be transferred 

to the new position providing such employe could have been considered for 

appointment to a permanent position at the time he was appointed to the 

seasonal position. 

Pers 9.03 SEASONAL STATUS. The probationary period of an employe ap­

pointed to a seasonal position shall be for a period of 6 consecutive months. 

Upon satisfactory completion of the probationary period the employe s118l1 

have seasol~l status. 

(1) This status requires reinstatement of this employe to the same or 

similar positions within the department during succeeding seasons subject 

to 16.24, His. Stats. provided the employe continues to render satdsfactory 

services during his employment and his conduct and capacity after he 118s 

been separated merit such reinstatement. The seasonal status of anyemploye, 

however, shall have no bearing on the duration of the seasonal period. 

(2) See Pers 16.02 (2) for reinstatement to other departments. 

(3) An employe who has completed a probationary period in a seasonal 

position and is subsequently appointed to a permanent position in the same 



elassifieation in the same department shall not be required to serve a new 

probationary pariod in the parmanant position. 

Pars 9.04 REINSTATEMENT OF SEASONAt EMPLOYES WITHOUT SEASONAL STATUS. 

Saasonal amployas in saasonal positions tha duration of whieh is lass than 

6 months in a singla saason may ba rainstatad to tha sama or similar posi­

tions at tha diseration of tha appointing officaro 

Pars 9.05 SENIORITY. Sea Pars 19. 

Pars 9.06 LEAVES OF ABSENCE, VACATION, SICK LEAVE. Sae Pars 18. 
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Chapter Pers 10 

LooTED TERM EMPLOYMENT 

Pers 10.01 GENERAL APPLICATION 

(1) Statutory References. Ree 16.105 (2) (bn), 16.20 (3), and 16.24 (2), 

Wis. stats. 

(2) No tenure accrues in this kind of emp1oyment. See Pers 8. 

Pers 10.02 PROHIBITIONS ON THE USE OF Lll1ITED TERM EMPLOYME~IT 

(1) Policy. Limited Term Employment shall not be used to fill vacancies 

in permanent or seasonal positions in the classified service; however, in 

exceptiona1 instances the director mayauthorize the use of Limited Term 

Employment to fill vacancies in permanent or seasonal positions where the 

vacancy is of short duration. 

(2) Each such case will be determined on its own merits, and the director 

may, atany time, terminate the authorization for such Limited Term Employment. 

Pers 10,03 APPROVAL BY DIRECTOR 

. (1) Except when specifically otherwise authorized by the director, prior 

approval is required for the use of Limited Term Emp10yment including titles, 

salaries, durations, procedures, records, etc. 

(2) Authorization for use shall be based upon the nature of employment 

with due consideration given by the director to current labor market condi­

tions, probable duration of emp1oyment, the need for formal examination pro­

cedures and other pertinent circumstances. 

Pers 10.04 PROCEDURES AND RECOIIDS. Procedures for recruitment, examina­

tion, compensation and record-keeping covering Limited Term Employment may 

be abbreviated to provide only those minimum processes and records consistent 

with expediting employment and safeguarding public interests. 

Pers 10.05 TITLES AND SAIARIES 

(1) Wherever possible classification titles in the Limited Term Employment 

and state Fair Salary Schedule shall be used for these emp1oyments. 



(2) No salary increases shall be allowed for this kind of employment ex­

cept those approved by the director for eeonomie adjustment for eomparable 

work on a permanent basis or for a distinetly different duty assignment. 

Pers 10.06 DEFINITION AND DURATION OF CATEGORIES. Within Limited Term 

Employment as a kind of employment as covered in Pers 8 are the following 

eategories:-

(1) Short Term. Employment in a position of less than 6 sueeessive ealen­

dar months duration whieh does not reeur at regular intervaIs. 

(a) Ineluded in this eategory are those positions exeluded by Pers 

8.02 (2) (e). 

(b) Casual employment in positions that oeeur, terminate and recur 

at irregular intervals and for varying periods of time is also ineluded in 

this eategory but shall be designated as Short-Term Reeurring. Employment 

in such positions may extend beyond the 6 sueeessive ealendar months duration 

limit but the total aeeumulation of time worked in any ealendar year shall 

be subject to Pers 10.08 for ti~e computation. 

(2) Project. Employment in a planned undertaking which is not a regular 

and eontinuing funetion of the department and whieh has an established pro­

bable date of termination. 

(3) Part-Time. Employment in any position where the time worked is less 

than half-time on a daily, weekly or monthly basis. 

(4) Student. Employment at the University of Wisconsin or one of the 

state colleges of astudent of such university or eollege who is eurrently 

enrolled or wha will enroll at the next sessione 

Pers 10.07 RENE1:rJAIS, EXTENSIONS, CHANGE OF CA TEGORIE~ AND CLA8S IFICA TION • 

Renewal of employment, extension of time duration, ehange in eategory or 

elassifieation for any employe on a Limited Term Employment shall not be per­

mitted except for unusual unforseeable circumstanees. Justifieation is 
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required for any such renewal, extension, change in category or classifica­

tion and each case wil1 be determined on its own merits. 

Pers 10.08 MAXIMUM \:TORK roRA TrONS. The total time worked in any department 

by a limited term employe on a short-term, short-term recurring or part-time 

basis shal1 not exceed the equivalent of 6 work months of employment in any 

12 month period. 

Pers 10.09 CHANGE IN STATUS BETWEEN LIMITED TERM AND SEASONAt OR PE~1ANENT 

(1) When a limited term employe approved under Pers 10.06 (3) works in 

excess of part-time for a period of 3 successive payrol1 periods, and such 

work time is expected to continue to be in excess of part-time, the appoint­

ing offieer shall request establishment of a new permanent or seasonal posi­

tion. The employe shall qualify for appointment to the new position through 

regular procedure. 

(2) When a permanent or seasonal employe, except those affected by action 

taken in accorOOnce with 16.29 (4), vIis. Stats., works less than half time 

in a permanent or seasonal position (see Pers 8.02 (1) and 8.02 (2) respec­

tively) for 3 successive calendar months and such work time is expected to 

continue at this rate, the employe shall become a Limited Term Employe. 

(3) Any vacation or sick leave an employe has eamad prior to his changa 

to limited term status shall be available for use pur sua n'!:, to Pers 18. 
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Chapter Pers Il 

EMPLOYHENT LISTS 

Pers 11.01 ESTABLISHMENT AND MA INTENANCE OF LISTS 

(1) The direetor shall establish and maintain employment lists (also ealled 

employment registers) needed to fill positions in the elassified service. 

(2) Employment lists shall be by class title and sub-title as estabIished 

in specifieations within the elassifieation plan and shall be used by all 

departments exeept where the law, a rule or the direetor speeifically pro­

vides otherwise. 

(3) Names may be added by order of rank to employment lists when, in the 

judgment of the direetor, the needs of the service will be benefited by such 

integrated lists, and such fact is speeified by examination announcement. 

Pars 11.02 TYPES OF LISTS 

(1) Open Competitive. Established from competition open to all qualified 

applieants within and outside the service. 

(2) Promotional. Established from competition limitad to qualified em­

ployes in the classified service. See Pers 11.05. 

(3) Reinstatement. Made up of names of those eligible for reinstatement. 

See Pers 16. 

Pers 11.03 EMPIDYING UNITS. Each department shall normally be considered 

a unit for purposes of promotion, transfer, reinstatement or layoff. How­

ever, the board, upon applieation of the appointing offieer and aftertaking 

into' consideration th~ rec.ommEmdation·,of, the di1"8cto'J:i, may, recögniM' 8$tab­

lished funetional~',orga.ni~tional, Ol".'geographical unlts within. the depart­

mant for:such actions. 

Pers 11. oh TERM OF ELIGIBIJJITY ON AN EMPLOYMENT LIST 

(1) Open Competitive and Promotional Lists. Eligibility is limited to 

6 months from the date of the list or from the date of eligibility of eaeh 



individual in the ease of an integrated list. A list may be extended by the 

direetor for a period not to exeeed three years from the date of the list, 

provided that a subsequent list for the sam e elass is not in effeet which 

contains sufficient names available for certification. 

(2) Reinstatement Lists. E1igibi1ity on reinstatement 1ists is for a 

12 month period from date of separation. ~ch e1igibility may be extended 

by the director for a period not to exceed three years from date of separa­

tion. 

Pers 11.05 PROHOTIONAL LI8T8 

(1) Service-loJide. A list established from competition open to all Quali­

fied state emp1oyes. 

(2) Restricted. A list established for a department or an employing unit 

by se1ecting names of the departmental or emp10ying unit employes by order 

of rank from a service-wide list. 

(3) Departmental. A list established from competition 1imited to a 

department or an emp10ying unit whenever position requirements do not indi­

cate service-wide competition to oo feasible. 

Pers 11.06 REMOITAL OF NAME8 FROM LI8T8 

(1) In addition to the reasons given in 16.13 (1), Wis. Stats., the diree­

tor may remove a name from a list under any of the following circumstances: 

(a) APPOINT'MENT. loJhen a person is appointed, his name shall oo 

removed from the list, but may be reactivated on such list upon written 

request. 

(b) FAILURE TO RESPOND TO INQUIRY. When a person does not respond 

within 5 work days to an inquiry relative to availability for emp1oyment. 

( c ) UNABLE TO LOCATE. When a person cannot be loea ted by rea sona ble 

means. 

(d) NON-SELECTION AFTFoR THREE CERTIFICATIONS. See 16.18 (1), HIs. stats. 
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(e) TERMINATION FROM STATE SERVICE. Upon termination a personTs name 

shall be removed from any promotional lists. 

(2) Names may be reactivated on the lists whenever information is received 

by the director which nullifies the reason for removal. 

Pers 11.07 STATEMENT OF AVA lIA BILITY • It shall be the responsibility of 

an eligible to inform the director of any change in his availability or the 

conditions under which he 1'\fill accept employment. 
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Chapter Pers 12 

CERTIFICATION 

Pers 12.01 ACTION BY APPOINTING OFFICER. When an appointing offieer wishes 

to fill a vaeaney, he shall submit arequest to the director on the prescribed 

form. 

Pers 12.02 ACTION BY THE DIRECTOR 

(1) The direetor shall certify eligibles or authorize appointment by other 

means as provided in the lawand rules. Except for persons who are on rein­

statement lists from layoff (See Pers 16.02), employment lists shall normally 

ba used in the following order of preferenee, subjeet to the diseretion of 

the direetor: (a) promotional, (b) open competitive. The director shall 

place on file reasons for exceptions from this order of preferenee. The 

director may submit the names of persons interested in transfer or reinstate­

ment (other than from layoff) along with or in lieu of a certifieation. 

(2) tVhenever in extraordinary circumstances an appointing offieer demon­

strates a clear need for speeial qualifications, such as speeialized training 

or pertinent prior experience, and such request is approved by the director 

pursuant to 16.13 (1), Wis. Stats., selectiva certification may be made of 

persons having those qualifications, even though in so doing other persons 

on the list with higher ratings but without such special qualifications may 

not be certified to that particular vaeaney. In such cases, the qualifica­

tions of the eligibles on the list shall be reviewed for possession of the 

speoial qualifieations beginning with the highest ranking eligible and con­

tinuing until certification ean be made. This provision shall not be used 

in any way to cireumvent the merit prineiple, and the director shall report bi­

monthly to the board on applieation of seleetive certification. 

Pers 12.03 USE OF BELATED LISTS 

(1) Lacking a complete oertification, the appointing offieer may request 



additional names to complete the certification. Additional names may ba 

certified and shall ba considered in rank order following those originally 

certified. 

(2) The diractor may certify additional names from list s of related higher 

or paralleI elasses to fill out an incomplete certification, or may make a 

complete certification from lists of ralated higher or paralleI elasses when 

no list exists for the class raquested. This is provided that the examina­

tions for the higher or paralleI elasses have measured the capability of 

eligibles to perform the work of the class for which certification is to be 

made. If such related list s are not available, a new list may be establishad 

from which to obtain the necessary names. 

Pers 12.04 STATEMENT OF AVAILABILITY OF APPLICANT. See Pers 11.07. 

Pers 12.05 TERMINATIaN OF A CERTIFICATION. Certification from a list must 

be made prior to the expiration date of the list, and eligibility for appoint~ 

ment from such certification shall not extend more than 30 calendar days 

beyond the expiration date, unIess the list has been extended. 
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Chapter Pers 13 

PRO~TIONARY PERIOns 

Pers 13.01 DEFINITION AND POLICY STA TE~1ENT • The proba tionary period is 

an integral part of the examination proeess, applieable in situations as 

outUned in the lawand in these rules, and shall be used to elosely observe 

the work of appointees and determine whether they will be ab1e to effeetively 

earry out their duties and responsibilities. At any time during a probation­

ary period that an employe does not demonstrate the neeessary eapabilities, 

he shall be removed from the position by the appointing offieer. 

Pers 13.02 DURATION. All probationary periods are for 6 months duration, 

exeept: 

(1) In the ease of trainees, the probationary period shall ba the tota1 

1ength of the training period, and 

(2) In cases where longer probationary periods are authorized in aeeord-

anee with 16.22 (1), Wis. stats. 

Pers 13.03 WHEN PROBATIONARY PERIOn REQUIRED 

(1) Original appointments to permanent or seasonal positions. 

(2) Appointment by promotion to permanent or seasonal positions, 

(3) For the duration that an employe is holding a position elassified as 

Trainee. 

(4) Appointment of a trainee to a permanent position in the objeetive class. 

Pers 13.04 1rJHEN PROP! TIONARY PERIOD PEffiUSSIVE 

(1) At the diseretion of the appointing offieer a probationary period may 

or may not be required in the following cases when movement is to a different 

emp10ying unit in the same department or to a different department: 

(a) Transfer (See Pers 15). 

(b) Reinstatement (See Pers 16. Note: A probationary period shall 

not be required for reinstatement under 16~24, Wis. stats.). 

(e) Vo1untary demotion (See Pers 17). 



(2) The appointing officer sOOll specify upon appointment and report to 

the bureau his determination to require an employe to serve such probationary 

period. Re shall likewise give written notice to the employe of his deter-

mination. 

Pers 13.05 LAPSES IN EMPLOYMENT 

(1) One Month Lapse. If an employe has lapses in employment not exceed­

ing one month due to: (a) injury arising from state employment and covered 

by workments compensation act, or (b) for another reason approved by the 

appointing offieer, the appointing offieer shall determine t\Thether the pro-

bationary period is to be extended to cover such absence. 

(2) Mare Than One Month Lapse. If an employe haa such lapse of employment 

totaling more than one month, the probationary period shall be extended by 

the length of the lapsed time, except that up to one month may be waived by 

the appointing offieer. 

(3) Layof!. If an employe is laid off due to lack of work or funda during 

a proba tionary period, and is la ter reappointed from the same employment list 

to a position in the same department, the time served shall be carried over 

and applied as a part of the probationary period for the second appointment. 

In cases where the second appointment is to a different department, the time 

served may be carried over at the discretion of the new appointing officer. 

Determination of any such earr,y-over shall be speeified at the time of the 

second appointment and reported to the bureau. The appointing offieer shall 

also give written notice to the employe of his determination. 

Resignation. If an employe resigns during a probationary period, and 

is later reappointed from the same employment list to a positian in the same 

or a different department, the time served may be carried over at the discre-

tion of the appointing officer. Determination of any such carry-over shall 

be specified at the time of the reappointment and reported to the bureau. 
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The appointing offieer shall also give written notice to the employe of his 

determination. 

Pers 13.06 LATEML MOVENENTS 

(1) Definition. Lateral movements for the purpose of this seetion inelude 

any movement (in the nature of a transfer) to a permanent or seasonal position 

in the same salary sehedule range and in the same or a elosely related class, 

while the employe is serving a probationary period. The probationary period 

time served prior to such a movement shall be, ~ be, or shall ~ be car-

. ried over and applied to the new' probationary period as follows: 

(a) HITHIN AN EMPLOYING UNIT. Shall be carried over. 

(b) BETIVEEN EMPLOYI1\JG UNITS OF SANE DEPARTMENT. r1ay be carried over. 

(e) BET1NEEN DEPARrMENTS. Shall not be carried over when movement is 

from a probationary period resulting from an original appointment or promo­

tion; ~ be earried over when movement is from a probationary period re sult­

ing from transfer. 

(2) In any of the above cases ivhere time served ~ be carried over, it 

shall be at the diseretion of the appointing offieer. Determination of any 

such carry-over shall ba specified upon appointment and reported to the bureau. 

The appointing offieer shall also give written notice to the employe of his 

determination. 

(3) vllien such a movement is made to a position in an unrelated class, there 

shall be ~ carry-over of probationary period and such appointment shall ba 

treated as an original appointment. 

Pers 13.07 TIME NOT eOUNTED. Time served in limited term employment or 

on an emergency or provisional appointment shall not be eounted as a part of 

any probationary period. 

Pers l3.~8 DISMISSAL 

(1) Action by Appointing Offieer. At any time during a probationary period, 
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the appointing offieer shall dismiss an employe whose eonduet or eompetency 

does not merit his eontinuanee in the position. See 16.22 (1), ~Vis. stats., 

Pers 14.03 (1), Pers 15.04 (2), and Pers 20.03 (5) (a) for rights of employes 

who are on probationary periods for eertain transactions. 

(2) Dismissal Notice Required. ~llien a dismissal is to be effeeted, the 

appointing offieer shall immediately notify in writing the person to be dis­

missed of the reasons for dismissal and the date on whieh dismissal is to 

oeeur, and send a eopy of such notice to the direetor. Any employe who is 

dismissed while on a probationary period under the provisions of Pers 14.03(1), 

Pers 15.04 (2), or Pers 20.03 (5) (a), shall also be notified whether or not 

he is to be restored to his former position and salary. 

(3) Reactivation of Name on Em.ployment Lists.. See 16.22 (3), Wis. Stats. 

Pers 13.09 PROGRESS REPORTS. At such times during a probationary period 

and in such manner as the director may require, the appointing offieer shall 

report to the director his judgment as to the employets willingness and ability 

to effectively perform the work of the position, and as to his suitability 

and dependability. 

Pers 13.10 SUCCESSFUL COMPLETION. If the performance of an emp10ye on a 

probationary period has been satisfaetory, the appointing offieer shal1 notify 

the emp10ye and the director in writing that the emp10ye wi11 receive a per­

manent appointment. Permanent status begins when an employe reports for work 

(unIess on approved leave) on the first work day following completion of the 

probationary period. No employe shall be denied permanent status after suc­

cessfu1ly comp1eting a probationary period because an appointing offieer 

fai1s to submit notice of the permanent appointment. 

Pers 13.11 EXTENDED PROBATIONARY PERIODS. Extended probationary periods 

as provided for in 16.22 (1), Wis. Stats. shal1 be applied on a class basis. 

At any time after the first 6 months of such probationary period has been 
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served by an emp1oye, the appointing offieer may terminats ths probationary 

period, provided the appointing offieer notifies in wrlting both the emp10ye 

and the direetor one month prior to the effective date of such action. 

-5- (Pers 13) 



Chapter Pers 14 

PROHOTION 

~14.01 DEFINITION. Promotion is the movement of an emp10ye with per­

manent status from a position in one class to a position in a different class 

having a greater salary range maximum as specified by 16.19 (2), Wis. Stats. 

Pers 14.02 EXCLUSIONS 

(1) The appointment of an employe to a position in a higher classification 

while the employe is serving a probationary period on an original or promo­

tional appointment shall be considered as a new original appointment or new 

promotional appointment resneetively. 

(2) The appointment of an employe with former permanent status who returns 

to state service after a break in service not covered by leave to a posi tion 

in a higher classification shall be considered as an original appointment. 

(3) For provisions relating to the appointment of persons or employes to 

positions classified as Trainee see Pers 20. 

Pers 14.03 KINDS OF PROHOTION; STATUS AND RIGHTS 

(1) For Promotion Within the Same Department. In aecordanee with 16.22(1), 

Wis. stats., the employe shall be required to serve a probationary period. At 

any time during this period the appointing offieer may remove and restore the 

employe to his former position or a similar position and salary without the 

right of appeal. Any other removal, suspension without pay, or discharge 

during the probationary period shall be subjeet to 16.24 (1), Wis. stats. 

(2) For Promotion Between Departments. In accordance with 16.22 (1), 'tITis. 

Stats. the employe shall be required to serve a probationary period. At any 

time during this period the appointing offieer may dismiss the promoted 

employe. See 16.22 (3), Wis. Stats. for provisions relating to reinstate­

me nt eligibility of an employe so dismissed. 



Pers 14.04 SA LA RY ON PROf10TION. In this sectian ~ range and step refer 

to the salary schedule range and step amount in such range for the class to 

l-Thich an employe is promoted. 

(1) Immediate Increase. An employe's present salary rate shall be increased 

to the minimum of the new range if his present rate is one step or mare below 

the minimum of the new range. If an employe 's present rate is less than one 

step below the minimum of the new range or is above the minimum of the new 

range, his present rate shall be increased by an amount equal to one step. 

(2) Salary Afte!' Six Months. Upon completian of the first six months of 

the probationary period the promoted employe shall receive an increasa of one 

step, subject to the limitations of 16.105 (2) (b)" His. stats. 
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Chapter Pers 15 

TRANSFER 

Pers 15.01 DEFINITION. A transfer is the movement of an employe with perma­

nent status from one position to another position in the same salary sehedule 

range. 

Pers 15.02 IA TERA L TefOVEMENT TrJHILE ON PROM TIONARY PEFIOD..S. See Pers 13.06. 

Pers 15.03 APPROVAL BY DIRECTOR. All transfers into or within a depart­

ment except reassignments to different positions in the same elass in the 

same employing unit require prior approval by the director. 

Pers 15.04 KINDS OF TRANSFER; STATUS Mm RIGHTS 

(1) Transfer Betl'l1een Departments. An employe who transfers between depart­

ments may be required to serve a probationary period at the diseretion of the 

appointing offieer. If during this period his service s are found to be un­

satisfaetory he may be separated at the diseretion of the appointing offieer 

without the right of appeal. See 16.22 (3), Wis. Stats. for provisions relat­

ing to reinstatement eligibility of an employe so dismissed. 

(2) Transfer Between Different Emp10ying Units of the Same Department. An 

employe who transfers bettveen different employing uni ts of the same depart­

ment may be required to serve a probationary period at the diseretion of the 

appointing offieer. 

(a) If the appointing offieer does not reouire a probationary period 

the emp10ye retains permanent status previously aeouired. 

(b) If a probationary period is required, the appointing offieer may 

restore the employe to his previous position or similar position and salaryat 

any time during this period. Any other removal, suspension without pay, or 

discharge during the probationary period shall be subjeet to 16.24 (1), Wis. 

Stats. 

(3) Transfer lJi thin the Same Employing Uni t. An employe who transfers to 



a position in a different elass within the same employing unit or an employe 

who transfers to a position in the same elass (reassignment) shall not be 

required to serve a probationary period. In the latter ease the transfer 

does not require approval of the direetor. 

Pers 15.05 SAIARY ON TRAlITSFER. When an employe transfers the rate paid 

may be any rate within the salary schedule range which is not greater than 

the last rate received in his former positian. In any transfers where an 

employe is required to serve a probationary period, comp1etion of such pro­

bationary period sha11 not make the employe eligible to receive a sa la ry 

increase as provided in 16.105 (2) (d), vJis. Stats. 
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Chapter Pers 16 

REINS TA TFJ'lENT 

Pers 16.01 DEFINITION. Reinstatement is the restoration without competition 

of an employe or former employe to a position in the same or a close1y re1ated 

class in which he was previously emp1oyed. Reinstatement app1ies to permanent 

and legislative emp10yes as covered in 16.23 (2), Wis. stats.; emp10yes who 

enter mi1itary service as covered in 16.276 (1) (b), Wis. stats.; and for 

seasona1 emp10yes as provided in Pers 9. 

Pars 16.02 TYPES AND CONDITIONS OF REINSTATEMENT 

(1) Layoffs Havs Priority. An emp10ye who has been laid off or demoted in 

1ieu of layoff sha11 be reinstated when a vacancy for whieh he is qua1ified 

occurs in the de pa rtme nt from whieh he was laid off, according to the inverse 

order of the 1ayoff. The appointing offieer sha11 notify eaeh person laid off 

that he may estab1ish reinstatement eligibility through the bureau within one 

year from the date of layoff, and that he may request that his eligibi1ity be 

extended for one year intervals not to exeeed three years from date of layoff~ 

(2) Permissive Reinstatements. An employe who has been separated from 

state service without misconduct or de1inqueney, or l~O has accepted a vo1un­

tary demotion for personal reasons, may establish reinstatement eligibi1ity 

for emp10yment in any department subject to approva1 of the direetor, provided 

that: 

(a) The individual or an appointing offieer requests reinstatement within 

one year (a 1agisla ti ve emp10ye t'VJ'O years) from date of separa tion; or 

(b) An appointing offieer requests an individua1's reinstatement after 

the first year and within three years from date of separation; and approva1 

is given pursuant to 16.17 (2), Wis. stats. 

(3) Reinstatement by Personne1 Board or Court Action. ~ee 16.2h, Wis. stats. 

A probationary period shal1 not be required for such reinstatement. 



(4) Non-Comp1etion of Probationary Period Upon Promotion. See 16.22 (1), 

lr1is. stats. and Pers 14.03 (1). 

Pers 16.03 KINDS OF REINSTATEMENT; STATUS AND RIGHTS 

(1) Reinstatement to Different Department. An emp10ye who is reinstated 

to a department other than the one from whieh he earned reinstatement rights 

may be required to serve a probationary period at the diseretion of the ap­

pointing offieer. If not required to serve a probationary period the emp10ye 

resumes permanent status immediate1y. If required to serve a probationary 

period and during such period the emp10ye l s service s are found to be unsatis­

faetory he may be separated without the right of appea1 at the discretion of 

the appointing offieer. 

(2) Reinstatement to a Different Emp10ying Unit of the Same Department. 

An emp10ye who is reinstated to a different emp10ying unit in the same depart­

me nt from whieh he earned reinstatement rights maybe required to serve a 

probationary period at the diseretian of the appointing offieer. If not re­

quired to serve a probationary period the emp10ye resumas permanent status 

immediately. If required to serve a probationary period and during such period 

the emp10ye t s serviees are found to be unsatisfactory he may ba separated with­

out the right of appeal at the diseretion of the appointing offieer. 

(3) Reinstatement to the Same Emp10ying Unit. An emp10ye sha11 not be re­

quired to serve a probationary period when reinstated to the same emp10ying 

unit that he 1eft. Such an emp10ye resumes permanent status immediate1y. 

Pers 16.04 DISHISSAL DURING PIDBATIGr-TARY PERIOD. The name of an emp10ye 

who is dismissed from a probationary period following reinstatement may at 

the diseretion of the direetor be returned to the reinstatement list. 

Pers 16.05 SALARY ON REINSTATEMENT 

(1) When an employe is reinstated, the salary may ba: 

(a) At any rate within the salary schedule range of the elass reinstated 
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to, whieh is not greater than the rate reeeived upon separation (p1us inter­

vening service-wide sa1ar,y adjustments), or 

(b) At the minimum of the sa1ary schedule range if the minimum exeeeds 

the rate last reeeived, or 

(e) In the case of emp10yes restored following military service see 

16.276, 1n1is. Stats. 

(2) In any reinstatements where an emp10ye is required to serve a proba­

tionary period, eomp1etion of such probationary period sha11 not make the 

emp10ye e1igib1e to reeeive a salary inerease as provided in 16.105 (2) (d), 

Wis. stats. 

Pers 16.06 SENIORITY. See Pers 19. 
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Chapter Pers 17 

DE~1OTION 

Pers 17.01 DEFINITION. A demotion is the movement of an employe with perma­

nent status from a position in one class to a position in another class that 

has a lower salary range maximum. 

Pers 17.02 EXCLUSIONS 

(1) The appointment of an employe to a position in a lower classification 

while the employe is serving a probationary period on an original appointment 

shall ba considered as a new original appointment. 

(2) The appointment of an employe with former permanent status to a posi­

tion in a lower classification following a break in service not covered by 

leave shal1 be considered as an original appointment except when such return 

shall be considered as a reinstatement. See Pers 16. 

(3) The reduction in the classification of a position held by an employe 

with permanent status that does not involve movement of the employe to a dif­

ferent position is considered a reclassification. See Pers 3. 

(4) The action bywhich a promoted employe is restored to his prevlous posi­

tion and salary as provided in Pers 14.03 (1) is not considered a demotion. 

See Pers 16. 

(5) Salary reduction that does not involve a changa in positions or class 

is not considered a demotion. See 16.24 (1), v.Tis. sta ts • 

. P!3rs 17.03 REPORT OF APPOINTING OFFICER; APPROVAL BY DIRECTOR 

(1) All demotions shall be reported to the director in acoordance with 

16.24 (1) and 16.25 (1), Wis. Stats. 

(2) Approval of the director is raquired to deterrnina the aligibility of the 

emp10ye to perform tha duties of the position in the class to which he is demoted. 

Pars 17.04 KINDS OF DEMOTION; STATUS AND RIGHTS 

(1) Involuntary Demotion Within a Department. An appointing offieer may 



demote an emp10ye for diseip1inary purposes as provided in 16.24 (I), Wis. 

stats. or as aresult of reduetion in force in lieu of laying him off. 

(a) In either ease: the demotion may be made to any positian Within 

the department regardless of emp10ying unit; and the employe may appeal the 

demotion within 10 ealendar days of the effective date of such action. 

(b) An emp10ye demoted for discip1inary purposes does not retain perma­

nent status previously acquired in the higher class of positian, nor does he 

retain reinstatement e1igibility to the higher class of position. He does 

acquire permanent status and tenure rights in the class of positian to which 

he is demoted. No probationary period shall be required for an emp10ye demoted 

for disciplinary purposes. 

(e) An employe demoted in 1ieu of layoff retains permanent status pre­

viously aequired in the higher class of positian. For provisions relating to 

the reinstatement of an employe so demoted,see Pers l6~ No probationary 

period sha1l be required for an employe demoted in 1ieu of layoff. 

(2) Voluntary Demotion Within a Department. An emp10ye ivith approval of 

the appointing offieer mayaccept a voluntary demotion within the department 

either to a position in the same employing unit, or to a position in a dif­

ferent employing unit. Aeeeptanee of such voluntary demotion shall be fur­

nished the direetor in writing by the employe. 

(a) In either ease, tenure rights to the previously held positian are 

not retained. 

(b) If the demotion is to a positian in the same employing unit, an 

employe retains permanent status preYiously aequired and a probationary period 

for employment in the 10wer class of positian sha1l not be reQuired. 

(e) If the demotion is to a positian in a different emp10ying unit, the 

employe may be required to serve a probationary period at the diseretion of 

the appointing offieer. If during such period the service s of the emp10ye 
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are found to be unsatisfactory, he may be separated without the right of 

appeal. If the employe is not required to serve a probationary period, he 

retains permanent status previously aequired. 

(d) For provisions relating to the return of an employe to his former 

class of position, see Pers 16. 

(3) Voluntary Demotion Between Departments. An employe may move to a posi­

tion in a lower classification in a diffarent department as a voluntary action 

either for personal reasons 01' in lieu of being laid off. 

(a) In either case, the employe may be required to serve a probationary 

period at the diseretion of the appointing offieer, and ir during this period 

the employe's sarviees are found to be unsatisfaetory, he may ba separated 

without the right of appeal. If the employe is not required to serve a pro­

bationary period, he retains permanent status previously acquired. 

(b) For provisions relating to the return of an employe to his former 

class of position, see Pers 16. 

Pers 17.05 SAIARY ON DEMOTION. lVhen an employe is demoted the rate paid 

may ba any rate within the salary schedule range for the class to whieh he is 

demoted which is not greater than the last rate reeeived immediately prior to 

his demotion. In any demotion where an employe is required to serve a proba­

tionary pariod, completion of such probationary period shall not make the 

employe e1igible to recaive a salary inerease as provided in 16.105 (2) (d),. 

Wis. stats. 
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Chapter Pers 18 

Vacation 
Siek Leave 
Leave Without Pay 
Laave With Pay - Injury 
HoJidays 

ABSENCES 

Military Service 
Civilian Service 
JUry Service 
Unclassified Service 
Workmen's Compensation 

Pers 18.01 DEFINITION. Laave of Absenee means absenee from employment 

with the approval of the appointing offieer in aecordanee with the appro-

priate statutory provision or rule. Throughout these rules month means a 

calendar month or the period from a given date in one month through the 

elate preeeeding the given date in the following month. 

Pers 18.02 VACATION 

(1) Employes Who Eam Vaeation. All elassified employes shall earn vaea-

tion except~ 

(a) Emergeneyemployes. 

(b) Provisional employes. 

(0) Limited term employes. 

(d) Employes who do not qualify under 16.275 (1) (e), Wis. stats. 

Vacation may not ba earned subsequent to an employefs last aetual work day 

if immediately followed by termination. 

(2) Continuous Service. Continuous service shall include all time the 

employe has been in continuous employment status. The continuous service of 

an employe eligible for vaoation shall not be considered interrupted if he: 

(a) Was absent for not more than 30 eonsecutive ealenoor days. 

(b) Was on an approved leave of a bsenee. 

(e) Laft the service for any reason exeept to take other employment 

and is reemployed within three years, employment by any other political sub­

division of this state shall not be construed as other employment. 

(d) Was a bsent on mili tary leave. 



(e) Was absent due to injury or illness arising from state employment 

and covered by the workments compensation act. 

(3) Computing Years of Service. In determining the number of full years 

of service completed credit shall be given for all Ume :tn employment status. 

Any absence of more than 30 calendar days except for military leave and 

absence due to injury or illness arising out of state employment and covered 

by the workments compensation act shall not be counted. Only the most reeent 

period of continuous service may be counted in determining an employets length 

of service. 

(4) Eligibility. After completion of the first 6 months of a probationary 

period for an original appointment established pursuant to 16.22 (1), Wis. 

Stats., or after the first 6 months of employment as a Trainee unIess covered 

under Pers 18.04 (3), employes shall be granted noncumulative vacation based 

on accumulated continuous state service as follows: 

(a) REGUIAR EMPLOYES 

1. Persons who were employed on January 1, 1959, or whose absence 

on that date is covered under Pers 18.02 (2), and were employed prior to 

January 1, 1958, at the rate of 3 weeks for a tulI yearts service and at the 

rate of 4 weeks after twenty full years of service. 

2. Persons, except those provided for in Pers 18.02 (4) (a) 1. above, 

at the rate of 2 weeks each year for a full year of service during the first 

five years of service; 3 weeks each year for a full year of service during 

the next fifteen years of service; 4 weeks each year for a full year of ser­

vice after twenty years of service. 

(b) SCHOOL YEAR EMPLOYES. Employes who are re gularly employed on a 

school year basis for less than 12 mon th s out of a year but who are employed 

6 or mo re months in continuous service in the employing department shall be 

granted prorata vacation consistent with Pers 18.02 (4) (a). Such continuous 
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service need not be in a sing1e year. 

(e) SEASOTITAL EMPLOYES. Emp10yes who are regular1y emp10yed for 1eas 

than 12 months out of a yaar but who are emp10yed 6 or more months in eontinu-

ous service in the emp10ying department sha11 be granted prorata vaeation con­

sistent with Pers 18.02 (4) (a). Such continuous service need not be in a 

sing1e calendal' year_ 

(5) Computing Vacation 

(a) Vacation credits in any givan year sha11 not be earned for any period 

of absenee without pay except that for administrative purposes any approved 

1eave or 1eaves of absenee tota1ing 30 ea1andar days or 1ess in a ca1endar year 

may be disregal'ded. 

(b) Vacation for emp10yes covered in Pers 18.02 (4) (a) 2. sha11 be pro-

rated during the fifth year of emp10yment at the rate of 2 and 3 weaks respee­

tive1y. 

(e) Vaeation for emp10yes covered in Pers 18.02 (4) (a) 1. and Pers 

18.02 (4) (a) 2. sha11 be prorated during the twentieth year of emp10yment at 

the rate of 3 and 4 weeks respeetive1y. 

(d) Upon termination of emp10yment vaeation sha11 be prorated. 

(e) The following tab1e prorates vaeation to the nearest 1/4 dayon the 

basis of an emp10ye l s vaeation rate for the fraetiona1 part of a month worked: 

Vaeation Days Earned for Fl'aetiona1 Part of a Month 

Beginning Emp10ya Ending Emp10ye 
Beginning Date Days Earned Ending Date Days Earned 

of Month 2 weeks 3 weeks Ii weeks of Month 2 weeks 3 waeks Ii weeks 

1 - 5 10/12 15/12 20/12 1 - 5 0 0 0 
6 - 10 8/12 12/12 16/12 6 - 10 2/12 3/12 4/12 

11 - 15 6/12 9/12 12/12 11 - 15 4/12 6/12 8/12 
16 - 20 4/12 6/12 8/12 16 - 20 6/12 9/12 12/12 
21 - 25 2/12 3/12 4/12 21 - 25 8/12 12/12 16/12 
26 - 31 0 0 0 26 - 31 10/12 15/12 20/12 
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After eomputing in twelfths the total vaeation earned, divide 

by 12 to determine full days and apply the remaining fraetion 

to the following schedule: 

Ramaining Fractions 

1/12· 
2/12; 3/12 
5/12, 6/12 
8/12, 9/12 
11/12 

or 4/12 
or 7/12 
or 10/12 

Vaeation Credit Conversion 

o 
1/4 Day 
1/2 Day 
3/4 IBy 
1 ])ay 

(6) When Vaeation N'ay be Taken. In determining vaeation sehedules the ap-

pointing offieer shell respeet the wishes of the eligib1e employes as to the 

time of taking their vaeation insofar as the needs of the service wi1l permit. 

Vaeation al10wanee sha1l be taken during the vaeation year exeept that em-

ployes who are required by their appointing offieer to defer all or a part 

of their vaeation for a given vaeation period may be permitted to take it 

within the first 6 months of the ansuing vaeation year. 

Pers 18.03 SICK LEAVE 

(1) Employes Who Earn Sick lJ3ave. All elassified employes shall earn sick 

lea va exeept,: 

(a) Emergency employes. 

(b) Provisional employes. 

(e) Limited term employes. 

(2) Aeerual of Siek teave 

(a) Siek leave shall aeerue at the rate of one day of siek leave for 

eaeh ealendar month of service. Siek leave allowanee shall be aeeumulated 

in the employe's base siek leave aeeount until a maximum of 60 days has aeerued. 

(b) Sick leave credits in any given year shall not be earned for any 

period of absenee without pay or time othe~vise not worked or paid for except 

tha'l:i for administrative purposes any approved absenee or absenees totaling 30 

ealendar days or less in a ealendar year may be disregarded. 
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(e) Unused siek leave in exeess of 60 days shall aeeumulate in the 

employe' s reserve siek leave aeeount. No siek leave shall acerue in the 

reserve aeeount unless the 60 day maximum is maintained in the base aeeount. 

(d) 8iek leave shall not be used until it has been aeerued. 

(3) Use of 8iek Leave, The normal use of siek leave shall be eharged to 

the base aeeount. In the event of extended illness siek leave taken shall be 

eharged to the base aeeount until that is exhausted. 8iek leave in the re­

serve aeeount may be used only upon reeommendation of the employe's appoint­

ing offieer and with the approval of the eommissioner of administration and 

the direetal'. 

(4) Eligibility for 8iek Leave 

(a) Eaeh permanent elassified employe, employe serving his probationary 

period and seasonal employe who has earned siek leave credits shall be eli­

gible for siek leave for any period of absenee from employment whieh is due 

to his illness, bodily injury, exposure to eontagious disease, attendanee 

upon members of his immediate family (employe's parents, wife, husband, ehild­

ren, brother, sister OI' another membeI' of the immediate household) where em­

ploye's presenee is required OI' death in the immediate family of the employe 

OI' his spouse. 

(b) An appointing offieer may require a medical eertifica te to justify 

the granting of siek leaveo 

(5) Effeet of Termination of Employment. Previously aeeumulated siek leave 

shall not be terminated by absenee on approved leave as provided in these 

rules. Separatian from the service by resignation, retirement, OI' for eause 

as provided in 16.24, Wis. stats. shall eaneel all unused aeeumulated sick 

leave allowanee. Whenever a permanent employe is laid off due to lack of 

work OI' funds, any unused aeeumulated siek leave allowanee shall eontinue in 

effeet, if he is rehired by any department within one year. 
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(6) Table for Prorating Sick Leave 

Beginning Employe Ending Employe --

Beginning !ate Days Earned Ending Da te Days Earned 

1 - 8 
9 - 23 

24 - 31 

1 
1/2 

o 

1 - 8 
9 - 23 

24 - 31 

o 
1/2 

1 

Pers 18.04 OTHER PROVISIONS RELATING TO VACATION AND SICK LF~VE 

(1) Vacation or Sick Leave on Holidays. In the event that a holiday falls 

on a regu1ar work day within the week or weeks taken as vacation or sick 

leave, such holiday shal1 not be charged as vacation or sick leaveo For any 

day on which work is suspended, such suspension shall not be construed to 

extend any vacation or sick Ieave to an employe in such status at the time. 

(2) Transfer of Credits. Whenever an emp10ye eligible for vacation or 

sick 1eave separates from t,he service of one employing unit of the state and 

accepts, by certification or transfer, service in a classified position in 

another emp10ying unit of the state, ob1igation for any accumulated and 

unuaed vacation and sick Ieave allowance shall be assumed by the new employ-

ing unit. 

(3) Effect of Classification Changes. Promotion, demotion or ehange in 

classification of the position heId by an employe shall not cause him to for-

feit or lase his earned vacation or sick 1eave rights or privileges. 

(4) Effect of Change in Status. See Pers 10.09 (3). 

Pers 18.05 LEAVE WITHOUT PAY 

(1) vJhen Granted 

(a) ADllINISTRATDTE LEAVE. Leave without pay for a period not to exceed 

one month may be granted by the appointing offieer. 

(b) FORMAL IJEAVE. Applieation for a 1eave in exeess of one month sha11 

be fi1ed by the emp10ye on forms supp1ied by the bureau. A c1assified emp10ye 

may be a110wed a leave of absence without pay for a period not to exceed one 
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year. Such leave is subject to the reeommendation of the appointing offieer 

and the approval of the director before beeoming effeetive. Such leave shall 

be granted only when it will not resuIt in prejudiee to the interests of the 

state as an empIoyer beyond any benefits to be reaIized upon the employe's 

return to the service. Leave without pay may be granted for: edueational 

purposes where direet or indireet benefit aeerues to the service; purposes 

of working for a limited period in other employment where the experience 

would afford adireet benefit in the performance of his work for the state 

upon his returnj maternity cases and exceptional personal reasons other than 

those mentioned aboveo Failure to return on or before the expiration of such 

leave or upon the caneellation or revocation thereof by the director shall 

be considered as separatian from the service, and the nature of the separa­

tion action shall be determined on the merits of the case unIess it is shown 

to the satisfaetion of the appointing offieer and the director that faiIure 

to report l>TaS exeusable. teave of absenee beeause of illness or. for eduea­

tional purposes may be extended up to two years on a year to year basis on 

the reeommendation of the appointing offieer and the approval of the direetor. 

(e) SUMMER LEAVE. Classified employes whose serviees are not required 

at institutions during a summer reeess shall be considered to be on leave of 

absenee without pay. 

(2) Rights Upon Return From Leave of Absenee. A properly exeeuted leave 

of absenee without pay shall aeeord the employe the right to be returned to 

his posj.t.ion or one of like nature on the expiration thereof or sooner if 

agreeable to the appointing offieer, exeept that if the positian has been 

abolished through legislation or material reorganization of the department, 

the employe shall be given consideration for any other position of similar 

grade and elass whieh in the opinion of the direetor does not require quali­

fieations substantially higher than or different from those of the position 
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previously held, and if there ba no such position, the layoff provisions of 

the lawand these rules shall apply. If it is found necessary to fill the 

position during the interim, the new employe shall vaeate the position upon 

the return of the absent employe subject to layoff, transfer, or demotion 

rights earned under the lawand these rules. Such leaves without pay shall 

not operate to interrupt the seniority or salary advancement consideration, 

or cancel accumulated siek leave of the absent employe. Holidays or other 

non-work days' immediately preeeding the employe's return to duty, shall be 

counted as part of such absenee. 

(3) Absenee Without teave. Anyabsenee of an employe that is not author­

ized under these ru1es sha11 be considered as an absenee without leave. Such 

absenee may be considered as a resignation or may be grounds for disciplinary 

action. Any emp10ye who is separated from the service on the basis of absence 

without leave may thereby be deemed to have forfeited his reinstatement eli­

gibility. 

Pers 18.06 tEAVE WITH PAY - INJURY. Continuing salaries to certain employes 

unable to w·ork due to injuries incurred in line of duty in hazardous employ­

ments. See 16.31, \vis. Stats. and Pers 5.05. 

Pers 18.07 HOLIDAYS. Lega1 Holidays: January 1; May 30; July h; the first 

Monday in September; the fourth ThursdaY in November or the day appointed by 

the Governor as a day of thanksgiving; December 25; the day following if Janu­

ary 1, May 30, Ju1y 4 or December 25 falls on Sunday; afternoon on Good Friday; 

the afternoons of December 24 and 31. In order to carry out the intent of 

16.275 (6)(an), l"'is. Stats. to grant employes 7! days annually for holidays, 

an employe sha11 be granted equi valent compensa tory time off ivhen; 

(1) The employe is required to work on a holiday or 

(2) A holiday falls on his regularly scheduled daY off. 

1~en such eompensatory time off shall be granted is discretionary with the 
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appointing offieer, and he may permit such tiqe to be anticipated and used 

on the same basis as vacation. See Pers 18.02 (6). 

Pers 18.08 MILITARY SERVICE 

(1) National Guard, State Guard, Reserve Corps. Attendance at du1y ordered 

mi1itary and nava1 sChoo1s, fie1d camps of instruction and nava1 exercises. 

See 16.275 (4), Wis. Stats. 

(2) Active Service. See 16.276, Wis. Stats. 

Pers 18.09 CIVILIAN SERVICE. Service during a period officia11y proclaimed 

to be a national emergency or 1imited national emergency. See 16.276 (1) and 

16.276 (2) (b), Wis. stats. 

Pers 18.10 JURY SERVICE. See 16.275 (5), 11Jis. Sta,ts. 

Pers 18.11 UNClASSIFIED SERVICE. Emp10yes in the classified service ap­

pointed to positions in the unc1assified service. See 16.274, Wis. Stats. 

Pers 18.12 WORKMEN1S COMPENSATION. Relation to the use of sick 1eave and 

vacation. See Pers 5.06. 
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Chapter Pers 19 

SEN IORITY 

Pers 19.01 DEFINITION. Seniority is an employets total applieable service 

at any level with the state, applied as a faetor in determining rank in pro­

motions and layoffs. 

Pers 19.02 LDlITATIONS AND INCLUSIONS 

(1) Applieable Service for Computation 

(a) All permanent employment in the elas sified service. 

(b) All seasonal employment in the elassified service whieh has resulted 

in eonseeutive seasonal reinstatements, and seasonal employment followed by 

permanent employment within the reinstatement period of three years. 

(e) Time on military leave; or leave while serving in an unelassified 

position as provided in 16.274, Wis. Stats. 

(d) Employment during a probationary period, provided permanent status 

has resulted. 

(2) Non-Applieable Service 

(a) Employment in a limited term position or while serving an emergeney 

or provisional appointment. 

(b) Employment in an unelassified position exeept as provided in 16.274, 

Wis. Stats. 

(e) Time spent on leaves of absenee other than military leave, exeept 

when in the judgment of the direetor the leaves are of direet benefit to state 

service. 



Chapter Pers 20 

EMPLOYE TRAINING AND DEVELOPMENT 

Pers 20.01 DEFINITION OF STATE TRAINING PROGRAMS. State Training Programs 

inc1ude all forma1 and info~a1, off-the-job and on-the-job deve1opmenta1 acti-

vities and devices that are conducted aspart of, or associated with state 

emp1oyment, which increase the know1edge, skill and general eompetency of 

emp1oyes, and whieh aid in estab1ishing favorab1e emp10ye attitudes and work 

habits. 

Pers 20.02 TRAINING POLICY, Reeognizing that training is an integra1 part 

of the management proeess, the director, in order to implement the state 
., -

training policy as set forth in 16.21 (1), Wis, stats., sha11 assist operat-

ing ageneies by promoting, formulating, eondueting, eo-ordinating and assist-

ing in state training programs to the end that transaction of the stateIs 

business wi11 ha performed effeetive1y, efficient1y, andwith the greatest 

eeonomy to the state through satisfied emp1oyes. 

Pers 20.03 TRAINEE CLASRIFICATION 

(1) Use of Trainee Classification. The direetor may authorize the use of 

the Trainee classifieation when: 

(a) Qua1ified app1ieants are not availab1e for the objeetive classifi-

eation, or 

(b) Fi11ing the position as a Trainee wi11 be more appropriate than ap-

pointment in the objeetive c1assifieation, or 

(e) Speeia1 eonditions exist as part of the provisions for the use of 

gifts, grants, bequests, or other deviees from individua1s, partnerships, as­

soeiations, or eorporations for providing emp10yes with the training and/or 

experience to meet the qua1ifieations of the objective classification. 

(2) Trainee Sa1ary Range. The salary range for a position elassified as 

Trainee shall ba subject to the approva1 of the director. 



(a) The minimum of such range shall be e ompa rabI e to the minimum salaries 

of classifications having similar qualifications. 

(b) The maximum of such range shall not exceed the minimum salary of the 

objective classification for which the employe is being trained. 

(3) Salary of a Trainee. The starting sa la ry rate and salary increases 

during the training program shall be subject to the approval of the director. 

Appointment may be made at that point in the salary range commensurate with 

previous training and/or experience. 

(4) Salary of a Permanent Employe Appointed as Trainee. This subsection 

applies to the salary of an employe appointed to fill a vacancy in a Trainee 

positian either in the same department or in a different department. The 

term step as used in this subsection refers to the salary step amount in the 

salary schedule range from which the employe moves when appointed to the 

Trainee positian. 

(a) When the employe's present salary rate is above the maximum of the 
, 

Trainee salary range, his rate in the Trainee sa la ry range shall be at the 

maximum of such range. 

(b) When the employels present salary rate is less than one step below 

the minimum of the Trainee salary range, or is above the minimum but less than 

the maximum of such range, his present rate shall be increased by an amount 

equal to one step, or deterrnined in accordance with Pers 20.03 (3), whichever 

is higher. 

(e) When the employe1s present rate is mare than one step be10w the 

minimum of the Trainee sa1ary range, his Dresent rate sha11 be increased to 

the minimum of the Trainee sa1ary range, or deterrnined in accordance with 

Pers 20.03 (3). 

(5) Status and Rights. A Trainee sha11 be on a probationary period for 

the duration of his training program as provided in 16.22 (5), Wis. stats. 
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(a) However, the appointment of a permanent employe to a Trainee posi­

tion within the department shall, as provided in 16.22 (1), Wis. Stats., be 

deemed a changa in job status, and shall not affeet the permanent status and 

1"'ights previously aequired loTi thin such department. At any time during the pro­

bationary period the appointing offieer may remove and restore the employe to 

his former position and salary without the right of appeal. Any other removal, 

suspension w'i thout pay, or discharge during the proba tionary period sOOl1 be 

subject to 16.24 (1), l~is. Stats. Upon successful completion of the training 

program the trainee shall assurne the class title of the objective classifica­

tion. He shall serve a probationary period in the objective classification. 

(b) A permanent employe appointed to a Trainee position in another de­

partment, or a person entering a Trainee positian on an original appointment, 

may be separated without the right of appeal, at the discretion of the ap­

pointing offieer, at any time prior to achieving permanent status in the 

objeetive class. Upon successful completion of the training program the 

trainee shall assume the class title of the objeetive classification. He 

shall serve a probationary period in the objective classifieation. 

(e) The appointment of an employe who has qualified at the objeetive 

classification following completian of the training program shall not be eon­

sidered a promotion for salary purposes provided in 16.105 (2)(dx), lN'is. stats. 

(6) Approval and Reporting. No person shall be appointed to a Trainee 

position prior to approval of the written training program by the direetor. 

The written training agreement shall be submitted to the director at the 

time of appointment. 

Pers 20.04 PERFORMANCE DEVELOPMENT. A task and performance reviev'T shall 

be made at least once each year by the appointing offieer for and with each 

permanent classified employe for the purpose of helping each employe maintain 

and surpass minimum performance standards of all the tasks of his position. 
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Chapter Pers 21 

RESlmJA TION 

Pers 21.01 SUBMISSION OF RESIGNATlON. Every effort shall be made by an 

appointing offieer to obtain a written resignation from a permanent employe 

who voluntarily leaves the service. Such resignation shall eontain the 

reasons therefore and be submitted in duplicate to the appointing offieer 

no'$' less than 15 ealenoor days prior to the efreetiva date. The appoint­

ing offieer will retain the original of such resignation and shall transmit 

the duplieate to the bureau. Except for extenuating circumstances, failure 

of an employe to submit such resignation shall result in forfeiture of rein­

statement eligibility. 

Pers 21. 02 WRITTEN RES IGNA TION NOT REQUIRED. Separa tion of emergency, 

provisional, limited term or seasonal employes from the service at the end 

of such employment period shall be deemed to constitute normal or automatic 

separations and therefore need not be accompanied by written resignations. 



Chapter Pers 22 

IAYOFFS 

Pers 22.01 PURPOSE. This layoff proeedure adopted pursuant to l6.2h (2), 

Wis. stats., is intended to give due consideration to the two essential fac­

tors which should determine a permanent employefs right to be retained in the 

service--Iength of service and efficiency, considered in such a way as to be 

fair to all employes and to retain for the state service its most effective 

and efficient personnel. 

Pers 22.02 LIMITATIONS. A permanent employe in the elassified service 

shall not be laid off from any position while any limited term, emergency, 

provisional or probationary employe is eontinued in a position of the same 

elass or equivalent class in the department or other iayoff unit involved. 

Pers 22.03 IAYOFF BY DEPART~ffiNTS. The normal layoff procedure soolI be by 

departments, provided, however, the board, upon the applieation of the ap­

pointing offieer and after ta king into consideration the reeommendation of 

the direetor, may authorize the use of weIl established funetional, organi­

zational, or geographieal units within the employing department. 

Pers 22.04 PROCEDURE FOR MAKING IAYOFFS 

(1) Seniori ty and Efficiency. Whenever it beeomes neeessary for an appoint­

ing offieer to lay off an employe in the elassified service as aresult of 

shortage or stoppage of work or funds, functional reorganizations, or the 

abolishing of a positian, he shall do so by classes in accordanee with senior­

ity and efficiency, except where a reduction in force involves all employes 

in an employing unit. 

(2) Assignment of Seniority Credit. The seniority credit of all employes 

in the class and organization uni t in vJhich layoff is to be made shall be 

computed on the basis of length of service as set forth in Pers 19.02 (1). 

A seniority ranking of all such employes shall be made accordingly, with any 



resulting tie cases to be ranked (relative to eaeh other) aecording to their 

total length of service in the class. 

(3) Number Oonsidered For Layoff. v/i thin the total number of employes in 

the given class and layoff unit, the group considered for layoff shall consist 

of those with the lowest seniority ranking, as follows: That group shall 

number 3 employes, where onlyone employe is being laid off. In all other 

cases, that group shall number double the number of positions to be vacated; 

except that it shall include no greater number of employes with 5 or more 

years of seniority credit (under Pers 19.02 (1» than is necessary to eon­

sider for layoff 2 more employes than the re are positions to be vacated. 

(4) Ranking By Performance. All employes in the group thus to be consid­

ered for layoff shall be ranked by the appointing offieer aecording to their 

relative perfol~ance in the given class and unit. Such ranking shall be 

based on reeent and comparable standards of performance. 

(5) Resulting Layoffs. The relative performance ranking of all employes 

within the group thus considered shall determine which employes are laid o.ff, 

so thatthe most effieient employes vlill ba retained. 

Pers 22.05 DEMOTION IN LIEU OF SEPARATION. In the event that the serviees 

of a permanent employe are about to be terminated in a given elass as aresult 

of reduetion in foree, such employe shall be entitled to a position in the 

same department in a lower class in the series or to transfer to a elass in 

another series in l,.hieh his training and experience as a state employe have 

qualified him, provided that the order of layoff as set forth in the lawand 

these rules permits. 

Pers 22.06 HEDUOTION IN PAY OR POSITION. The appointing offieer may, in 

lieu of layoff, demote or reduee an employe in pay or position. 

Pers 22.07 WRITTEN NOTlOE PRIOR TO LAYOFF. Anyemploye affected by such 

layoff or reduetion in pay or position shall be given 11Tritten notice, not 
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less than 15 calendar days prior to the effective date thereof, and upon 

written request, filed with in 10 calendar days from the effective date of 

the action, shall be entitled to an appeal from such action to the board. 

Pers 22.08 REINSTATEME:NT OF PROMOTED DR TRANSFERRF.D EMPLOYES. If an em­

playe, promoted or transferred from one appointing offieer to another, is 

laid off due to lack of work or funds while serving a probationary period 

in the nel'J' position, he may be reinstated to the position he vacated, or 

one of like nature, under the first appointing offieer if such position is 

available. 
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Chapter Pers 23 

DISCIPLINARY ACTIONS 

Pers 23.01 PROVISIONS. Disciplinary action against a permanent employe 

by an appointing offieer or his authorized representative shall be taken in 

accordance with the provisions of 16.24 (1), Wis. Stats. The appointing 

offieer or his authorized representative sha11 at the time of such action 

supply the employe involved a statement in writing as provided in 16.24 (1), 

Wis. stats. setting forth his reas on therefor, the time limitations thereof, 

and the employe 's right of appeal. A copy of such notice to the employe 

shall be filed with the director within 5 calendal' days of the effectiva 

date thereof. 

Pers 23.02 RIGHT OF APPEAL. When disciplinary action has been taken 

against a permanent employe in accordance with Pers 23.01 above and the 

employe appeals in writing to the board with in 10 calendal' days of the ef­

fective date of such action, the board shall hold a public hearing thereon 

within 30 calendal' days after the receipt of such appeal. Written notice 

of such hearing shall be given by the director to the person making the 

appeal and to the appointing officer. If conditions over which the board, 

the appellant, or the defending department has no control make it impossible 

to complete the hearing before the expiration of 30 calendal' days, the board 

may continue the same until it is prepared to make final decision as required 

in 16.24 (1) (b), Wis. stats. 



Chapter Pers 24 

CODE OF ETHICS 

Pers 24.01 POLICY STATEMENT. In order to provide aguide for employes 

and administrators in the formation of a responsible, loyal and efficient 

public service, the board may after a public hearing adopt a code of ethics 

applicable to all employes of the classified service. 

Pers 24.02 DEPARTMENTAL SUPPLEMENTS. Appointing officers may adopt sup­

plementary provisions to the aode relating to their department. Such supple­

ments and revisions shall be filed with the board before becoming effeetive. 

Pers 24.03 FORCE AND EFFECT. The contents of the statewide code and 

departmental supplements shall be made known to all classifiad employes by 

their appointing offieer. A disregard for the provisions of any such eode 

may ba considered as a basis for diseiplinary action. 



Chapter Pars 25 

GRIEVANCE PROCEDURE 

Pers 25.01 ESTABLISHMENT OF PROCEDURE. Recognizing the va1ue of a formaI 

grievance procedure in a sound management program, each department shaI1, as 

required by the direetor, estab1ish a written grievanee procedure. Such pro­

cedure sha11 meet standards estab1ished by the director and approved by the 

baard. 

Pers 25.02 I,IMITATION OF APPLICATION. Grievance procedures estab1ished 

as pravided in this section wiI1 not be used in 1ieu of procedures estab-

1ishad e1sewhere for actions describad in 16.05 (1) or 16.24 (1), Wis. Stats. 



ChapteI' Pers 26 

PROGRAM STANDAROO AND EVALUATION 

Pers 26.01 SCOPE. The director sha11 prescribe such standards as may be 

necessary to carry out the policy expressed in 16.01, Wis. Stats. for the de­

velopment and pramotion of sound personnel management programs, including, 

but not 1imited by enumeration, such areas as employment, absences, training, 

and performance rating. 

Pers 26.02 DEPARTHENTS TO COOPERATE. Appointing officers sha11 provide 

such information and assistanee as the director may require for review and 

evaluation of the statets personnel management and merit system programs. 




