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Chapter Pers 6

RECRUITMENT AND EXAMINATION

Pers 6.01 Base of recruitment Pers 6.09 Anonymity of examinees and
Pers 6.02 Recruifment information security for examinations
Pers 6.025 Employes on leave of absence Pers 6.095 Cancellation of register or certi-
Pors 6.03 Insufficient number of appli- fication

cants Pers 6.10 Disqualification of applicants
Pers 6.04 Employment register exception Pers €,105 Notice and appeal provisions
Pers 6.05 Examinations Pers 8.11 Critical recruitment selection
Pers 6.06 Reimbursement for applicant’s Pers 6.12 Understudy and trainee

travel expenses Pers 6.13 Cooperative programs

Pers 6.07 Notice of examination ratings
Pers 6.08 Release of examination infor-
mation

Pers 6.01 Base of recruitment, The administrator, in determining
the most appropriate base of recruitment for classified civil service posi-
tions, shall consider such factors as: achievement and maintenance of a
halanced workforce; agency goals; staff development patterns; availabil-
ity of qualified applicants in the service, agency or the employing unit,
and effect on employe morale or turnover; designated promotional pat-
terns in the classification series; availability of trained people in the la-
hor market, including the number who have completed or are complet-
ing training for the type and level of positions; value of bringing new
personnel with different backgrounds into the service; current pay; em-
ploye benefits and hiring practices for the types of positions; the inter-
ests of other agencies which may use the eligible lists; and efficiency in
conducting recruitment programs and examinations.

Histery: Cr. Register, Oetober, 1872, No. 202, eff. 11-1-72; am. Register, February, 1881,
No. 302, eff. 3-1-81.

Pers 6.02 Recruitment information. Reeruitment information shall
be directed to labor market sources which the administrator determines
are most likely to provide qualified applicants and will achieve and
maintain a work force which is a batanced representation of the citizenry
of the state,

History: Cr. Register, October, 1972, No. 202, eff, 11-1-72; am. (2), Register, September,
1975, No. 237, eff. 10-1-75; r. {1} and {3), renum. (2) and am. Register, February, 1981, No.
302, off. 3-1-81.

Pers 6.025 Employes on leave of absence. Employes on leave of ab-
sence or on seasonal layoff under Pers 22.12 (1), Wis, Adm, Code, shall
be eligible to participate in the civil service selection process on the same
hasis as classified civil service employes not on leave of absence.

History: Cr. Register, February, 1981, No. 302, eff. 3-1-81.

Pers 6.03 Insufficient number of applicants. In the event that a
sufficient number of qualified applicants fail to apply for an examina-
tion or to qualify after the examination, the administrator may rean-
nounce the vacancy or extend the date for filing of applications, or, if
necessary, cancel the examination.

Hizstory: Cr. Register, October, 1872, No. 202, eff. 11-1-72; am. Register, February, 1981,
No. 302, eff. 3-1-81.
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Pers 6.04 Employment register exception, An existing appropriate
register for a class shall be used to {ill all vacancies in the class, except
that the administrator may authorize new recruitment and examination
to fill a specific vacancy when substantial differences in geographic loca-
tion, or when program emphasis or other recognized employment con-
siderations could %e expected to attract new applicants wEo may be bet-
ter qualified for that position. An eligible who is on an existing
employment register for the class or subtitle within the class shall, where
practicable, be notified of the steps that must be taken to he considered
for placement on the new register to be established.

History: Cr. Register, October, 1972, No. 202, eff. 11-1-72; am. Register, February, [981,
No. 302, eff. 3-1-81.

Pers 6.05 Examinations, {1} The administrator shall establish crite-
ria for evaluating applicant qualifications and shall require the same or
equivalent examination for all applicants competing for eligibility on a
register except as may be provided in ch, Pers 27, Wis. Adm. Code.

(2) Examinations may include any technique or techniques which the
administrator deems appropriate to evaluate applicants.

(3) All examinations shall be:

{a) Based on information from job analysis, position analysis or other
equivalent information documenting actual job tasks to be performed or
skills and knowledges required to perform job tasks, or both;

(b} Developed in such a manner as to establish the relationship be-
tween skills and knowledges required for successful performance on the
t‘}zlst, artlld skills and knowledges required for successful performance on
the job;

- (¢} Supported by data documenting that the skills and knowledges
required for successful performance on the test are related to skills and
knowledges which differentiate among levels of job performance if the
examination results are to be used as a basis for ranking candidates;

(d) Sufficiently reliable to comply with appropriate standards for test
validation; and

(e) Objectively rated or scored.

History: Cr. Register, October, 1972, No. 202, eff. 11-1-72; r. and recr. (1} and (3), am.
(2), r. (4) and (5), Register, February, 1981, No, 302, eff, 3-1-81.

Pers 6.06 Reimbursement for applicant’s travel expenses, (1) As
provided by s. 20.916 (2}, Stats., an applicant may be reimbursed for ail
or part of actual, reasonable and necessary travel expenses, consistent
with the applicable provisions of s. 20.916, Stats., which are incurred in
connection with reporting for an oral examination or employment inter-
view.

(2) Reimbursement may be made only if necessary for effective re-
cruitment, shall conform to the travel schedule amounts established for
state employe travel expenses and must be made in accordance with an
agency plan assuring equitable treatiment of all candidates.

(3) Each applicant shall be notified of the specific reimbursement.
plan before the expenses are incurred.
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(4) All reimbursement actions under this section shall be documented
in writing and subject to review by the administrator.

(5) This section also applies to applicants for positions in the unclas-
sified service.

Note: This rule dealing with reimbursement for travel expenses was formerly included
under Pers 5.13. The former Pers .06 dealing with leaves of ahsence for promeotional exami-
nations and interviews is now covered under Pers 18.14,

History: Cr. Register, October, 1972, No. 202, eff, 11-1-72; r. and reer. Register, February,
1981, No. 302, off. 3-£-81.

Pers 6.07 Notice of examination ratings, Each examinee shall be
given written notice of his or her final results.

History: Cr. Register, Qctober, 1972, No. 202, eff. 11-1-72,

Pers 6.08 Release of examination information, (1) Any examinee
may be given information on the results of his or her examination and
the methods by which such resulis were determined in accordance with
the following provisions:

{a) The following information may he released: The composition of
the examination, as determined in s, Pers 6.05 (2), Wis. Adm. Code; the
weight of and score on each separately scored component; the results of
performance or physical tests; and information as to whether veterans
preference was included in the grade.

(b) Information which shall not be released under this section in-
cludes but is not limited to the following: copies of examination book-
lets, rating Euides and scoring keys; copies of written comments of oral
board members; tapes of oral examinations; results of medical examina-
tions except through the examinee's designated physician; scores of
other candidates identified by name except for those certified for em-
ployment; and answers to specific items on written examinations.

{2) Information on an examinee's score on all or any part of an exami-
nation may not be released to an examinee until the notices of final re-
sults have been forwarded to all examinees, except that an examinee
who is unsuccessful in any step in the examination process may be so
notified at any appropriate time without regard to release of final result
notices.

History: Cr. Register, October, 1972, No. 202, eff. 11-1-72; am. (1) (a) and (b) and (2},
Register, February, 1981, No. 302, eff. 3-1-81,

Pers 6.09 Anonymity of examinees and security for examina-
tions, (1) The administrator shail use appropriate means to insure that
the identity of the examinsges in no way influences their score in a writ-
ten examination.

{2) The administrator shall provide appropriate security for all exam-
ination materials.

Hiatory: Cr. Register, October, 1972, No. 202, eff. 11-1-72; am. Register, February, 1981,
No. 302, eff. 3-1-81.

Pers 6.095 Cancellation of register or certification, The adminis-
trator may cancel a register or certification at any time the administra-
tor determines that:
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{1) The register was not established in compliance with s. 230,16 (4),
Stats., or

(2) One or more applicants gained knowledge of the content of the
examination not available to every applicant; or

(3) The establishment of a register was not consistent with the prinei-
ples of merit and fitness as sei forth in the law and these rules.

History: Cr. Register, February, 1981, No, 302, eff, 3-1-81.

Pers 6.10 Disgualification of applicants. In addition to provisions
stated elsewhere in the law or rules, the administrator may refuse to
examine or certify an applicant, or may remove an applicant from a cer-
tification:

(1) Who is found to lack any of the preliminary requirements estab-
lished for the position;

(2) Who has participated in the scheduled selection process so re-
cently that the results of a reexamination would provide an undue ad-
vantage;

(3) Who has been adjudged guilty by a court of a crime that would, in
the judgment of the administrator, make the person unfit to carry the
responsibility in the specific position. In considering such conviction
records, the administrator shall take into account such factors as age at
the time of the oifense, rehabilitation, and seriousness and nature of the
vielation in relation to the duties and responsibilities of the position.

{4) Who has been dismissed from the state service for cause, and the
action is reguested by the appointing authority;

(5) Who has made a false statement of any material fact in any part of
the selection process;

(6) Who directly or indirectly gives, receives, renders, or pays or
promises to give, receive, render or pay any money, service or other valu-
able thing to or from any person for or on account of, or in connection
with, appointment or proposed appeintment;

(7) Who practices, or attempts to practice, any deception or fraud in
his or her application, certification, examination, or in securing eligibil-
ity or appointment;

(8) Whose work record or employment references are unsatisfactory;

(9) Who refuses to furnish testimony as required in s. 230.07 (3) or
230.44 (4), Stats.; or

(10) Who has in any manner gained access {o special or secret infor-
mation regarding the content of an examination.

History: Cr. Register, October, 1972, No. 202, of f. 11-1-72; am. (10), Register, September,

1975, No. 2371, eif. 10-1-758; am. {intro.), (1} and (2), r.(3) and {4}, renum. {5) to {11} {0 he

{3) to (9} and am, (3), {4) and (6) to (9),cr. (10), Register, February, 1951, No, 302, eff. 3-
1-81.

Pers 6.105 Notice and appeal provisions. See s. 230.17 (2), Stats.,
for provision of statement {o applicants affected by action under s. Pers.
6.10, Wis. Adm. Code.

IHistory: Cr. Register, February, 1981, No. 302, off. 3-1-81.

Register, February, 1981, No, 202
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Pers 6.11 Critical recruiiment selection. (1) The administrator
shall identify classifications or pesitions for which qualified applicants
are in critically short supply, and shall designate these as critical recruit-
ment classifications,

{2) Specialized recruitment, examination, and certification processes
may be established {o fill positions in these classes, provided that due
notice is given so that all interested and qualified applicants may be
considered.

History: Cr. Register, October, 1972, No. 202, eff. 11-1-72; am. {1}, Regisier, February,
1981, Nuo. 3032, off. 3-1-81.

Pers 6.12 Understudy and trainee. (1) Use oF TraNggs. The ad-
ministrator may authorize the use of trainees when the special funding
requirements of a position require that the position be filled by a
trainee, or when the administrator determines that a sufficient number
of qualified promotional candidates for the objective level are not avail-
able within the agency, and:

{a) Filling the position as a trainee will be more appropriate than ap-
pointment, at. the objective level because ability to satisfactorily perform
the job tasks is normally acquired as a result of a structured program of
job related training anc% on-the-job experience is required; or

(b) Qualified candidates at the objective level are not readily avail-
able in the labor market; or

(¢) Filling the position as a trainee will increase the agency’s ability to
achieve a balanced work force.

(2) APPOINTMENT TRANSACTION. The type of appointment transaction
shall be based on the objective classification level for the position when
filling a position with a trainee.

(3) Usrk or unpersTuby, Any understudy appointee under s, 230,04
(11), Stats., will serve a probationary period during the entire under-
study period and will thereafter serve a probationary period upon ap-
pointment to the understudied position. It is the intent of this section to
grant the understudy appointee the same status and rights relating to
probation as those granted a trainee.

{4) Basis oF UNDERSTUDY PAY. Persons serving in positions having
solely understudy functions may be paid on the same basis as provided
for trainees under ch. Pers 29, Wis, Adm. Code. Persons serving in posi-
tions having duties in addition to the understudy function shall con-
tinue to be paid on the basis provided for the non-understudy funetions.

History: Cr. Register, Qctober 1972, No, 202, off. 11-1-72: r. and reer. (1} and (2),r. (&),
renum, {4) and (5) to be (3) and (1) and am., Register, February, 1981, No, 302, eff. 3-1-81.

Pers 6.13 Cooperative pregrams. To enable appointing authorities
and facully of institutions of higher learning to cooperate in training the
highest caliber students for government employment, the administrator
may, after giving due consideration to the provisions of s. 230.19, Stats.,
establish appropriaie criteria and controls for program development, re-
cruitment, selection and employment of eligibles for cooperative train-
ing programs. Successful completion of an approved cooperative pro-
gram shall be deemed to [ulfill the requirement for competitive selection

Register, February, 1981, No. 302
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and appointment to any position for which the cooperative training
agreement was established.
History: Cr. Register, Qctoher, 1972, No, 202, eff. 11-1-72; am. (2} {h} and cr. {2) te} and

{d), Register, September, 1975, Nu. 237, eff. 10-1-75; r. (1) to (4}, renum, {5) and an.,
Register, February, 1981, No. 302, eff, 3-1-81.
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