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~nSCONSIN ADMINISTRATIVE CODE 
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INTRODUCTION 

PURPOSE AND STRUCTURE 

The legislature, by section 35.93 and ehapter 227, Wis. Stats., 1955, di~eeted 

the publieation of the rules of admin:i.strati ve agencies having rule-making 

authority in a loose-leaf, eontinual revision system known as the WISCONSIN 

ADMINISTRATIVE CODE. The eode is kept eurrent by means of newand replaeement 

pages. The pages are issued monthly, together with notiees of hearings on 

proposed rules, emergency rules, new rules, instruetions for insertion of new 

material, and other pertinent information. This monthly service is ealled the 

WISCONSIN ADMINISTRATIVE REGISTER, and eomes to the subseribeI' after the 25th 

of eaeh month. 

AVAILABILITY 

The eomplete eode and the upkeep service are distributed to the eounty law 

libraries; to the libraries of the University of Wiseonsin Law School and 

Marquette University Law Sehool; to the State Historical Soeiety; to the 

Legislative Referenee Library and to the State Law Library, and to eertain 

designated public libraries throughout the state. 

HISTORY NOTES 

Eaeh page of the eode as it was originally filed and printed pursuant to the 

1955 legislation, is dated "1-2-56". A rule which is amended OI' ereated 

subsequent to the original printing date is followed by a history note indieating 

the date and number of the REGISTER in which it was published and the date on 

which the amendment OI' the rule beeame effeetive. The absenee of a history 

note at the end of a seetion indicates that the rule has remained unchanged sinee 

the original printing in 1956.. The date line at the bottom of the page indieates 

the month in which the page was released. 

In some instanees an ~ntir~ co de has been repealed and recreated subsequent to 

the original printing date. When this oeeurs a history note has been plaeed at 

the beginning of the ehapter to eontain this information. A separate history note 

appears after eaeh section indieating the date when the revisian beearne effeetive. 
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Pursuant to authority vested in BUREAU OF PERSONNEL by sections 16.'0'5(2-) and 

ch. 227, Wis. Stats., the BUREAU OF PERSONIiEL hel'eby rapeals and recreates its 
:2.~ "w 

code consisting of chapters Pers 1 through Pers ~to read as follows: 

Pars 1.01 DEFINITIONS. In these rules: (1) "APPOINTING OFFICER" means the 

offieer, commission, board OI' body, having the power of appointment, or election 

to, OI' removal from, subordinate positions in any offiee, department, commission, 

board OI' institution~ An appointing offieer may delegate the power of appointment 

to'subordinate officers providing such delegated authority is in writing and a 

copy is filed with the DirectoI' of Personnel. 

(2) "BOARD" means State Personnel Board 

(3) "BUREAU", means Bureau of Personnel 

(4) "DEPARTMENT" means any offieer whose office is craated by constitution 

OI' statute, OI' any agency so created, except legislativa and judicial officers 

and agencies and offices and agencies created within departments as here defined. 

(5) "DIRECTOR" means Director of Personnel 

(6) "EMPLOYE" means any person holding a subordinate position subject to 

appointment, removal? promotion OI' reduction by any appointing officer. 

Pers 2.01 DEFINITION. The listing of classes in effect as identified by class 

titles in the bureau's_~lassification and Compensation Plan For Positions In The 

Classifled Service_and as described in class specifications shall constitute the 

classification plan for all positions in the classified service. For the purpose 

of these rules, class and classification are synonymous. 

Pers 2.02 REVISION OF THE CLASSIFICATION PLAN. The DirectoI' shall submit to 

the Board re~uests for amendments to OI' revision of the classification plan to 

meet the needs of the various state agencies. These shall include the creation 

of new classes, aholishment of existing classes, and changes in concept of 
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elasses, which result in changes in allocation patterns, changes in the allocation 

of positions or changes in the kind or level of quali~ieations. The Board may 

approve such requests after taking into consideration the reeommendations of the 

Direetor. Such action sh all be reeorded in the minutes of the Doard. 

Pers 2.03 CLASS TITLES. (1) The title of a elas s shall be the offieial title 

of every position allocated to that class and shall be used in all reports, 

payrolls, and in all estimates requesting the appropriation of mon ey for personal 

services. 

(2) Any title, other than the official 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 processes covered by the law or 

these rules. 

(3) Whenthe unique eharaeter and qualifieations of oneor more positions in 

a elass requires the use of subtitles, all personneltransaetions shall be based 

on the elassification and subtitle. Reeruitment, examination and use of the 

employment list will be set up for the elass and subtitle. The payroll title of 

appointees, and subsequent personnel actions such as transfer or layoff wili also 

be based on class and subtitle. 

Pers 2.04 CLASS SPECIFICATIONS. (1) Definition. Class specifications shall 

consist of three major parts: Title; Position standards; and Qualifieation 

standards. 

(a) Class titles shall be used as described in Pers 2.03. 

(b) Position standards shall inelude any or all 'of the foilowing: 

subtitles, areas of specialization, definition, nature, eharacter and examples 

of work performed; allocation patte~s, standards and factors; and such other 

information to facilitate allocation of positions.to the a?propriate elassifica­

tion. These position standards are descriptive and not restrictive, and they 

In\ 



shall not be eonstrued to limit OI' modify the power of the appointing offieer to 

assign tasks OI' direet OI' eontrol the WOl"'k of employes under his supervision. 

The use of partieular examples shall not be held to exelude others not mentioned 

that are of a similar kind OI' level, and are not to imply that all those mentioned 

must be performed by all persons whose positions are so elassified. 

(e) Qualifieations standards shall eontaln a deserlption of the desirable 

knowledges, skills, abilities, educational reguirements, training reguirements, 

experience reguirements al' any such other eredentials which a person should 

possess to insure reasonable prospeets of success in the position, area of 

speeialization, subtitle, OI' class as deseribed in the position standards. These 

standards shall be considered basic guidelines and shall not preelude mare 

definitive noI' more general statementa in reeruitment announeements, providing 

that the kind and level of gualifieations are not decreased. 

(2) Force and Effeet of Class Specifications and Their Variaus Parts. 

(a) The position standards part of the speeifications shall be the basic 

authority for the allocation of positions to a class and the gualification 

standards shall be the source of authority for all phases of the selection process 

for any elass OI' position therein. 

(b) Qualifications eommonly reguired of ineumbents of positions of different 

elasses, such as acceptable physical condition, freedom from disabling defects, 

United States citizenship, and residenee with in the state of Wisconsin except as 

otherwise provided in the laN' OI' rules, honesty, sobriety, and industry, shall 

be implied as gualifieation reguirements for all elasses even though they are not 

specifieally mentioned in the speeifieations. 

Pers 3,01 ESTABLISHING, ABOLISHING OR DISCONTINUING A POSITIaN. 

(1) Establishing a Position. (a) If an appointing offieer has made budgetary 
/ 

provisions for a new positian in his department and desires to fill the'position, 
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he shall make fovmal vequest, desevibethe duties and ~esponsibilities of the 

position and pvovide othev pevtinent in formation" requested by the direetoI'. 

(b) The di~eetor shall then alloeate the position to the appropriate elass 

and enter it on the departmental establishment list. 

(2) Aboliahing Or Diseontinuing A Position. , " 

(a) The direetor shall remove 

a position from the depavtffiE.nt'sestablishment list upon reeommendation of the 

appointing offieev. 

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

establishment list unless the appointing offieer gives raasons aeeeptable to the 

direetor for retaining it. 

Pers 3.02 ALLOCATlON, REALLOCATION; DEFlNITIONS. (1) Alloeation. The initial 

assignment of a position to the appropriate elass in the elassifieation plan by 

the director as provided in subseetion 16.l0S(lfi), ~lis. Stats-. 

(2) Reallocation. The reassignment of a position to a different class in the 

classiHeation plan by the direetor as provided in subsection 16.105 Üm),· 

Wis. Stats. based upon: 

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

as a reelassification). 

(b) A change in concept of the elas s OI' series. 

(e) The creation of newelasses. 

(d) Abolishment of e~isting elasses. 

(e) The reappraisal of the level of the elass in terms of the total service. 

(f) Selected classiHeations where the levels are differentiated by attainment 

ofspeaified training "andexperience. 
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(g) Thereassignment of a class to a different salary range. 

(h) Any other circumstances covered by subsection 16.105 (1m), Wis. Stats. 

Pers 3.03 REALLOCATION OF POSITlONS. (1) Appointing officers shall give 

notice in writing to the director of material changes of a permanent nature in 

the duties and responsibilities of positions. If the facts warrant, the director 

shall ~eclassify OI" otherwise reallocate the position. Normally, filled positions 

will not be reclassified until the incumbents have carried the responsibilities 

for a period of at least 6 months. 

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

reclassified OI" otherwise realloeated to a higher level "'hen the director 

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

(3) The director may ini tiate elassifieation s.urveys as may be required to 

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

reallocated by the direetor to the appropriate classifieation whenever he finds 

such action ",arranted. 

(4) A competitive examination is required to fill certain realloeated positions. 

See section Pers 7.03. 

(5) Whenever the direetor determines that positions are overelassified, 

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. 

(b) If the incumbent ha;3 permanent status in the position and his present 

salary is the same OI" less than the maximum of the salary range for the propeI" 

classification, the position sh all immediately be realloeated to such propeI" 

classi:Hcation. 
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(e) If the incumbent has PElrmanent status in the position and his present '" 

salary is above the maximum of the salary range for the propeI' elassifieation, 

the reaIloeation of his position shall be heId in ~eyance for one ealendar year 

and no sa1~y increases shall be given the in9umbent during thisperiod. Upon 

the expiration of the one year period the position shall be real10cated 1:0, the 

proper cl:-asf!ifieation and the incumbent's salary adjusted to the rnaximum of the 

salary range for such propeI' classifieation. 

(d)' In any such action, every effort shall be made by the appointingöffiee'r 

and the bur~au t.o transfer the el!1p10ye to a position for which he is' qualifieci. 
- " '. . 

. Any, such emp10ye, with approva1 of the direetoI', shall be placed on the 

appropriateemp10yme~t lists. 

Pers 3.04 REALLOCATION APPEALS. Whenever a position is,reclassifiedor 

otherwise reallocated, the appointing oftieer and the incumbent shal1 be notified 

in writing. If the employ~ OI" appointing offieer believes.the e1assification 

action to;be incol;>rect on the basisthat the c1ass spedfieation on whieh the 

action was based does not adequately ref1ect the duties and responsibi1ities of 

the position, he sha11, upon written request, be entitled to an appeal from such 

action provided that a notice of such appeäl is reeeived by the board not more 

than 10 ealendar days aftar receipt of notice of such action. The hearing shall 

b'e condueted pursuant to subsaction 16.05 (1), Wis. Stats. within the time 

limitations consistent with sectlen Pers 23.02. 

Pers 4.01 DEFINITION. The eor;ipensation p1a:.1 in effect as identified in the 

_Q,lassifieation and,Compensation Plan For Positions In The Classified Service 

published by the bureau eomposed of the various salary schedu1es, rates and 

ranges as approved pursuant to subseetion 16.105 (4), Wis. Stats. togetherwith 

amendments and revislons shall eonstitute the offieia1 eompensation plan for all 

positions in the elassified service. 
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Pers 4.02 AMENDMENTS TO THE COMPENSATION PLAN. ~l) Creation of a new class 

in the classification plan provided in section Pers 2.02 and the subsequent 

assignment of this elas s to an existing salary schedule and range shall, before 

becoming effeetive, 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 subsection 

16.105 (4), Wis. Stats. 

Pers 5.01 BEGINNING SALARY. (1) Initial Rate To Be Paid. (a) The lowest 

or initial rate in the salary range shall be the rate payable to any person on 

first appointment to a position in the class except as otherwise provided. 

(b) When economic and employment conditions make it exceedingly difficult to 

fill vacancies in a given class at the initial rate, the director may approve a 

higher rate in the range. Such changes shall be reported to the boavd quarterly. 

(e) vllien unique special professional training and experience are required to 

fill a specified vacancy, the director, at the request of the employing department, 

may approve arate above the minimum for recruiting and hiringo Such changes 

shall be reported to the board quarterly. 

(2) For salary on promotion, reclassification, transfer, reinstatement, 

demotion and for trainees and Intern Classes see ehapters Pers 14, 15, 16, 17, 

and 20 respectively. 

Pers 5.02 ~FULL-TIME AND PART-TIME SERVICE. Rates prescribed in the compensation 

plan for permanent and seasonal positions are the rates authorized for fUll-time 

employment. When employment regularly equals or exceeds half-time on a daily, 

weekly or monthly basis, the proportionate part of the rate ahall be paide When 

employment is less than half-time on a daily, weekly or monthly basis the rate 

paid shall be according to the salary schedule for limited term employment. 
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PersS.03 SALARY INeREASES. (1) A probationary increase of one. step shall 

be granted pUl:'suant to subsection 16.105 (2)(d), Wis. Stats. effective at the 

beginning of the pay period following completion of the first 6 months of the 

prohationary period. 

(2) Merit increases, see subsections 16.105 "(2)(c) and (e), 16.25 

and 20.931, Wis. Stats. 

(a) Scope. In accordance with subseetion 16.105 (2)(c) 2 Wis. Stats., the 

Bureau shall develop aguide to assist departments in the equitable distribution 

of merit increases. 

(b) Policy. To establish a system of employe evaluation through performance 

standareis so that merit increases may be granted solely.for meritorious service 

and provide justification to the employe for either the award or denial of merit 

increases. 

(e) AppIication •. Each department shall adopt a plan for the distribution of 

merit increases to aceomplish the legislative intent and the policyexpressed 

in this rule. The plan thus adoptedmay be the guide drawn up. by the Bureau or 

it may be one drafted by the given department to fit its OvlD .needs and 

eireumstanees. 

(d) . Reporting. Appointing officersshall report to the Director their plan 

for granting merit increases, including method and proeedures,and furnish any 

supplementary forms or related information as the Director may require for his 

evaluation and presentation to the Board on the operation of the statets merit 

increase program. 

(3) Salary increases or decreasesresulting,from position reallocation or 

l"eclassificationshall nOl"mally be effective at the beginning of .the pay" period 

following completion of the tl"ansaction. 
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(4) Except for action in accordance with subsection 16.24 (1), Wis. Stats., 

or to correet an error, no salary increases or decreases shall be retroactiveo 

(5) When a position is reallocated pursuant to Pers 3.02 (2)(a) and (f) to a 

classification in a salary range with a higher maximum~ the incumbent who holds 

that positionand is authorized to perform the duties of the class to which the 

position is reallocated, shall receive a salary increase to the minimum of the 

new class or a one step increase, whichever is greater. 

(6) Where applicable, salary adjustments resulting from personnel transactions 

that have the same effective date shall be made and occur in the following order: 

1 reallocation 

2 reclassification 

3 probationary increase 

4 promotional increase 

5 merit increase 

Pers 5.04 BASIC SALARY. The term basic salary me ans the salary rate excluding 

any overtime or other additional compensation. 

Pers 5.05 INJURY tvHILE ON HAZARDOUS DUTY. Certain employes injured while 

performing hazardous duties as defined in section 16.31, ~lis. Stats., and who are 

un ab le to ~lOrk may continue to receive their full monthly salarJr for not to exceed 

3 months. Claim shall be made by the employe or his representative to his 

appointing offieer on forms provided by the bureau. With in 10 calendar days 

after receipt of the claim the appointing offieer shall notify the employe and 

the director in ~miting of his decision to authorize or de ny the claim. The 

employe may appeal the decision of the appointing offic'er to the board with in 

10 calendar days after receipt of the appointing officer's decision. 

Pers 5.06 EFFECT OF vlORKMEN 'S COMPENSATION. (I) During the period an employe 

is absent from work due to injury from state employment and is awaiting a 
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determination under chapter 102, Wis. Stats.;t the employe personally OI' through 

his representative may eleet to: 

(a) Use. sick leave credits to eover loss of aarnings, OI' await payment of 

workments compensation, OI' 

(b) Use vaeation credits to cover loss of earnings until eligibility for 

workments compensationis determined. 

(2) The employe:shall give written notifieation to the employing department 

of the elaeted manner of payment for such absenee before the end of the pay 

period in whieh the absence occurs. 

(3) In instanees where vaeation credits have been used to eoveran absence 

which is later found eomp~nsable, the appointing offieer,shall, if requested by 

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

to be tak~n in aceordance with subseetion Pers 18.02 (6). 

(4) If the employe elects to await workmen's compensation and the elaim is 

later found non-compensable, sick leave and vaeation credits may be used for 

the absence. 

Pers 5.07 MAINTENANCE ALLOWANCE. Where full OI' part maintenanee such as 

laundry, meale, lodging OI' quarters is furnished for the employe OI' the employe 

and his family, the employe shall be eharged for the value of the allowanee as 

established by the bureau based upon reeommendations made by the employing 

departments. Any exception to this policy shall require the approval of the 

direetoI'. The bur~au shall review these rates as required. 

Pers 5.08 COMPENSATION FROM OTHER SOURCES. Regardlessof the souree of funds, 

all eompensation for serviees in a given position shall be combined to the end 

that the total campensation of any' employe for any period shall not exceed the 

amount payabIe at the rate prescribed for the class of position coneerned. 
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Pers 5.09 OVERTIME. (1) Definition Of Overtime. Time that an employe is 

compensated for working in the capacity of his own classification in the same 

department in excess of required working hours pursuant to subsection 16.275 (7), 

Wis. Stats. and these rules. 

(2) Policy On Overtime. (a) It is the policy of the state to reduce to a 

minimum the necessity for overtime work. 

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

(e) Overtime shall be compensated as provided in the statets eompensation plan. 

(d) Overtime work that is to be pald for in eash OI' by compensatory time off 

shall normally be on an hour for hour basis. 

(e) All overtime payments shall be separately recorded on the payroll. 

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

taken within 6 calendal' months after it has been earned. 

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

appeal whenever the employe's scheduled hours of work are reduced to the normal 

level. 

(h) All overtime work for either compensatory time off OI' for cash payment 

must be authorized by the appointing offieer. For elasses in salary Schedule 1, 

range 12, and above, and elasses in Schedules 4 and 5, approval of the Direetor 

is a1so required for overtime that is compensated by eash payment. 

Pers 5.10 ADDITIONAL EHPLOYMENT. (1) Definition. Additional employment 

is of 2 types: 

(a) Emp10yment in the same employing unit but in a different class of position 

than that of the emp10ye's regular position. 
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(b) Employment in a different employing unit of the same °department OI" in a 

different department in the same 01' diffeI"ent clasa of position than that of the 

employe's regulaI" position. 

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

shall be consistent, where applicable, with thatexpressed on overtime. 

(3) Processing. Additional employment shall be processed as limited term 

employment and aubject to the provisions of chapter Pers 10. 

Pers 5.11 DEVIATIONS. (1) Definition. Where the conditions of employment 

cannot be fulfilled by adhering to the standard work week provided in subsection 

16.275 (7), Wis. Stats. 

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

shall be oas provided for in the stateIs compensation plan. 

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

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

Personnel, for the director's pI"ior approvaL Such requests shall define the 

extent and duration of the deviation, and contain a recommendationas to pay for 

the additional time required, and personnel by name and elassifieatioD who will 

be included. Before submitting such I"equests the appointing offieer 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 continuous basis shall coineide 

with the fiscal year. 

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

recorded on the payroll. 
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(e) Any additional salary shall ceaseto be payable without the right of appeal 

whenever the employe's seheduled hours of work are reduced to the standard basis 

of employment. 

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

in the teaeher's salary schedule and responsibility pay as provided in the 

physieian's salary schedule shall be separately reeorded by the direetor and by 

the employing department, and shall eease to be payable, without the right of 

appeal whenever the supervisory duties or program responsibilities eease. 

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

Pers 5.14 AUDIT OF RECORDS. As provided in subseetion 16.05 (3) and seetion 

16.26, Wis. Stats. the direetor shal1 have access to all reeords kept by 

departments relating to personnel and employment processes. 

Pers 5.15 EMPLOYMENT INTERVIEW TRAVEL EXPENSES. As provided by subsection 

20.940 (3), Wis. Stats. an applieant who is eligible for selection for employment 

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

incurred in eonnection with an employment interview by the employing department 

provided: 

(1) The positian is of a professional or teehnical nature, and 

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

(3) Prlor authorization for such reimbursement has been obtained from the 

director. 

Pers 5.16 TOTAL P~MUNERATION. The rates of pay prescribed shall be deemedto 

inelude payin every form EXCEPT: approved overtime; lawful relmbursement for 

neeessary expenses authorized and ineurred incident to the employment; speeial 

equipment; elothing; or serviees considered neeessary for performance of the job. 
. , 
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Pers, 6.01 ,POLICY. To insure employrnent of the best qualified persons ,to serve 

the state~ recruitment shall be cqndu<;lted to attract the highest caliper of 

persons available and examinatioIls shall be administered to determine the merit 

and fitness of these persons. 

Pers 6" 02 PELEGATION OFRIiGRUITMENT. In exceptional cases the director may 

delegate" iluthority for recruitment t,o appointing officers. Publicity and 

advertising materials used in such delegated recruHrnent shall be subject to 

prior appppval by,the,directo:r" 

P~l;'s6.0$ ,I>ESI!?NATION OF LOCAL EXAMINERS. The director rnay designate local 

examiners pursuant to subsection 16.10 (2), Wis. Stats. 

Pers 6.04 ANNOUNCEMENTS Of EXAMINATIONS. (1) Scope of Announcements. 

Examination announgements shaJ.l include the fOllowing information: class title; 

salary information; nature of the work to be performed; training and experience; 

time, place andmanner of filing appllcation; special requirements, if any; and 
, .' '.;. ,'. . 

other pertinent information consistent with these rules. Announcements of open 

competitive examinations shall specify when competition is op en to nonresidents. 

Announcements shall precede all examinations. 

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

number of qualified applicants fail to apply faran examination or to qualify 

after the ~x~ination, the dire~tor mayreannounce the examination, extend the 

date for fil.i~g of ~pplicati~ns, or it' necessary canc~l the examination. 

(3) An employment list for a high level, administrative OI' professional class 

shall be used for all vacanedes in the class, exceptthat in broad, general 

classifications, the director may authorize new recruitment and examination to 

fill a subsequent vaCanCY in that class when substantial differences in geographic 

10cation, program emphasis or other recognized employment c0nsiderations could be 

expected to attract new applicants who may be best qualified for the position. 
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Eligibles on the existing employment list shall be notified so they may, if they 

are interested, compete for the position. 

Pers 6.05 SUBSTITUTION FOR FORMAL EDUCATION. When formal academic training 

is a qualification requirement, equivalent training and experience may be 

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

training is requlred for Iiceuse or registration to practiceor 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 

promotienal potential ratings in addition to tests and ratings as indicated in 

subsection Pers 6.06 (1) and shall iuclude seniority ratings computed as indicated 

in chapter Pers 19. If a promotional potential rating is to be used as part of 

a competitive promotional examination, the determination shall be made prior to 

the written, oral, review of training and experience examination, whichever'" 

occurs first. 

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

nation shall be given written notice of the final results. 

Pers 6.08 REVIEW OF EXAMINATION RESULTS. Any examinee, or his duly authorized 

representative, shall be permitted to review the results of his examination 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 representative. 

However, an examinee may not review his examination papers during a 30 day period 
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immediately p!'eceding the date on which he is to w!'itean examination fo!' the 

same o!' a c10sely !'elated class; and no revlew of ~esults is pe!'mitted untilthe 

examination is completed. Repo!'ts on cha!'acte!' and of othe!' investigations by l. 

the bU!'eau shall be kept confidential. 

, . Pe!'s 6.09 ANOHYMITY OF COI-fPETITORSAND 'SECURITY OF 'EXAMINATION MATERIAL. The 

di!'ecto!' shall use app!'op!'iate means to insu!'e that examination pape!'s a!'e not 

"ideotified until the g!'ading of the w!'i tten examination is complete and to insu!'e 

that unautho!'ized pe!'sonsdo nothave access to examinations at-any time. 

Pe!'s 7.01 ESTABLISHt1ENT OF EMPLOYMENT LISTS. Fo!' positionainvolving 

unskilledo!' semi-skiIIed labo!', o!' domestic o!' custodial- t-lo!'k whenthe 

cha!'acte!'o!'place of wo!'k makes it imp!'acticable to conduct state-wide 

competitive examinations to set up Iists f!'om which to supply the needs of the 

se!'vice, ~he di!'ecto!' may use such p!'ocedu!'ss as he dete!'mines to be p!'actical 

and apPl.'op!'iate in o!'de!' to maintain emploYTilent lists by localities. 

Pe!'s 7.02 EXAMINATION OF APPLICANTS. Applicants maybe examined singly o!' 

in'g!'oups,- at periodic inte!'vals at the place of employment o!' elsewhere,' afte!' 

passing an approp!'iate testor subrriitting satisfacto!'y evidenee of their 

qualifications;_~ vefe!'red by the Wisconsin State Employment Service o!' an 

estabIished city,or county me!'it system agency in this state; 2r_ evaluated by 

such va!'iation or combination of the fo!'egoing o!' by other suitable methods as 

will assure selection solely on the basis of me!'it and fitness. 

Pers 7.03 EMPLOYE INELIGIBLE TO CONTINUE IN POSITION. (1) Any employe 

appointed unde!' this chapte!' who is late!' found to be pe!'forming wo!'k character­

istic of positions not included unde!' this chapte!' shall be ineligible to 

continue in the position. Such incurobent shall be t!'ansfe!'ved to a position 

fo!' which he is eligible ol' he ahall be d!'opped f!'om the pay!'oll. 
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(2) Any such employe whose position is ~eallocated o~ ~eclassified to a 

position in a diffe~ent class having a g~eate~ sala~y ~ange maximum shall be 

eligible to compete in any open competitive o~ p~omotional examination held to 

fill this position. The t~ansaction by which an employe appointed to the 

reallocated o~ ~eclassified position following such competitive examination shall 

be deemed a p~omotion as cove~ed in chapte~ Pe~s l~. 

Pe~s 8.01 DESIGNATION BY DlRECTOR. The di~ector shall designate positions 

and employment in the elassified se~viee as pe~manent, seasonal, limitea te~m or 

sessional. 

Pe~s 8.02 KINDS OF EMPLOYt4ENT. Gene~ally the cha~acteristics of eaeh kind of 

position and employment are: 

(1) Permanent. Authorized positions of continuous du~ation that requi~e the 

services of an employe half-time OI' mo~e on a daily, weekly OI' monthly basis. In 

additio~, employment in school year positions shalI, be designated as permanent. 

(2) Seasonal. Ca) ~~iteri~! Authorized positions that meet the following 

eriteria: where the need for such positions may be reasonably anticipated; which 

~ecur yearly OI' more often; where employment in such positions would normally lead 

to a eareer through successive reinstatements; and whieh require the services of 

an employe half-time o~ more on a daily, weekly OI' monthly basis. See chapter 

Pers 9. 

(b) Limitatio])...!'. Employment of any pe~son on a seasonal basis shall not exceed 

Il months in any 12 month period. 

(e) ~~eeptJon. The direetor may designate positions which recur and are of 

extremely short duration and lack career possibilities as limited term. 

(3) Limited Term. Positions where the nature and condition of employment do 

not lead to a ca~eer and where the use of norrnaI procedures for recruitment and 

examination are not practicable. See ehapter Pers 10. 



(4-) Sessional. Positions in the legislature as provided in the rules of each 

house OI" in the joint rules and positions in the legislative referenee bureau, 

the duration ofwhieh is elosely related to the duration of the legislative 

session, shall be designated as sessional., 

Pers 8.03 DEFINIT10N OF APPOIN'fMENT. An appointlnent is the action of an 

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

provisions, of the lawand these rules. 

Pers 8.04- TYPES OF APPOINTMENT. (1) In additio~ to appointments by promotion 

(see ehapter Pers 14-), transfer (see ehapter Pers 15), 'reinstatement (see ehapter 

Pers 16), demotion (see ehapter Pers 17) and original.appointments (see below) 

there are the follovdng types of appointment: 

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

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

(e) Bxeeptional appointment as I>rovided in subseetion 16.17 (4-), Wis. Stats. 

(d) Appointment to a limited term position as prov ide d in subsection 16.20 (3), 

His. Stats. and in ehapter Pers 10. 

(2) Ot'iginal appointment, definition. All appointments to positions that are 

not by promotion, demotion, transfer, OI" reinstatement as defined in appropriate 

chapters of these rules. 

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

chapter Pers 16) arjd vIho also has eligibility for ol~iginal appointment in the 

same class, may ba appointed on either basis at the diseretion of the appointing 

offieer, and such determination shall be report ed to the diI"ector at the time 

of appointment. 

Pers 8.05 LIMITAT10N OF TYPES OF APPOINTi1ENT. (1) Length of Provisional and 

Emergency Appointment. A provisional appointmentshall not e~ceed 30 work days. 

An emergency appointment shall not exceed 20 work days. 

(IB) 



(2) Length of Limited Term Appointment. See chapter 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. The employe must be off the payroll for one payroll period 

before the emergency OI' provisional appointment may be repeated in the same. 

employing unit. 

Pers 8.06 STATUS OF EMPLOYE ON PROVISIONAL, EMERGEHCY OR LIiUTED TERM 

APPOINTMENT. (1) No tenure accrues from any provisional, emergency OI' limited 

term appointment. 

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

probationary period. 

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

(4) ETirj)loyes serving on any such appointment shall not be considered eligible 

to compete in promotional examinatiöns. 

Pers 8.07 LIMITATION ON MULTIPLE APPOINTlvlENTS. Except as provided in see. 

20.904 Wis. Stats. relating to cooperation of functions between departments~ an 

employe sh all not be appointed to more than the equivalent of one full-time 

permanent positian (excluding over-time, deviation work week, OI' other variations 

in that one position). The combination of permanent positiona and limited term 

positions held by an employe shall not exceed the equivalent of one full-time 

permanent position, pIus work on a limited term basis totaling less than half-time 

on a daily, weekly, or monthly basis. However, an employe may work in excess of 

the half-time rate for 3 months in any 12 month period,but in no case shall the 

total Limited Time Employment time be in excess of Pers 10.08. 

Pers 9. al POLICY ON SEASONAL EMPLOnlENT. It is the policy of the state to 

consider employes of seasonal posi,Hons as career employes of the state during the 
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course of employment and to provide, subject to the limitations and fluctuations 

of the seasonal cycles, a reasonable guarantee of successive rainstatemants to 

these positions dur.i.ng the following seasons. 

Pers 9.02 LIMITATION. When the nature and conditions of employment in a 

seasonal position approaches year-round full-time employment (more than Il months 

in any 12 month period) the appointing offieer shall reguest establishment of a 

permanent position and aholish the seasonal position. An employe occupying such 

abolished seasonal position shall be transferred to a new position providing such 

employe could have heen considered for appointment to a permanent position from 

the register if a register existed at the time he was appointed to the seasonal 

position. If said register is beyond three year extension period, the person 

occupying such aholished seasonal position shall establish eligibility hynon­

competitive examination. 

Pers 9.03 SEASONAL STATUS. The prohationary period of an employe appointed to 

a seasonal position shall be for a period of 6 cpnsecutive months. Upon satis­

factory completion of the prohationary period the employe shall have seasonal 

status. 

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

positions with in the department during succeeding seasons sUbject to section 16.24, 

Wis. Stats. provided the employe continues to render satisfactory services during 

his employment and his conduct and capacity after he has been separated merit 

such reinstatement. The seasonal status of any employe, however, shall have no 

bearing on the duration of the seasonal period. 

(2) See subsection Pers16.02 (2) for reinstatement to other departments. 

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

and is subsequently appointed toa permanent positian in the same classification 

in the same department shall not he reguired to serve a new probationary period in 

the permanent position. 
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Pers 9.04 REINSTATEMENT OF SEASONAL EMPLOYES WITHOUT SEASONAL ,STATUS. Seasonal 

employes in seasonal positions the duration of whieh is less than 6 months in a 

single season may be reinstated to the same or similar positions at the diseretion 

of the appointing offieer. 

Pers 9.05 SENIORITY. See ehapter Pers 19. 

Pers 9.06 LEAVES OF ABSENCE, VACATION, SICK LEAVE. See ehapter Pers 18,. 

Pars 10.01 GENERAL APPLICATION.· (1) Statutory Referenees. See subseetions 

16.105 (2) (bn), 16.20 (3), and 16.24 (2), Wis. Stats. 

(2) No tenure aee~ues in this kind of employment. See ehapter Pers 8. 

Pers 10.02 PROHIBITIONS ON THE USE OF LIMITED TERI~ EHPLÜYMENT. (1) Policy. 

Limited term employment shall not be used to fill vaeaneies in permanent or 

seasona1 positions in the elassified service; however, in exeeptional instanees 

the dü;eetor may authorize the use of limited term employment to fill vaeaneies 

in permanent or seasonal positions where the vaeaney is of short duration. 

(2) Eaeh such ease will be determined on its own merits, and the direetor may, 

at any tjme, terminata the authorization for such limited term employment. 

Pers 10 9 03 APPROVAL BY DIRECTOR. (1) Exeept when speeifieally otherwise 

authorized by the direetor, prior approval is required for the use of limited term 

employment including titles, salaries, durations, proeedures, records, etc. 

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

due consideration given by the director to current labor market conditions, 

probab1e duration of employment, the need for forma1 examination procedures and 

other pertin-ent circumstances. 

Pers 10.04 PROCEDURES AND RECORDS. Procedures for recruitment, examination, 

compensation and recoru-keeping covering limited term employment may be abbreviated. 



to provide only those miniinum processes and records conidstent with expedi ting 

emp10yment and safeguarding public interests. 

Pers 10.05 TITLES AND SALARIES. (1) Wherever possib1e c1assification tit1es 

in the 1imited term emp10yrnent and state fair salary schedule sha11 be used for 

these emp1oyments. 

(2) No salary increases sha11 be allowed for this kind of employment except 

those approved by the director for economic adjustment,for comparable work on a 

permanent basis OI' fol:' a distinctly different duty assignment. 

Pers 10.06 DEFINITION AND DURATION OF CATEGORIES. Within 1imited term 

employment as a kind of .. _em~m.ent as covered in chapter Pers 8 are the following 

eategories: 

(1) S;lort-Term. Emp10yment in a position of les3 than 6 successive calendal' 

months d'lr'ation \-1hich does not recur at regular intervals •. 

(a) Illcüuded in this category are those positions excluded by subsection 

Pers 8.02 (2)(c). 

(b) Casual employment in positions that occur, terminate and recurat irregular 

intervals and for varying periods of time is also included in this category but 

shall be designated as short-term recurWz... Employment in such positions may 

extend beyond the 6 successive calendal' nlonths duration limit but the total 

accumulation of time worked in any calendal' yeal:' shall be subject to section 

Pers 10.08 for time computation. 

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

continuing function of the department and which has an established probable date 

of termirwt ion. 

(3) Part-Time. Employ"ent in any position where the time worked is less than 

half-time on a daily, weekly OI' month1y basis. 
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(4) Student. Employment at the University of Uisconsin, one of the state 

colleges, OI' a state educational institution of astudent of such university, 

college OI' institution who is currently enrolled OI' who will enroll at the next 

session. 

Pers 10.07 RENEWALS, EXTENSIONS, CHANGE OF CATEGORIES AND CLASSIFICATION. 

Renewal of employment, extension of time duration, change in category OI' 

classification for any employe on a limited te~m employment shall not be permitted 

except for unusual unforseeable circumstances. Justification is required for any 

such renewal, extension, change in category OI' classification and each case will 

be determined on its Qwn merits~ 

Pers 10.08 MAXIMUM WORK DURATlaNS. The tota1 time worked in any department 

by a limited term employe on a short-term, short-terffi recurring OI' part-time 

basis shall not exceed the equiva.lent of 6 work months of employment in any 12 

month period. 

Pers 10.09 CHANGE IN STATUS BETVlEEN LIMITED TERH AND SEASONAL OR PER~·1ANENT. 

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

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

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

officer shall request estabIishment of a new pey.'manent OI' seasonal position. The 

employe shall qualify for appointment to the new position through regular 

procedure. 

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

taken in accordance with subsection 16.29 (4), ~lis. Stats., works less than ha1f­

time in a permanent OI' seasonal position (see subsection Pers 8.02 (1) and 8.02 (2) 

respective1y) for 3 successive calendal'" months and such work time is expected to 

continue at this rate, the employe shall become a limited term employe. 

(23) 



(3) Any vacation or sick leave an employe has earned prior to his ehange to 

limited term status shall be available for use pursuantto chapter Pers 18. 

Pers 11.01 ESTABLISHMENT AND I'lA1NTENANCE OF L1STS. (1) The director shall 

establish and maintain employment lists (also eal le d employment registers) 

needed to fill positions in the elassified service. 

(2) Employment lists shal1 ba by class title and sub-title as established in 

specifications with in the elassification plan and shall be us ed by all departments 

except where the law, a rule or the director specifically provides 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 specified by examination announeement. 

Pers 11.02 TYPES OF L1STS. (1) Open Competitive. Established from competHian 

open to all qualified applieants ,·li thin and outside the service. 

(2) Promotional. Established. from competition limited to qualified employes 

in the classified ser>viee. See seetion Pers 11.05. 

(3) R8instatement. Made up of names of those eligible for reinstatement. 

See chapter Pers 16. 

Pars 11.03. EMPLOYING UNITS •. Eaeh department shall normally be considered 

a unit for purposes' of pr>omotion, transfer, reinstatement or layoff. However, 

the board, upon applieation of the,appointing offieer and after taking into 

eonsideration the reeommendation of the direetor, may reeognize established 

funetional, or>ganizational, or geographical units within the department for such 

actions. 

Pers .11.04TERM OF ELIGIBILITY 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 each ind~vidual in the ease of an 
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integrated list. A list may be extendedby the director for a period not to 

exceed 3 years from the date of the list, providedthat a subsequent list for 

the same class is not in effect l.,hich contains suffieient names available for 

certification. 

(2) Reinstatement Lists. Eligibility on reinstatement lists is for a 12 

month period from date of separation. Such eligibility may be extended by the 

director for a period not to exceed 3 years from date of separation. 

Pers 11.05 PROMOTIONAL LISTS. (1) Service-Wide. A list established from 

eompetition open to all q~alified state employes. 

(2) Restrieted. A list estabIished for a department or an employing unit 

by seleeting names of the departmental or employing unit employes by order of 

rank from a service-wide list. 

(3) Departmenta1. A list established from competition limited to a department 

or an emp10ying unit whenever position requirements do not indicate service-wide 

competition to be feasible. 

Pers 11.06 REHOVAL OF NAMES FROM LI8TS. "(I) In addition to the. reasons 

given in subseetion 16 .. 13 (1), Wis. Stats., the dir6ctor may remove a name from 

a list under any of the following eireumstanees: 

(a) J.\.QQ9JntlTl~n1:.. When a person is appointeä., his name shall be removed from 

the list, but may be reaetivated on such list upon \'lritten request. 

(b) rgi~4re to ~e~pond to ingu5ry. When a person does not respond within 5 work 

days to an inquiry relative to availability for employment. 

(e) .Unable to l.oG~t~.. i'lhen a person cannot be loeated by reasonable means. 

(d) NQ.n-s~J.eq_tiQ!Laft~jhr_ee certifieati9Jl~. See subseetion 16.18 (1), viis. 

8tats. 
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(e) Te~mination f~om state se~vi~~ Upon te~minationa pe~son's name shall be 

~emovedf~om any p~o'motional lists. 

(2) Names may be reactivated on the lists wheneve~ info~mation is ~eceived by 

the di~ecto~ which nullifies the ~eason fo~ ~emoval. 

Pe~s 11.07 STATEMENT OF AVAILABILITY. It shall be the ~esponsibility of an 

eligible to info~m the di~ecto~ of any change in his availability o~ the conditions 

unde~ '\'Thich he '\'Till accept employment. 

Pe~s 12.01 ACTION BY APPOINTING OFFICER. Hhen an appointing office~ wishes, 

to fill a vacancy, he shall submit a ~equest to the di~ecto~ on the prescribed 

fo~m. 

Pe~s 12.02 ACTION BY THE DIRECTOR. (1) The di~ecto~ shall ce~tify eligibiles 

o~ autho~ize appointment by other means as provided in the law and ~ules. Exc~pt 

for persons who a~e on ~einstatement lists'f~om layoff (See section Pers 16.02), 

employment lists shall no~mally be used in the follo'\'Ting o~de~ of p~efe~ence, 

subject to the disq~etion of the di~ecto~: (a) p~omotional, (b) open competitive. 

The di~ecto~ shall place on file ~easons fo~ exceptions f~om this o~de~ of 

p~efe~ence. The director may submit the names of per'soml interested in transfer 

o~ reinstatement (other than f~om layoff) along with or in lieu of ,a certification. 

(2) Wheneve~ in extrao~dinary ci~cumstances an appointing offieer demonst~ates 
,. 

a c1ear need for specia1 qualifications, such as spccialized training or pertinent 

prior experience, and such requect is apprqved by the director pursuant to 

'sOOsection 16.13 '( 1), Wis. Stats., selective cel:'tification may be made of persons 

having those qualifications, even thoughin, so doing other persons on the list 

with higher ratings but without such speclal qualifications may not be certified 

to that particular vacancy. In such cases, the qualifications of the eligibles 

on the list shall be reviewed for possession of the special qualifications 

beginning with the highest ranking eligible and continuing until ce~tification 
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ean be made. This provlsion shall not be used in any way to eireumvent the 

mel"it prineiple, and the direetor shall report bimonthly to the board on 

applieation of seleetive eertifiea.tion. 

Pers 12.03 USE OF RELATED L1STS. (1) Lacking a eomplete eertifieation, the 

appointing offieer may request additional names to eomplete the eertifieation. 

Additional names may be eertifled and shall be considered in rank order following 

those originally eertified. 

(2) The direetor may eertify additional names from lists of related higher OI" 

parallel elasses to fill out an ineomplete eertifieation, OI" may make a eomplete 

eertifieation from lists of related higher OI' parallel elasses when no list 

exists for the elass requestedQ This is provided that the examinations for the 

higher OI" parallel elasses have measured the capability of eligibles to perform 

the work of the elass for whieh eertifieation is to be made. If such related 

lists are not available, a new list may be established from whieh to obtain the 

necessary names. 

Pers 12.04 STATEHENT OF AVAILABILITY OF APPLICAN'r. See seetion Pers 11.07. 

Pers 12.05 TERMINATION OF A CERTIFICATION. Certification from a list must be 

made prior to the expiration date of the list, and eligibility for appointment 

from such eertifieation shall not extend more than 30 ealendar days beyond the 

expiration date, unIess the list has been extended. 

Pers 13.01 DEFINIT10N AND POLICY STATEMENT. The probationary period is an 

integral part of the examination process, applieable in situations as outlined 

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

appointees and determine whether they will be able to effeetivelY carry out their 

duties and responsibilities. At any time during a probationary period.that an 

employe does not demonstrate the neeessary capabilities, he shall be removed from 

the position by the appointing offieer. 

(27) 



PeX"s 13.02 DURATION. All pX"obationary p~!'iods are foX" 6 months dur·ation, 

except~, 

(1) In the ease of trainees, the probationary period shall be the total length 

of thetraining period, and 

(2) In the case of intern elasses, the probationary period shall be the length 

of the intarn program, and 

(3) In the cases where longer probationary periods are authorized in 

aeeord with subseetion 16.22 (I)~ Wis. Stats. 

(4) In eas~8 of reinstatementand transfer, the duration of probationary 

periods shall ba at the disereti<:m of appointing officers, but in no case to 

exceed 6 months. 

Pers 13.03 'VlHEN PROBATIONARY PERIOD REQUIRED. (1) Original appointments to 

permane~t or seasonal positions. 

(2) Appointment by promotion to permanent OI' seasonal positions. 

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

trainee. 

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

(5) When an employe's position is reclassified pursuant to Pers 3.02 (2)(a) 

and (f) dwing ,the time the eml'loye is serving a probationary period for an 

original OI' promotional appointment, he sh all be required to serve a new 

probationary period starting with the effeetive date of the reclassification 

action. The employe shall reeeive a salary increase pursuant to 16.105 (2)(d) 

viis. Stats. effeetive at the beginning of the pay period fOllowing completion 

of the new probationary period. 
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Pers 13.04 WHEN PROBATIONARY PERIOD PERMISSIVE. (1) At the diseretion of the 

appointing offieel" a probationary period may OI" may not be reguired in the 

following cases when movement is .to a different employing unit in the same department 

OI" to a different department: 

(.a) Transfer (See chapter Pers 15). 

(b) Reinstatement (See ehapter Pers 16). 

Hote: A probationary period shall not be reguired for reinstatement under 

seetion 16.24, Wis. Stats. 

(e) Voluntary demotion (See ehapter Pers 17). 

(2) The appoihting offieer shall speeify upon appointment and report to the 

bureau his determination to require an employe to serve such probationary period. 

He shall likewise give written notice to the employe of his determination. 

(3) T~e appointing offieer shall have authority to terminate these probationary 

periods at any time. He shall notify the Director and the employe of his 

determination to terminate such employe's probationary period. 

Pers 13.05 LAPSES IN EHPLOYMENT. (1) One Month Lapse.. If an employe has 

lapses in employment not exceeding one month due to: (a) injury arising from 

state employment and covered by workmen's compensation act, OI' (b) for another 

reas on approved by the appointing offieer, the appointing offieer shall determine 

whether the probationary period is to be extended to cover such absence. 

(2) More Than One Honth Lapse. If an employe has such lapse of employment 

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

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

appointing offieer. 
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(3) Layoff. If an employe 'is laid off due to lack of work OI' funds during a 

probationary period, and is later reappointedfrom the'same employrnent list to a 

position in the same department, the time served shall be carried over and applied 

as part of the probationary period for the secondappointment. 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 offieer. Determination of 

any such carry-over shall ba specifiedat 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. 

(4) Resignation. If an employe resigns during a probationary period, and is 

later z>eappoillt.3d from the same (,mployment list to a position in the same OI' a 

different department, the time served ahall not be carried over. 

Pers 13.06 LA'rERAL HOVEMENTS. (1) Definition. Late:>:>al movements for the 

purpose of this section include any movement (in the nature of a transfer) to a 

permanent OI' seasonal position in the same salary sehedule range and in the same 

OI' a elosely related class, while the employe is serving a probationary period. 

The probationary period time served prior to such a movement .sh~ll be, 11J.9Y. be, or 

~..h.~J..LDQ:t; be earried over and applied to the new pl'"'cbatiu,,:;.~ry period as follows: 

(a) Within an emplo~ing~j~~ Shall be earried over. 

(e) ~etwee!l..ilepartl1tentJ? Shall .ll..q! be carried over when movement is fz>om a 

probationary period resulting from an original appointm~nt OI' promotion; ~~ be 

earried OVer when movement is from a probationary period resulting from transfer. 

(2) In any of the above cases where time served mqy be earried over, it shall 

be at the discreHon of the appointing offieer. Determination of any such earry­

over shall be specified upon appointment and report ed to the bureau. The 
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appointing office~ shall also give w~itten notice to the employe of his 

dete~mination. 

(3) ~fuen such a movement is made to a position in an un~elated class, the~e 

shall be g~ca~~y-ove~ of p~obationa~y pe~iod and such appointment shall be 

t~eated as an o~iginal appointment. 

Pers 13.07 TIr1E NOT COUHTSO. Time se~ved in limited term employment or on an 

eme~gency or provisional appointment shall not be counted as a part of any 

p~obationa~y period. 

Pers 13.08 DrSMISSAL. (1) Action by Appointing Officer. At any time during 

a pr>obationary Jer>iod, the a9pointing offieer shall dismiss an employe whose 

conduct o~ competency does not merit his continuance in the position. See 

subsections 16.22 (1), Wis. Stats., Per>s 14.03 (1), Pers 15.04 (2), and Per>s 

20.03 (5)(a) fo~ r>ights of employes who ar>e on pr>obationar>y periods for> cer>tain 

transactions. 

(2) Dismissal Notice Requi~ed. When a dismissal is to be effected, the 

appointing offieer shall immediately notify in wr>iting the pe~son to be dismlssed 

of the reasons for> dismissal and the date on which (1i8mil-1:--:~ü is to occur, and 

send a copy of such notice to the dir>ector. Any employe t"ho is dismissed while 

on a pr>obationar>y period under the p~ovisions of subsections 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 Employment Lists. See subsection 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 employe's willingness and ability to 
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effectively perform the work of the position, and as to his suitability and 

dependability. 

Pers 13.10 SUCCESSFUL COMPLETION. If the perfo~mance of an employe on a 

probationary period has been satisfactor'y; the appointing offieer shall notify 

the employe and the director in writing that the emp10ye wil1 receive a permanent 

appointment. Permanent status begins \-/hen an employe reports for work (unless 

on approved leava) on the first work day fOllowing completion of the probationary 

period. No employe shal1 be denied permanent status after successful1y completing 

a probationary pel'iod because an appointing offieer falls to submit notice of the 

permanentappo~.ntment • 

Pers 13.11 LXTENDED PF.o~:,bTIONARY PERIODS. E:<tended probationary periods as 

provided for in subsection 16.22 (1), Wis. Stats. shall be applied on a class 

basis. The determination of theneed for an exten~ed probationary period shall 

be made by the director after taking into consideration the recommendation of 

the employing department no later than the time the certifieation request is 

submitted to the bureau. The recruitmeIlt announeements shall inform all applicants 

of the extended probationary period. At any time after the first 6 months of 

such probationaryperiod has been served by an empL'ye, t:,0 appointing offieer 

may terminate the probationary period, provided the appeiuting officer notifies 

in writing both the employe and the director one month prior to the effective 

date of such action. 

Pers 14.01 DEFINITION.· Promotion is the movement of an employe with permanent 

status from a position .in one class to a position in a di.ffereIlt c1ass having a 

greater salary range maximum as specified by subseetion 16.19, Wis. Stats. 

Pers 14.02 EXCLUSIONS. 1. The appointment of an employe to aposition in a 

higher classificationwhi1ethe employe is serving a probationary period on an 

original or promotional appointrnent shall be COllsidered as a.new original 

appointmentor ne\'l promotional appointme.nt respectively. 
' .. 
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(2) The appointment of an employe with former permanent status who returns to 

state service after a break in service not covered by 1eave to a position in a 

higher classification sha11 be considered as an original appointment. 

(3) For,provisions relating to the appointment of persons OI' employes to 

positions classified as trainee see chapter Pers 20. 

Pers 14.03 KINDS OF PROMOnON; STATUS AND RIGHTS. (1) For Promotion ~lithin 

The Same Department. In accordance with subsection 16.22 (1), iHs. Stats., the 

emp10ye sh all be required to serve a probationary period. At any time during this 

period the appointing officer may remove and restore the employe to his former 

position OI' a <;1;",milar pos:tt::.C'D. 2nd salary without the righ't of appeal. Any other 

removal, suspe;,i, .. ;ion withoue pay, or discharge during the probationary period shall 

be subject to sunsection 16.24 (1), ~Hs. Stats. 

(2) :01' Promotion Between Departments. In accor'da::'lCe IITi th sOOsection 16.22 (1), 

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

any time during this period the appointing offieer may dismiss the promoted 

emp1oye. See subsection 16.22 (3), Wis. Stats. for provisions relating to 

reinstatement eligibility of an employe so disrnissed. 

Pers 14.04 SALARY ON PROMOTION. In this section~S~~i3:.1ge and step refer to 

the salary schedule range and step amount in such range for the elas s to which an 

employe is promoted. 

(1) Immediate Increase. An employets present salary rate shall be increased to 

the minimum of the ne\'l range if his present rate is one step OI' more 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 OI' is above the minimum of the new range, his 

present rate sh all be increased by an amount equal to one stepa 
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(2) Salary After Six Months. Upon completion of the first 6 months of the 

probationary period thepromoted emP.l:oye shall racei ve an inCrease. of one step, 

subject to the limitations of subs~ction 16.105 (2 )(b), His. Stats. 

Pers 15.01 DEFINITION. Atransfer is the movement of an employe with permanent 

status from one position to another position in the same salary schedule range. 

Pers 15. 02LATERAL MOVEMENT ~~HILE ON PROBATIONARY PERIODS. See section Pers 

Pers 15.03 APPROVAL BY DIREeTOR. All transfers into or within a department 

exeept rea8s1b;J~Jlents to different positions in the same elass in the same employing 

unit requi:r.le v~ior app:r.'oval by the direetor. 

Pers 15.04 KINDS OF TRANSFER; STATUS AND RIGHTS. (1) Transfer Between Depart-

ments. An employe who transfers between departments may be required to serve a 

probationary period at the discretion of the appointing offieer. If during this 

period his services are found tobe unsatisfaetory he may be separated at the 

discretion of the appointing ofrieer without the right of appeal. See subseetion 

16.22 (3), Wis. Stats. for provisions relating to reinstatement eligibility of an 

emp10ye so dismissed •. 

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

employe who transfers between different employing units of the same department 

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

offieer. 

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

emp10ye retains permanent status previously acquired. 

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

emp10ye to his previous position or similar position and salary at any time during 

this period. Any other removal, suspension without pay, or discharge during the 

probationary period shal1 ba subject to subsection 16.24 (1), Wis, Stats. 
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(3) Transfer Within the Same Employing Unit. An employe who transfers to a 

position in a different class withinthe sameemploying unit or an employe who 

transfers to a position in the same class (reassignment) shall not he required 

to serve a prohationary period. In the latter case the transfer does not require 

approval of the director. 

Pers 15.05 SALARY ON TRANSFER. When an employe transfers the rate paid may 

he any rate within the salary schedule range which is not greater than the last 

rate received in his former position. In any transfers where an employe is 

required to serve a prohationary period, completion of such prohationary period 

shall not make the employe eligible to receiva a salary increase as provlded 

in subse~~ tron 16.105 (2)( d), His. Stats\. 

Pers 16.01 DEFINITION. Reinstatement is the restoration without competition 

of an employe or former employe to a posi tion in the "'c~me or a closely related 

class in which he vlaS previously employad. Reinstatemen't applies to permanent 

and legislative employes as covered in suhsection 16.23 (2), Wis. Stats.; 

employes who enter military service as covered in suhsection 16.276 (l)(b), Wis. 

Stats.; and for seasonal employes as provlded in' .. chapter Pers 9. 

Pers 16.02 TYPES AND CONDITIONS OF REINSTATEMENT. (1) Layoffs Have Priority. 

An employe who has been laid off or demoted in lieu of layoff shall be reinstated 

when a vacancy for which he is qualified occurs in the department from which he 

was .laid off, according to the inverse order of the layoff. The appointing 

offieer shall notify each person laid off that he may establish reinstatement 

eligibility through the bureau with in one year from the date of layoff, and that 

he may request that his eligibility be extended for one year intervals not to 

exceed 3 years from date of layoff. 

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

service withoutmisconduct Dr' delinquency, or who has accepted a voluntary 
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demotion for personal reasons, may establish reinstatement eligibility for 

employment in any department subject toapproval of the directo!', p:rovided that: 

(a) The individual OI' an appointing offieer requests reinstatement within one 

year (a legislative employe2 yearp) from·date of separation; OI' 

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

first year and within 3 years from date of separation; and approval is given 

pursuant to subseetion 16.17 (2), Wis. Stats. 

(3) Reinstatement by Personnel Boardor Court Action. Seesection 16~24, Wis. 

Stats~ A probationary period shall not be required for such reinstatement. 

(4) Non-Cu:.~pletion of Probationary PerioQ. Upon Promotion. See sOOseetions 

16.22 (1), Wis. Stats. and Pers 14.03 (l). 

Pers 16.03 KINDS OF REINSTATEHENT; STATUS AND R:C.'W~'S. (1) Reinstatement to 

Different Department. An employe who is reinstated to a department other than 

the one from which he earned reinstatement rights may be t'equired to serve a 

probationary period at the diseretion of the eppointing offieer. If not required 

to serve a probationary period the employe resumes permanent status immediately. 

If·required to serve·a probationary period and during such period the employe's 

serviees are found to be unsatisfaetory he may be separated without the right of 

appeal at the diseretion of the appointing offieer. 

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

employe who is reinstated to a different employing unit in the same department 

from whieh he earned reinstatementrights may. be required to serve a probationary 

period at the diseretion of the appointing officer. If not required to serve a 

probatiönary period ·the employe resume.s perp1anent status immediately. If required 

to serve a probationary period and during sueh.period the employe's service.s are 

found to be unsatisfaetory he may be separateed without the right of appeal at the 

diseretion of the appointing offieer. 
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(3) Reinstatement to the Same Employing Unit. An employe shall not be required 

to serve a probationary period when reinstated to the same employing unit that he 

left. Such an employe resumes permanent status irnmediately. 

Pers 16.04 DISMISSAL DURING PROBATIONARY PERIOD. The name of an employe who 

is dismissed from a probationary pe:dod follol-dng reinstatement may at the 

diseretion of the direetor be returned to the reinstatement list. 

Pers 16.05 SALARY ON REINSTATEMENT. (1), Hhen an employe is reinstated, the 

salary may be: 

(a) At any rate within the salary schedule range of the elass reinstated to, 

whieh is not greater than the rate reeeived upon separation (plus intervening 

service-wide salary adjustments), OI' 

(b) At the minimum of the salary schedule range if the minimum exeeeds the rate 

last received, OI' 

(e) In the eas e of employes restored following military service see seetion 

16.276, Wis. Stats. 

(2) In any reinstatement where an employe is required to serve a probationary 

period, eompletion of such probationary period shall not make the employe eligible 

to reeeive a salary increase as provided in subseetion 16.105 (2)(d), Wis. Stats. 

Pers 16.06 -SENIORITY. See chapter Pers 19. 

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

status from a position in one elass to a position in another elass that has a 

lower salary range maximum. 

Pers 17.02 EXCLUSIONS. (1) The appointment of an employe to a position in a 

lower classifieation while the employe is serving a probationary period on an 

original appointment shall be considered as a new original appointment. 

(37) 



(2) The appointment of an employe ~dth former permanent status to a position 

, in a lower classificationfollowing a break in service not covered by leave shall 

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

considered as a reinstatement. See chapter Pers 16. 

(3) The reduction in theclassification of a position held by an employe with 

permanent status that does not involvemovement of the employe to a different 

position is considered a reclassification. See chapter Pers 3. 

(4) The action by whieh a promoted employe is restored to his ,previous 

position and salary as provided in subsection Pars 14.03 (1) is not considered 

a demotion. See chapter Pers 16. 

(5) $alary reduction that does not involve a ehange in positions or elass is 

not considered a demotion. See sOOsection 16.24 (1), His. Stats. 

Pers 17.03 REPORT OF APPOINTING OFFICER; APPROVAL BY DlRECTOR. (1) All 

demotions sha11 be reported to the director in aecordance with subseetions 16.24 (1) 

and 16.25 (1), His. Stats. 

(2) Approval of ,the direetor is required to determine the eligibility of the 
, , ' 

employe to perform the duties of the position in the class to whieh he is demoted. 

Pers 17.04 KINDS OF DEMOTION; STATUS AND RIGHTS. (1) Involuntary Demotion 

Within a Department. An appointing offieer may demote an employe for disciplinary 

purposes as provided in subseetion 16.24 (1), Wis. Stats. or as aresult of 

reduction in foree in lieu of laying him off. 

, , 
(a) In either case; the demotion maybe made to any position within the 

department regar<Üess of employing unit; and the employe may appeal the demotion 

within 10 calendar daysofthe ef~ective date of such action. 

(b) An employe demoted for diseiplinary purposes does not retain permanent 

status previously aequired in the higher elass of position, nor does he retain 
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reinstatement eligibility to the higherclass of position. He does aequire 

permanent status and tenure rights in the elass of position to whieh he is demote~ 

No probationary period shall be reguired for an employe demoted for diseiplinary 

purposes. 

(e) An employe demoted in Heu oflayoff refains permanent status previously 

aequired in the higher elass of position. For provisions relating to the 

reinstatemant of an employe so demoted, see ehapter Pers 16. No probationary 

period shall be raquired for an employe demoted in lieu of layoff. 

(2) Voluntary Demotion Within a Department. An employe with approval of the 

appointing offieer mayaccept a voluntary demotion within the department eithel~ 

to a position in the same employing unit, OI' to a position in a different 

employing unit. Aeeeptanee of such voluntary demotion shall be furnished the 

direetor in writing by the employe. 

(a) In either ease, tenure rights to the previously held position are not 

retained. 

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

retains permanent status previously aequired and a probationary period for 

employment in the lower elass of position shall not be required. 

(e) If the demotion is to a position in a different employing unit, the 

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

appointing offieer. If during such period the serviees of the employe are found 

to be unsatisfaetory, 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 acquired. 

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

of position, see ehapter Pers 16. 
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(3) Voluntat'yDemotion Between Deparotments. An employe ma.y move to a posi tion 

in a lO\'let" elassifieation in a differentdepartment as a voluntary action either 

for pe!'sonal reasons OI" in Heu of being laid off. 

(a) In either ease, the employe may be required to se!'ve a probationary 

,p~riod at the dise!'etion of .the appointing offieer, and if during this period 

the employe's serviees are found to ba unsatisfaetory, he may be separated with-

out the right of appeal. If the employe is not required to set've a proobationary 

peroiod, ha retains peromanent status previously ~equired. 

(b) Fot' provisions t'elating to the retut'n of an employe to his form eI' elass 

of position, see ehapter Pers 16. 

Pers 17.05 SALARY ON DEHOTION •. Hhen an employe is demoted the ratepaid may 

beany rate within the salary sehedule range for the elas s to whieh he is demoted 

whieh is not greater than the last t'ate reeeived immediatelY priot' to his 

demotiono In any demotion where an employe is required to serve a probationary 

period, completion of such probationary period shall not make the employe eligible 

to reeeive a salary inerease as provided in subseetion 16.105 (2)(0.), Wis. Stats. 

Pers 18.01 DEFINITIOlt. Leave of absence means absanee from employment with 

the approval of the appointing offieer in aeeordanee with the appropriate 

s'tatutot'y provision OI' role. Throughout these rules !!!9ntl! means a calendar 

month ot' the period ft'om a given date in one month through the date preeeding 

the given date in the fOllowing month. 

Pers 18.02 VACATION. (1) Employes Who Earn Vaeation. All elassified , 

employes shall earn vaeation exeept: 

(a) Emergeney employes. 

(b) Provisional employes. 

(e) Limited term employes. 

(d) Employes who do not qualify under subsection 16.275 (l)(e), Wis. Stats. 
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Vacation may not be ea~ned subsequent to an employe's last actual work day if 

immediately followed by te~mination. 

(2) Continuous Se~vice. Continuous service shall include allt.he time the 

employe has been in eontinuous employment status in a permanent, seasonal, 

sessional, o~ unelassified position. The eontinuous se~viee of an employe 

eligible fo~ a vaeation shall not be considered interrupted if he: 

(a) Was absent fo~ not mo~e than 30 con$eeutive ealenda~ days. 

(b) Was on an app~oved leave of absenee. 

(e) Left the se~viee fo~ any ~eason exeept to take othe~ employment and is 

reemployed within 3 yea~s, employment by any othe~ politieal subdivision of this 

state shall not be eonstrued as othe~ employment. 

(d) Was absent on milita~y leave. 

(e) ~vas absent due· to inju~y or illness a~ising from state employment and 

eove~ed by the workmen's eompansation act. 

(3) Computing Years of Se~vice. In determining the number of full yea~s of 

service completed, credit shal1 be given fo~ all time in emp10yment status in a 

pe~manent, seasonal, sessiona1, or unelassified position. Any absenee of more 

than 30 ea1end~ days exeept fo~ mi1ita~y 1eave and absenee due to injury o~ 

i11ness arising out of state emp10yment and covered by the wo~kmen's eompensation 

aet shall not be eeunted. Only the most reeent pe~iod of eontinuous se~vice 

may be eounted in determining an employe's length of se~viee. 

(4) E1igibility. After completian of the flrst six months in a pe~manent or seasanal 

position pu~suant to subsection 16.22 (1), Wis. Stats., o~ after the fi~st six 

months of employment as a t~ainee unless covered under subseetion Pers 18.04 (3), 

employes shall be g~anted noneumu1ative vaeation based on aeeumulated eontinuous 

state service as follows: 

(a) Regular Emp10yes. 1. Pe~sons who were emp10yed on January 1,1959, or 
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whose absence on that date is covered under subsection Pers 18.02 (2), and Were 

employed prior to January 1, 1958, at the rate of 3 .. leeks for a full yearts 

service and, based on his aecumulated continuous state service, at the rate of 

4 weeks after 20 full years of service. 

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

above, based upon accumulated continuous state service, at the rate of 2 weeks 

each year for a full year of service during the first five years of service; 

three weeks each year for a fullyear of service during the next fifteen years 

of service; four weeks each year for a full year of service after 20 years of 

service. 

Cb) _Sehool year e]lploye~~_. Employes who are regularly employed -on asehool 

year basis for less than 12 months out of a year but who are employed 6 or more 

months in eontinuous service in the employing department sh all be granted prorata 

vacation eonsistent with subsection Pers 18.02 (4)(a). Such continuous service 

need not be in a single year. 

(e) )3easonal employ:~§." Employes who are regularly employed for less than 12 

months eut of a year but who are employed 6 er more months in eontinuous service 

in the employing department shall be granted prorata vacation consistent with 
, 1 ' 

subseetion Pers 18.02 (4)(a). Such eentinuous service need not be in a single 

ealendar year. 

(5) Computing-Vacation. (a) Vacatien credits in any given year shall not be 

earned for any period of absenee without pay except that for administrative 

purposes any approved leave OI' leaves of absenee totaling 30 ealendar days or 

less in a calendar year may ba disregarded. 

(b) Vacation for employes covered in subseetion Pers 18.02 (4)( a) 2. shall be 

prorated during the fifth year of empleyment at the rate of 2 or 3 weeks 

respeetively. 



(e) Vaeation fo~ employes eove~ed in subseetions Pers 18.02 (4) (a) 1. and 

Pers 18 0 02 (a) 2. shall be prorated during the twentieth year of employment at 

the rate of 3 or 4 weeks respeetively. 

(d) Upon terrnination of employrnent vaeation sha11 be prorated. 

(e) The following table prorates vacatioTl to the nearest 1/4 day on the basis 

of an employe's vaeation rate for the fractiona1 part of a month worked: 

VACATION DAYS EARNED 'FOR FP~CTIONAL PART OF A MONTH 

Beginning Employa Ending Employa 

Beginning Days Earned Ending Days Earned 
Date of Date of 
Honth 2 weeks I 3 weeks 4 weeks Month 2 weeks 3 weeks 4 weeks 

! 
1- 5 10/12 I 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 

I 
I 

After eomputing in twelfths the tota1 vacation earned, divide by 12 to determine 

fu11 days and app1y the remaining fraction to the following schedule: 

Remaining Fractions Vaeation Credit 
Conversion 

1/12 0 
2/12, 3/12 or 4/12 1/4 Day 
5/12, 6/12 or 7/12 1/2 Day 
8/12, 9/12 or 10/12 3/4 Day 
11/12 1 Day 

(6) When Vacation May Be Taken. In determining vacation sehedules tpe 

appointing offieer sha11 respeet the wishes of the e1igible employes as to the 

time of taking their vacation insofar as the needs of the service will permit. 

Vaeation al10wance shall be taken during the vaeation year exeept that employes 

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

vaeation for a given vaeation period may be permltted to take it vlithin the first 

6 months of the ensuing vaeation year. 
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Pe~s 18.03 S!CK LEAVE. (1) Employes Who Earn Siek Leave. All elassified 

employes shall earn siek leave except: 

(a) Emergeney employes. 

(b) Provisional employes. 

(e) Limited term employes. 

(2) Aeerual of Siek Leave. (a) Siek leave shall ac.crue at therate of one 

day of sick leave for eaeh ealenda~ month of se~vice. Sick leave allowanca sha~l 

be aeeumulated in the employe's base siekleava aeeount until a maximum of 60 

days has ace~ued. 

(b) Siek leave eredits in any given year ·shall not be ear>ned for any period 

of absenee without pay or> time otherwisenot workedor paid for> except that fo~ 

administrative purposes any: approved absence OI' absenees totaling 30 ealendar 

days, q~ iess in aealendar yea~ may be. dis~egarded. 

(e) Unused siek leave in excess of 60 days shall aeeumulate in the employe's 

·reserve siek·leave aeeount. N?s!ek.J.eave shall aeerue in the reserve aeeount 

unless the 60 day ma·ximurn is maintained in the base account. 

(d) ·Siek leave shall not be used until it has been aeerued. 

(3) Useof Siek Leave. The normal use of siek leave shallbe eharged to the 

base aceount. In the event ofaxtended illness siek le ave taken shall beeharged 

to the base aeeount until that is exhausted. Siek leave in the reserve aeeount 

may be used only upon reeommendation of the employe's appointing offieer and with 

the approval of the eommissioner of administration andthe directoI'. 

(4) Eligibility for Siek Leave. (a). Eaeh permanent elasaified employe, 

employe serving his probationary period anQ. seasonal.employe whohas aarned siek 

leave.eredits shall ba eligible for siekIeave for any period of absenee from 
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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, ehildren, brother, sister 01' another membeI' of the immediate household) 

where employe's presenee is required 01' death in the immediate family of the 

employe 01' his spouse. The department has the duty to require that the employe 

make other arrangements, within a reasonable period of time, for the attendanee 

upon ehildren 01' other persons in his eare. 

(b) An appointing offieer may require a medical eertifieate to justify the 

granting of siek leave. 

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

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

Separation from the service by resignation, retirement, 01' for eause as provided 

in seetion 16.24, vJis. Stats. shall eaneel all unused aeeumulated siek leave 

allowane~. Whenever a permanent employe is laid off due to lack of work 01' funds, 

any unused aceumulated siek leaveallowanee sh all continue in effeet, if .he is 

rehired by any department within one year. 

(6) Table For Prorating Siek Leave. 

Beginning EmploYe Ending Employe 

Beginning Date Days Earned Ending Date Days Earned 

1- 8 1 1- 8 0 
9-23 1/2 9-23 1/2 

24-31 0 24-31 1 

Pers 18.04 OTHER PROVISIONS RELATING TO VACATIONAND SICK LEAVE. (1) Vaeation 

01' Siek Leave on Holidays. In the event that a holiday falls on a regular work 

day within the week 01' weeks taken as vaeation 01' siek leave, such holiday shall 

not be eharged as vaeation 01' siek leave. For any day on whieh work is suspended, 

such suspension shall not be eonocrued to extend any vacation 01' sick leave to an 

employe in such status at the time. 
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( 2) Transfer' of Credi ts. . Yllienever an employe eligib1e for vacat ion OI' sick 

leave separates from the service of one employing unit of the state and accepts, 

by certification OI' transfer, service in a elassified position in another 

employingunit of the state, obligation for any accurnulated and unused vacation 

. and siek leave allowanee shall be assurned by the new employing unit. 

(3) Effeet of Clasaification Changes. Promotion, demotion or change in 

elassification of the position held by an employe ahall not cause him to forfelt 

or lose his earned vacation OI' sick leave rights OI' privileges. 

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

Pers 18.05 LEAVE WITHOUT PAY. (1) When Granted. (a) Administrative leaveo 

Leave without pay for a period not to exceed one month may be granted by the 

appointing offieer. 

(b) Fc~mal leaveo Application for a le ave in exeess of one month shall be 

filed by the employe on forms supplied by the bureau. A clasaified employe may 

be allowed a leave of absenee without pay for a period not toexceed one year. 

Such leave is subjeet to the reeommendiltion of the appointing offieer and the 

approval of the diraetor before becoming effective. Such leave aha11 be granted 

only when it will not result in prejudice to the interests of the state as an 

employer beyond any benefits to be realized upon the employe's return to the 

service. Leave without pay may be granted for: edueational purposes where 

direet or indireet benefit accnues 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 return; maternity 

cases and exceptional personal reasons other than those mentioned aboveo Failure 

to return on or b~fore the expiration of such leave or upon the cance11ation OI' 

revocation thereof by the direetoI' shall be considered as.separation from the 
. '. 

service, and the nature of the separation action 8hallbe .determined on the 
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.=1 
merits of the ease unIess it is shown to the satisfaetion of the appointing 

offieer and the direetor that failu~e to ~epo~t was exeusru)le. Leave of absenee 

beeause of illness or for edueational pu~poses may be extended up to 2 years on 

a year to yea~ basis on the ~eoommendation of the appointing offieer and the 

approval of the direetor. 

(e) Summe~ leaveo Classified employes whose serviees are not required at 

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

Nithout pay. 

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

i31,senee without pay shall aeeord the employe the right to be retu~ned to his 

positian or one of like nature on ~he explration the~eof or sooner if agreeable to 

the appointing offiee~, exeept that if the positian has been abolished through 

legislation o~ material reorganization of the department, the employe shall be 

given eon3ide~ation for any other positian of simila~ grade and elass whieh in 

the opinion of the direetor does not require qualifieations substantially higher 

than or different from those of the positian previously held, and if there be 

no such positian, the layoff provisions of the lawand these rules shall apply. 

If it is found neeessary to fill the position during the interim, the neW employe 

shall vaeate the positian up on the return of the absent employe subjeet to layoff, 

transfer, or demotion rights earned under the lawand these ruIes. Sueh leaves 

without pay shall not operate to interrupt the seniority or salary advaneement 

consideration, or caneel aeeumulated siek leave of the absent empIoye. HOlidays 

or other non-work days immediately preceding the employe's return to duty, spall 

be counted as part of sueh absenee. 

(3) Absenee Without Leave. Any absenee of an employe that is not authorized 

under these rules shall be considered as an absenee without leaveo Such absenee 

may be considered as a ~esignation o~ may be g~ounds fo~ diseiplina~y action. 
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Anyemploye who is separatedfrom the service on the basis of absenee without. 

leave may thereby be deemed to have forfeited his reinstatement eligibility. 

Pers 18.06 LEAVE WITH PAY, INJURY. Continuing salaries to eertain employes 

unable to work due to injuries ineurred in line of duty in hazardous employments. 

See seetions 16.31, Wis. Stats. and Pers 5.05. Eaeh period of absenee shall be 

subjeet to the approval of the appointing offieer and he may require the employe 

to submit amedieal eertifieate to eover eaeh such period. 

Pers 18.07 HOLIDAYS. Legal Holidays. January 1; l1ay 30; July 4; the first 

Mbnday in September; the fourth Thursday in November OI' the day appointed by the 

G,jyernol' as a day of thanksgiving; Deeember 25; the day following if Januar>y 1, 

May 30~ July 4 OI' Deeember> 25 falls on Sunday; after>noon on Good Friday; the 

after>noons of· Deeember> 24 and 31. In order> to carry out the intent of subsection 

16.275 (6)(a) and (an), Wis. Stats. ~ to grant employes 7 1/2· days annually for 

hOlidays? an employe shall be grant ed equivalent eompensatory.time off when: 

(1) The employe is required to work on a holiday OI' 

(2) A holiday falls on his regularly seheduled day off. 

When such compensatory time off shall be granted is discretionary with the 

appointing offieer, and he may permit suchtime to be anticipated and used on the 

same basisas vacation. See suVsection Pers 18.02 (6). 

Pers 18.08 MILITARY SERVICE. (1) National Guard, State Guard, Reserve COl'ps. 

Attendanee at duly ordered·military andnaval schools~ field camps of instruction 

and naval exereises. See subseetion 16.275 (4), Wis. Stats. 

(2) Aetive Service. See section 16.276, Wis. Stats. 

Pers 18.09 CIVILIAN SERVICE. Service during a period officially pI'oelaimed 

to be a national emergency OI' limited national emergeney. See subsections 

16.276 (1) and 16.276 (2)(b), Wis. Stats. 
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Pers 18.10 JURY SERVICE. See subseetion 16.275 (5), His. Stats. 

Pers 18.11 UNCLASSIFIED SERVICE. Employes in the elassified service appointed 

to positions in the unelassified service. See seetion 16.274, Wis. Stats. 

Pel:>s 18.12 WORKMEN'S COUPENSATION. Relation to the use of siek leave and 

vaeation. See seetion Pel:>S 5.06. 

Pers 19.01 DEFINITION. Seniority is an employe's total applieable service 

at any level with the state, applied as a factol' in determining rank in promotions 

and layoffs. 

Pers 19.02 LINITATIONS AND INCLUSrONS. (1) Applieable Sel:>viee FOl:> Computation. 

(a) All permanent employment in the elassified sel:>viee. 

(b) All seasonal employment in the elassified service \'lhieh has resultedin 

eonseeutive seasonal reinstatements, and seasonal employment followed by 

permanent employment with in the reinstatement period of 3 years. 

(e) Time of military leave; OI' leave while serving in an unelassified position 

as provided in seetion 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 OI' 

while serving an emergeney OI' provisional appointment. 

(b) Employment in an unelassified position except as provided in seetion 

16.274, Wis. Stats. 

(e) Time spent on leavesof absenee other' than military,leave, except. when in 

the judgment of the direetor the leaves arG of direet benefit to state service. 
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Pers 20.01 DEFINITION OF STATE TRAINING PROGRAHS. State Training Programs 

in elude all formal and informal, orf-the-joh and on-the-job devalopmental 

activities and devioes that are conducted as part of, OI' associated with state 

employment, which increase the knouledge, skill and general competenoy of 

employes, and which aid in establishing favorable employe attitudes and work 

habits .. 

Pers 20.02 TRAININGPOLICY. Reeognizing that training is an integraI part of 

the management process, thedireetor, in order to implement the state training 

policy as set forth in subseetion 16.21 (1), Wis. Stats.,shall assist operating 

agencies by promoting, formulating, eondueting, eoordinating and assisting in 

Rtate training programs to the end that transaction of the stateIs business will 

be performed effeetivelY, effieiently, and with the greatest economy to the 

state through satisfied employes. 

Pers 20.03 TRAINEE CLASSIF!CATION.. (1) Use of Trainee Classifieation. 

The direeto!' may authorize the use of the trainee elassifieation when: 

(a) Qualified applieants are not available for the objeetive classifieation, OI' 

(b) Filling the position as a trainee will be more appropriate than appointment 

in the objeetive elassification, OI' 

(e) Speeial eonditions exist as part of the provisions for the use of gifts, 

grants, bequests, OI' other deviees from individuals, partnerships, assoeiations, 

OI' eorporations for providing employes with the training and/oI' experience to 

meet the qualifieations of the objeetive elassifieation. 

(2) Trainee Salary Range. The salary range for a position elassified as 

trainee sha11 besubjeet to the approval of the direetoI'. 

(a) The minimum of such range sh all be eomparable to the minimum salaries of 

elassifieations having similar qualifications. 
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(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 salary rate and salary increases 

during the training program sh all be subject to the approval of the direetoI'. 

Appointment may be made at that point in the salary range commensurate with 

previous training and/oI' experience. 

(4) Salary of a Permanent Employe Appointed As Trainee. This subsection 

applies to the salaryof an employe appointed to fill a vacancy in a trainee 

position either in the same department OI' in a differentdepartment. The term 

~~ 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 

position. 

(a) When the employe's present salary rate isabove the maximum of the 

trainee salary range, his rate in the trainee salary range shall be at the· 

maximum of such range. 

(b) When the emp1oye's present salary rate is 1ess than one step below the 

minimum of the trainee salary range, OI' 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, OI' determined in accordance with subsection Pers 20.03 (S),whichever 

is highel'. 

(e) When the employe's present rate is more than one step below the minimum 

of the trainee salary range, his present rate sha11 be inereased to the minimum 

of the trainee salary range, OI' determined in aecordance vTith subsection 

Pers 20.03 (3). 

(5) Status And Rights. A trainee shall be on a probationary period for the 

duration of his training program as provided in subseetion 16.22 (5), Wis. Stats., 
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(a) However, the .appointment of. q permanent employe to a trainee position 

with in the department sha11 , as provided in subseetion 16.22 (1), viis. Stats., 

be deemed a ehange in job status, and sha11 not affeet the permanent status and 

rights p~evious1y aequired within such department. At any time during the 

probationary period the appointing offiee~ may remove and restore the emp10ye 

to his former position and sa1ary without the right of appea1. Any other 
. . . 

removal, suspension without pay, o~ diseharge during the probationary period 

sha1l be subjeet to sul;>seetion 16.24 (1), Wis.: Stats. Upon sueeessfu1 completion 

of thetraining program the train.ee .shall assurne the class. ti tle of the· obj eet i ve 

elassifieation. He sha11 servea probationaryper.l.od in the objeetive elassifi-

eation. 

(b) A permanent employe appointed to a trainee position in anotherdepartment, 

01" a person entering a trainee position on an origina1 appointment, may be 

separated without the right of appeal, at the diser.etion .of theappointing 

offieer, .at any time prior.to aehieving permanent status in the objeetivee1ass. 

Upon sueeessful eompletion of the training program the trainee sha11 assume the 

elass title of the obj.eetive e1assifieation. He sha11 serve a probationary 

period in the objeetive elassifieation. 

(e) 'rhe appointment of an employe 'Vlho has qualified at the objectüTe e1assifi-

eation,following eompletionof the training program sha11 not be considered a 

promotion for sa1ary purposes provided in subsection 16.105 (2) (dx), His. Stats., 

and the initial rate to be paid in the objeetive e1ass sha11 be the minimum of 

the 8alary range for such clasa. However, if an employe ea~ned a higher rate 

of pay in a elass in which he had permanent status immediately prior to entry in 

the training program, the appointing offieer may set the emp1oye's salary at any 

rate in the salary range for the objeetive class, not to exeeed his previously 

earned rate. Determination of this rate shall. ;be made at time ofappointment 

.in the objeetive elas s and reportedto the direetoI'. In cases where the objeetive 

class for whieh the employe is being trained is in the same OI' lower salary range 
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than the elass of the employe's position in whieh he had permanent status 

immediately prior to entry in the training program, no probationary inerease 

shall be given up on eompletion of the probationary period. 

(6) Approval and Reporting. No person shal1 be appointed to a trainee position 

prior to approval of the written training program by the director. The written 

training agreement sha1l be submitted to the direetor at the time of appointment. 

Pers 20.04 PERFORMANCE DEVELOPMENT. A task and performance review shall be 

made at 1east onee eaeh year by the appointing offieer for and with each permanent 

e1assified emp10ye for the purpose of helping eaeh emp10ye maintain and surpass 

minimum performance standards of all the tasks of his position. 

Pers 21.01 SUBMISSION OF RESIGNATION. Bvery effort sha11 be made by an 

appointing offieer to obtain a written resignation from a permanent employe who 

vo1untarily leaves the service. Such resignation shall contain the reasons 

therefore and be submitted in dup1icate to the appointing offieer not 1ess than 

15 calendar days prior to the effeetive date. The appointing offieer wi11 retain 

the original of such resignation and shall transmit the duplieateto the bureau. 

Except for extenuating eircumstances, fai1ure of an emp10ye to submit such 

resignation shal1 resu1t in forfeiture of reinstatement e1igibility. 

Pers 21.02 WRITTEN RESIGNATIONNOT REQUIRED. Separation of emergeney, 

provisional, limited term or seasona1 employes from the service at the end of 

such emp10yment period shall be deemed to constitute norma1 or automatic 

separations and therefore need not be accompanied by vlritten resignations. 

Pers 22.01 PURPOSE. This 1ayoff procedure adopted pursuant to subsection 

16.24 (2), Wis. Stats.,is intanded to give due consideration to the 2 essential 

faetors which shou1d determine a permanent emp1oye's right to be retained in the 

service--1ength of service and efficiency, considered in such a way as to be fair 
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to all employes and to retain for the state service its most effectiva and 

afficiant'personnel. 

Pers 22.02 LIMITATIONS. A permanent amploye in the classified service shall 

not be laid off from any position while any limited term, el)lergency, provisional 

OI' probationary employe is continued in a position of the same clasa OI' equivalent 

clasa in the departl)lent,or other layoff unit involved. 

Pers22.03 LAYOFF BY DEPART~4ENTS. ,~he normal layoff procedure shall be by 

departments, provided, howevet>, the boat>d, uponthe application of the appointing 

offieet> 'and aftet> taking into consideration, the l'ecommendation of the direetoI', 

may authorize the use of wel,l established functional, organizational, OI' geograph-

ieal units vIithin the employing department,. 

Pers 22.04, PROCEDURE FOR MAKING LAYOFFS. (1) Seniority: and Efficiency. 

tfuenever it become,s neeessary for an appointing off:icer to lay off an employe in 

the classified,service as a resultoi shortage or stQPpage of work OI' funds, 

functional reorganizations, ortha" abolishing of a position, he shal1 do so by 

'clas,ses in accordance with seniorityand efficiency, except ,where a reduction in 

force invol ves all employes in an employing u'ni t,. 

(2) Assignment of Seniority Credit. The seniority credit of all employes in 

the elassand organization unit in which layoff is to,be made shall be computed 

on the basis of length of service asset fo:bth in subsection Pers,19.02 (1). A 

seniority ranking of all such employes shall ba made accordingly, with any resulting 

tie cases ,to beranked (relative to each other) according to their total length of 

service in the class. 

(3) Number Considered for Layoff. Withi~ the,total number ofemp19yes in the 

given class and layoffunit, the group considered for layoff sh all conslst of those 

with the lowest seniority ranking, as follows: That group shall numb~r 3 employes, 

where onlyone employe is being laid off. In all other cases, that group sh all 
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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 (l»than is necessary to consider for layoff 2 more employes than there 

are positions to be vacated. 

(4) Ranking By Performance. All employes in the group thus to be considered for 

layoff shall be ranked by the appointing offieer according to their relative 

performance in the given elas s 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 th us considered shall determine which employes are laid off, so that 

the most efficient employes will be retained. 

Pers 22&05 DEMOTION IN LIEU OF SEPARATION. In the event that the services of a 

permanent employe are about to be terminated in a given class as aresult of 

reduction 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 class in another 

series in which 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 permitsh 

Pers 22.06 REDUCTION IN PAY OR POSITION. The appointing offieer may ,in lieu 

of layoff, demote or reducean employe in pay or position. 

Pers 22.07 VJRITTEN NOTICE PRIOR TO LAYOFF. Any employe affected by such layoff 

or reduction in pay or position shall be given written notice, not less than 15 

calendar days prior to the effective date thereof, and upon written request, filed 

with in 10 ealendar days from the effective date of the action, sh all be entitled 

to an appeal from such action to the board. 

Pers 22.08 REINSTATEMENT OF PROHOTED OR TRANSFERRED EMPLOYES. If an employe, 

promoted or transferred from one appointing offieer to another, is laid off due to 
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lack of work OI' funds while serving a probationary period in the new position, he 

may be reinstated to the position he vacated, OI' one of like nature, under the 

first appointing offieer if such position is available. 

Pers 23.01 PROVISIONS. Disciplinary action against a permanent employe by an 

appointing offieer OI' his authorized representative shall be taken in accordance 

with the provisions of subsection 16.24 (1), Wis. Stats. The appointing offieer OI' 

his authorized representative shall, at the time of such·action supply the employe 

involved a statement in writing as provided in subsection 16.24 (1), vlis. Stats. 

setting forth his reason therefore, the time limi tation's thereof, and the employe' s 

right of appeal. A copy of such notice to the employe shall be filed with the 

director'within 5 calendar days of the effective date thereof. 

Pers 23.02 RIGHT OF APPEAL. When disciplinary action haa been taken against a 

permanent employe in accordancewith section Pers 23.0labove and the employe 

appeals in writing to the board within 10 calendar days of the effective date of 

such action, the board shall hold a public hearing thereon within 30 calendar days 

after the receipt of such appeal. Written notice of such hearing sh all ba given 

by the director to the person making the appeal and to the appointing offieer. If 

conditions over which the board, the appellant, OI' the defending department has no 

control make" it impossible to complete the hearing before the expiration of 30 

calendal' days, the board may continue thesame until it is prepared to roake final 

decision as required in subsection 16.24 (l)(b), Wis. Stats. 

Pers24.0l POLICY STATEivlENT. In order to provide aguide for employes and 

administrators in the formation of a responsible, loyaland efficient public 

service, theboard may after a public hearing adopt,a code of ethics applleable to 

all employes of the classified service. 

Pers 24.02· DEPARTl'1ENTAL SUPPLEMENTS. Appointing officers may adopt supplementary 

provisions to the co de relating to their department. Such supplements and revisions 

shall be filed with the board before becorning effeetive. 
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Pers 24.03 FORC~ AND EFFECT. The contents of the statewide code and depart­

mental supplements shall be made known to all classified employes by their 

appointing officer. A disregard for the pr>ovisions of any such code may be 

considered as a basis for disciplinary action. 

Pers 25.01 ESTABLISHMENT OF PROCEDURE. Recognizing the value of a formal 

grievance procedure in a sound management pr>ogram, each department shall, as 

r>equired by the director, establish a written grievance procedure. Such procedure 

shall meet standards established by the director and appr>oved by the board. 

Pers 25.02 LIMITATION OF APPLICATION. Grievance procedures established as 

pr>ovided in this section will. not be used in lieu of procedures established 

elsewhere for actions described in subsections 16.05 (1) OI' 16.24 (1), ~Jis. Stats. 

Pers 26.01 SCOPEo The dir>ector shall prescribe such standards as may be 

necessary to carry out the policy express ed in section 16.01, Wis. Stats. for the 

development and pr>omotion of sound personnel management programs, including, but 

not limited by enumeration, such areaS as employment, absences, training, and 

performance rating. 

Per>s 26.02 DEPARTMENTS TO COOPERATE. Appointing officers shall provide such 

information and assistance as the director may require for review andevaluation 

of the statets personnel management and merit system programs. 
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Pers 27.02 PROVISIONS~In accordance with the purpose expressed above a~d with 

the ~giSlative intent expr~ed in Section 16.32, ~lis. Stats., theuse öf 
\.. .. "'-

this p~ceduI"e shall be subject 0 the follo\-1ing provisions: 
" \ 

\, 

" \ (1) Scop'~. The director shall est lish and maintain a Hisconsin Career 
" '\'\\ 

Candidate emplQ.yment list. Such list may e used to certify eligibles for 
\. 

\ 

appointments to the classified service in positions OI" classifications as 
"-e , 

designated by the ·di~ector. 
\ 
'\ 

(2) Eligibility. The\competitive ex~~inations shal be free and open to all 
" 
" seniors and reeent graduate)\of our institutions of highe ..,;zearning aS\'lell as 

, . , 
fr m other sources, and who a~,citizens of the United States~egardless of 

t..'I;. ", 

'\\\ .. ~ 

'\ ' 
. '" (3) To insure the em oyment of young menand women ~~th sound 

\'" 

a strong desire to a uire knowledge, an apti tude fo}.·,. the 
'\ 

strong interest in gov nment, examinations for eligibl.~. ty 

shall be administere deterrnine the merit fitness of these persons. Such 

examinations shall be later han March 1 at convenient 

sites including college cam Hisconsin and at uch other times as reguired 

to fillthe needsof the servi 

(4) Certifications. 

certification and selaction may be made rom who.have attained 
i~ 

eligibility. In those classifications whic specialized ~aining 
" 

selective certification may be made from among those eligibles \tlho ~~sess the 
\ 

special qualifications. The ranking OI" catego~y 
\, 

procedures to meet the needs of effective eertifieatl. n in specifie elassÜ\ieations •. 
\ 
\ 

\. 
\\\ 

Candidate list to et\ 
\. 

(5) Appointments. Appointment from the Wisconsin Caree 
\ 

position in the elassified service shall be considered as an appointment made in 
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accordance with the provisions of subsection 16.18 (2), His. Stats. Career 

service immediately shall conform with all provisions 

of Sections 16.01 to 16.30 Wis. 
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STATE OF WISCONSIN 
STATE PERSONNEL BOARD 

720 STATE OFFICE BUIL.DING. MADISON WISCONSIN 53702 

May 15. 1964 

Hon. John W. Reynolds t Governo~ 

State of Wisconsin 
St ate Capi tol 
Madison, Wisconsin 

Dea~ Governor Reynolds: 

CHARLES F. BRECHER 

JOHN A. SERPE 

JOHN H. SHIELS 

JEROME M. SLECHTA 

GEORGE B. STROTHER 

Re: Revision of Wisconsin Administ~ative 
COde, Rules of Pe~sonnel Boa~d 

Pursuant to subseetion 16.05(2) of the Wisconsin Statutes, the State Per­
sonnel Board is transmitting to you fo~ your eonsideration arevision of 
the Wisconsin Administrative Code; Rules of Personnel Board. 

The revision is made within the f~amework of Chapter 16 of the statutes 
and, in the opinion of the Personnel Boa~d, is accurate, adequate, and 
consistent. 

The ravision was promulgated by the Director of the Bureau of Pe~sonnel, 
Department of Administ~ation, after critical study and consultation with 
many interested and informed parties. 

In accordance with law, and upon proper notice, the Personnel Board held 
a public hearing on the said revision of Rules of Personnel Board on 
'April 17, 1964. The hearing was well attended and comments were manyand 
pertinent. 

On May 7, 1964, the Personnel Board reviewed and approved the proposed 
revision of the Rules that is now placed in your hands. 

If you deterrnine that the revision should be approved, kindly endorse your 
approval thereon and have your office advise the Bureau of Personnel, De­
partment of Administration, so that it may promptly make the certifications 
and transmittaIs required to place the new Rules into effeet. 

Received b 
~#-~--~------~n 
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