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STATE OF WISCONSIN ) 
) SS, 

DEPARTMENT OF HEALTH AND SOCIAL SERVICES) 

I, Wilbur J. Schmidt, Secretary of the State Department of Health 

and Social Services, and custodian of the official records of said Department, 

do hereby certify that Rules Chapter PW-PA 10 were repealed and duly recreated 

by the State Health and Social Services Board on September 22, 1971 as shown 

by the copy annexed hereto. 

I further certify that said copy has been compared by me with the 

original on file in this Department and that the same is a true copy thereof, 

and of the whole of such original. 

IN TESTIMONY WHEREOF, I have hereunto set my 
hand at the s·tate Office Building in the City 
of Madison, this 27th day of September, A.D. 
1971 ~ 

d~~~ 
Secretary, State Depa~£ Health and Social Services 



ORDER OF THE STATE DEPARTMENT OF HEALTH 
AND SOCIAL SERVICES AMENDING 

RULES CHAPTER PW-PA 10 

Pursuant to authority vested in the State Department of Health 

and Social Services by section 15.05 (1) (b), Wis. Stats., the State 

Department of Health and Social Services hereby repeals and recreates 

Rules Chapter PW-PA 10. (The rules as recreated are attached hereto.) 

Rules Chapter 10 as recreated shall take effect on January 1, 1972 

pursuant to the authority granted by section 227.026 (1) (b), Wis, Stats. 

Dated: September 27, 1971 

State Department of Health and Social Services 

Wilbur J. Sch 
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WISCONSIN ADMINISTRATIVE CODE 

CHAPTER PW-PA 10 

MERIT SYSTEM RULES FOR COUNTY AGENCIES ADMINISTERING 
SOCIAL SECURITY AIDS, ADULT SERVICES, CHILD WELFARE 

SERVICES, AND JUVENILE COURT SERVICES 

PW.:...PA 10.01 - STATEMENT OF INTENT 

The intent of these rules is to promote the efficient personnel administra­
tion. of staff providing services and aids in the programs of old-age as­
s:istance, of aid to the blind, to families with dependent children and to 
totally and permanently disabled persons, and of adult, child welfare and 
juvenile court services, in agreement with requirements for federal aid, 
by th~ establishment and maintenance of rules for a merit system of per­
s:onnel administration, 

EW.:...PA IQ.02 - DELEGATION 

(I) Tu counties having a civil service system, the Division may delegate 
to the civil service agency in such county responsibility for determin­
ing qualifications of applicants by merit examination, provided the 
standards of qualifications and examinations have been approved by the 
Division and the Department of Administration. 

(2) If the civil service agency fails to maintain the standards of qualifi­
cations and examinations approved by the Division and Department of 
Administration the Division shall notify the civil service agency in 
writing of its failure and grant them 60 days to come into compliance. 

~,3) If the civil service system does -not come into compliance within 60 
days the Division shall: 

(a) rescind in writing that part of the delegation that is not 
heing met; or 

(h) rescind in writing the full delegation, 

PW-EA 10 •. 03 - REQUIREMENTS FOR A MERIT SYSTEM OF PERSONNEL ADMINISTRATION 

~:Jl} The system shall be administered by a full time qualified merit 
system officer who may be responsible to the chief executive, a 
top level official, or a board or. commission, 

~Z). All positions shall be placed in·hierarchial structure and compensated 
accordingly •. 
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PW-PA 10.03 - REQUIREMENTS FOR A MERIT SYSTEM OF PERSONNEL ADMINISTRATION (Cont.) 

(3) The groups from which recruitment is conducted for any position shall 
be broad enough so that at least three (3) personsc are qualified to 
apply. 

(4) Within the recruitment area all qualified applicants shall have equal 
opportunity to compete for positions under Wisconsin Statutes covering 
equal opportunity and fair employment practices. 

(5) The appointing authority has a right to at least three (3) names of 
certified candidates from which to select, 

(6) The appointing authority shall appoint according to the rules of the 
merit system. 

(7) A fixed probationary period for a given class shall be a part of the 
examination process. An employee is deemed a permanent employee if 
not terminated before the end of the fixed period. 

(8) Layoff procedures shall insure that no permanent employee in a given 
class is laid off while non-permanent employees are employed in that class. 

(9) Reinstatement procedures shall give priority to laid off employees. 

(10) All permanent employees shall have a right to appeal termination of 
employment to an impartial body, or shall have a hearing by an im­
partial body prior to termination of employment! The ruling of this 
body shall be binding. 

(11) No employee of an agency shall take compensation, gift, or gratuity 
from any person, persons or organization which may be involved in 
decisions made or influenced by him, or which will otherwise create 
conflict between his duty in the public interest and his private 
interest. 

(12) The merit system shall enable any agency to meet and maintain num.mum 
state and federal statutes rules and regulations for personnel.practices, 
training and staffing patterns. 

PW-PA 10.04 - EFFECT OF RULES 

(1) The following rules for the merit system have the full effect and 
force of law as provided in section 227.01 (3), Wis. Stats. 

(2) Counties having a civil service system where the civil service agency 
has received a delegation for determining qualifications of applicants 
by merit examination shall be exempt from Rule PW-PA 10.15 (2), (3), 
(4) & (5). 

(3) All other counties shall meet: 

(a) Rules 10.05 through 10.20 in administering personnel practices 
to agency employees whose positions are covered by a bargaining 
unit. 
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PW-PA 10.04 - EFFECT OF RULES (Cont.) 

(b) Rules 10.05 through 10.26 in administering personnel practices 
to agency employees whose positions are not covered by a 
bargaining unit. 

(4) Agencies and collective bargaining groups using these rules should 
also be aware of and familiar with the statutory sections relating 
to county personnel administration and the state's supervisory role. 

(5) These rules were adopted in accordance with Sec. 49.50 (2), Wis. Stats., 
by the Department of Health and Social Services, and the administration 
of such rules shall be delegated to the Division of Family Services. 

PW-PA 10.05 - EXCEPTIONS TO RULES 

The Division may make exceptions to any of the merit system rules when 
under an unusual set of circumstances the enforcement of the rule(s) would 
thwart the objectives of a merit system and granting of such an exception 
is not in conflict with Wisconsin or Federal Statutes or regulations. 

PW-PA 10.06 - DEFINITIONS 

(1) Department. Unless qualified, the State of Wisconsin Department of 
Health and Social Services. 

(2) Secretary. The Secretary of the Department. 

(3) Division. Unless qualified, the Division of Family Services of the 
Department as constituted in section 46.03, Wis. Stats. The Division 
shall be responsible with the approval of the Secretary, for the per­
formance of the functions of the Department with respect to the ap­
plication of the merit rules. 

(4) Appointing Authority. The officer, board, person or group of persons 
having authority to hire, discipline, and remove subordinate employees. 

(5) Agency. Either (a) the county agency charged with the administration 
of the social security aids and adult and child welfare services, or 
(b) the appropriate court having juvenile court jurisdiction. 

(6) Director. The administrator of an agency covered under these rules. 

(7) Juvenile Judge. That judge of the court(s) of record designated in 
a particular county in which juvenile matters will be heard pursuant 
to section 48.03 (1), Wis. Stats. 

(8)1 Administrative Leave. A voluntary leave of absence without pay at 
the request of the employee or an involuntary leave with pay at the 
request of the employer. 

1 
Definitions beginning with (8) are alphabetized. 
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PW-PA 10.06 - DEFINITIONS (Cont.) 

(9) Allocation. The official act by which a position is initially placed 
in one of the classifications in the classified service_, 

(10) Bargaining Unit. A group of positions recognized by the county or 
certified by the Wisconsin Employment Relations Commission to con­
stitute a unit appropriate for collective bargaining purposes. 

(11) Classification. A group of positions containing substantially similar 
duties, responsibilities, training and experience requirements and 
such other characteristics, that common job titles, pay provisions 
and tests of fitness may be applied to each position in the group. 

(12) Demotion. The movement of an employee with permanent status from a 
position in one classification to a position of another_ classification 
having a lower maximum salary. 

(13) Desirable Qualifications. The preferred requirements of education and 
experience and other qualifications as described for a given classifi­
cation in the classification plan. 

(14) Dismissal. The termination of employment of a permanent employee for 
cause, or a trainee or probationary employee for reasons specified by 
the employer. 

(15) Division of Family Services County Merit System Pay Minimums. A 
compensation plan which establishes minimum salaries for each classi­
fied position under these merit system rules which is published by 
the Division annually. 

(16) Eligible. Any person who is on an active register for appointment, 
promotion, or reinstatement. 

(17) Employee 

(a) Paid: Any person who is employed and paid by the agency under 
these merit system rules. 

(b) Unpaid: Any person who without pay performs tasks normally 
assigned to a paid employee. This person must meet the ex­
perience and training standards under these merit system rules. 

(18) Emergency Appointment. An appointment required because urgent and 
necessary work requirements exist for not more than 20 working 
days in any 12 month period without regard to other provisions of 
this rule covering appointments. 

(19) Exempt Position. A position herein designated as a position exempt 
from the application of this rule. The exempt positions in the 
agencies are the following: 

(a) Assistant district attorneys or corporation counsels serving 
as legal counsel. 

(b) Students engaged in on the job training. 
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PW-PA 10.06 - DEFINITIONS (Cont.) 

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

(d) Volunteer workers who render services without pay. (See also 
PW-PA 10.06 (45). 

(e) Maintenance staff and unskilled labor. 

(20) Fringe Benefits: Employee benefits such as, but not limited to, 
vacation, sick leave, retirement, health insurance and life insurance. 

(21) Impartial Body. A person or group of persons having some understanding 
of employer-employee relationships, and who have no vested interest in 
the issue to be heard financially, administratively, legislatively, or 
judicially. 

(22) Layoff, The termination of employment because of a shortage or stop­
page of work or funds, functional reorganization, abolishment of a 
position, or for other similar reasons. 

(23) Limited Term Employment. Employment restricted to positions where 
the nature and conditions of employment do not lead to a career, and 
where the use of normal procedures for recruitment and examinations 
are not practical. 

(24) Longevity Pay. Additional pay granted to employees'based on their 
length of service. 

(25) Minimum Qualifications. The requirements of education and experience 
and other qualifications are prescribed for a given classification in 
the classification plan, 

(26) Minimum Salary. The lowest salary rate paid in a given classification 
excluding any overtime, longevity or seniority pay, or reimbursement 
for necessary and reasonable costs incurred in the discharge of duties. 

(27) Objective Level. The classified position to be obtained upon success­
ful completion of a formal training period. 

(28) Original Appointment. The first appointment of an individual to a 
position in any agency through selection from a register. 

(29) Permanent Employee. A paid employee who has gained permanent status 
in an agency upon the successful completion of an original probation­
ary period. 

(30) Permanent Status in Class Minimum or "PSICM". That salary in the 
agency salary schedule for employees who have permanent status in 
a given classification which is at least four percent (4%) above 
the minimum salary established for that classification. 

(31) Position. An office or employment in an agency (whether part-time 
or full time, temporary or permanent, occupied or vacant, paid or 
unpaid) composed of specific duties. 
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PW-PA 10.06 - DEFINITIONS (Cont.) 

(32) Probationary Period. The first 6 months of employment beginning with 
the date of original appointment to a permanent position except for 
director positions and for those classifications where the division 
considers it appropriate the probationary period shall be 12 months. 

(33) Promotion: The movement of an employee from a position in one classi­
fication to a position in a different classification having a higher 
maximum salary. 

(34) Re-Allocation. The reassignment of a position to a different pay 
range or classification in the classification plan with no change in 
duties and responsibilities. 

(35) Reclassification. 

(a) Duty Changes - The reassignment .of a position to a different 
classification because of changes in the duties and responsibili­
ties of the position. 

(b) Career Progression - The reassignment of a person to a higher 
classification in a connected series which has been specifically 
designed and designated as a career progression series, The 
advancement is based upon the individual's demonstrated capacity 
to perform tasks which require a higher degree of functional 
skills or attainment of specified additional training. 

(36) Register. A legally promulgated list of eligibles for a classification 
in the order of their final ratings in the examination procedures. 

(37) Reinstatement. The restoration without competition of an employee or 
former employee to a position in the same or a closely related classi­
fication in which he was previously employed. 

(38) Resignation. The termination of employment of an employee made at 
the request of the employee, 

(39) Salary Increase. An increase in salary within the salary range for 
the classification. 

(40) Seniority Pay. See Longevity Pay, PW-PA 10.06 (24). 

(41) Social Security Aids. Old-age assistance, aid to families with de­
pendent children, aid to the blind, and aid to the totally and per­
mently disabled persons as referred to in sections 49.18, 49.19, 49.20 
to 49.37 and 49.61, Wis. Stats, 

(42) Suspension. A disciplinary action for cause in which an employee is 
removed from his position without pay for up to a maximum of 30 days 
in any one calendar year. 

(43) Trainee. An employee participating in a formal on-the-job training 
program in a specific field to qualify him for an objective level 
position. 

-6-



PW-PA 10.06 - DEFINITIONS (Cont.) 

(44) Transfer: A change from one position to another in the same classi­
fication or another classification on the same level of qualifications 
within the agency or to another agency. 

(45) Volunteer. A person in an agency who is unpaid and who performs 
tasks not normally assigned to employees. 

PW-PA 10.07 - APPLICABILITY 

(1) All positions in the agency other than exempt shall be filled by per­
sons selected in accordance with these rules. 

(2) An individual who presents evidence that he has received permanent 
merit status in a given classification in an agency of another state, 
may within one year after separation be certified by the Division for 
a position similar as to duties and qualifications provided he meets 
the current qualifications as to education and experience of the 
classification. Such person, if .appointed, shall successfully complete 
the required probationary period before gaining permanent status in the 
new position. 

(3) An individual in an agency not covered under these rules, upon the 
initial extension of the merit system to such agency, may apply to 
and shall be admitted to a qualifying examination covering the 
position in which he is presently employed. Upon successful completion 
of the qualifying examination, the individual shall be employed in the 
merit system agency. 

PW-PA 10.08 - TRANSFERS AND VOLUNTARY DEMOTIONS 

(1) Transfers 

(a) Within the Agency - The transfer of an employee from a position 
of one classification to a position of another classification, 
on the same level within the agency may be made provided the 
employee has the qualifications for the position of the new 
classification. 

(b) Between Agencies 

1. A permanent employee who transfers between agencies may 
be required to serve a probationary period at the discretion 
of the appointing aurhority. If, during this period, his 
services are found to be unsatisfactory he may be separated 
at the discretion of the appointing authority without the 
right of appeal. 

2, The transfer of an employee from a classified position in 
the state service to a classification under these rules, 
of the same or lower level, may be made upon the request 
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PW-PA 10.08 - TRANSFERS AND VOLUNTARY DEMOTIONS (Cont.) 

of the appointing authority. The employee may be required 
to serve a probationary period at the ~iscretion of the 
appointing authority. If, during this period, his ser\rices 
are found to be unsatisfactory he may be separated at the 
discretion of the appointing authority without the right 
of appeal. 

(2) Voluntary Demotion 

An employee, with the approval of the appointing authority, may accept 
a voluntary demotion within the agency. Acceptance of such voluntary 
demotion shall be furnished to the appointing authority in writing 
by the employee. In such a case, tenure rights to the previously 
held position are not retained. A permanent employee attains per­
manent status in the lower class, and a probationary period for 
employment in the lower class of position shall not be required. 

PW-PA 10.09 - REQUIRED TRAINING 

The agency shall make time and expenses available to staff for training 
required by the Division. 

PW-PA 10.10 - SUSPENSIONS AND TERMINATIONS 

(1) Suspension and termination of a permanent employee shall be for 
just cause. 

(2) In each case the appointing authority when suspending or termi­
nating any employee shall: 

(a) Give the employee prior written notification. Such notification 
shall include: 

1. Specific reasons for the particular action. 

2. The permanent employee's right of appeal of termination. 

(b) Send 2 copies of the notification to the Division. 

PW-PA 10.11 - APPEALS FROM TERMINATION OF PERMANENT EMPLOYEES 

(1) No permanent employee of an agency shall have more than one avenue 
of appeal if terminated. Each permanent employee must have access 
through an established procedure, to an impartial body who can make 
determinations that are binding. 

-8-
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PW-PA 10 .11 - APPEALS FROM TERMINATION OF PERMANENT EMPLOYEES (Cont,) 

(2) When in the judgment of the Division such an impartial body is 
available through an employee-employer contract the contract shall 
govern the appeals procedure, Whenever there exists a conflict be­
tween the contract and these merit system rules, (except for 
10.11 (3)), the merit system rules shall serve as a_. basis for the 
decisions of the impartial body. 

(3) When no other such body exists for the empl:oyee, the appeal shall be 
made under the following procedures. 

(a) If an employee appeals under these rules, he shall submit in 
writing to the Division (2 copies) no later than 30 calendar 
days after the date of action by the appointing authority, a 
request for a formal hearing, The Division shall arrange to 
have such hearing held within 60 calendar.days after receipt of 
the appeal. The appointing authority shall be notified of the 
appeal, and both the employee and appointing authority shall 
be notified reasonably in advance of the hearing. 

(b) Both the appointing authority and the employee shall have the 
right to present witnesses and give evidence before the appeal 
board or examiner, The appeal board· or examiner shall make a 
decision based upon the record presented at the hearing. Orders 
of the appeal board or examiner shall be binding upon the appoint­
ing authority. The order may be appealed to the Dane County Cir­
cuit Court as per statute 227.15. 

PW-PA 10.12 - ATTENDANCE AND LEAVE 

The County Board of Supervisors or its designee or the juvenile judge for 
court attached staff shall adopt written policy covering at least the 
following items: attendance, vacation, sick leave, educational leave, 
administrative leave. Such policies shall be uniformly applicable, insofar 
as possible, to all employees of an agency. A copy of such policies and 
and each subsequent revision or addition shall be filed with the Division, 
and a copy shall be provided each employee and every new employee. 

PW-PA 10.13 - COMPENSATION PROVISIONS 

(1) The Division shall establish a minimum salary for each classification 
in accordance with a schedule published annually. The schedule shall 
include an explanation of how the minimum levels were determined. 

(2) A minimum rate of pay for each classification that is equal to or 
in excess of the published merit rule salary minimum for said clas­
sification shall be established for each agency by the authorized 
authority. 

(3) The entrance salary for an employee who meets minimum training and 
experience requirements on original appointment shall be the prescribed 
minimum rate for the given range. 
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PW-PA 10.13 - COMPENSATION PROVISIONS (Cont.) 

(4) A maximum rate of pay for each classification which shall allow for 
salary advancements based upon length of service and satisfactory 
quality of performance shall be established for each agency by the 
authorized authority. 

(5) The. County Merit System Compensation Plan shall be divided into five 
groups: 

(a) Directors shall be in a separate group. 

(b) Group I shall include: All other positions which require a 
Bachelor's Degree or higher level of training. 

(c) Group II shall include positions such as administrative assist­
ants and accountant assistants. 

(d) Group III shall include positions which do not require a Bachelor's 
Degree. 

(e) The auxillary group shall include: deputy director and highly 
specialized professionals such as psychologists, attorneys, pro­
ject administrators, etc. 

(6) A separate compensation plan for (a) employees whose positions 
are covered by a bargaining unit(s) and for (b) employees whose 
positions are not covered by a bargaining unit(s) shall be estab­
lished by the authorized authority. Each agency's minimum and maxi­
mum for a given classification in the Director's Group, Group I, 
Group II, and Group III shall be higher than the next lower level 
classification in the compensation plan that includes an employee. 

(7) Salary levels shall be reviewed at least annually and when necessary 
adjusted by each county board of supervisors or its designee or the 
county judge for juvenile court attached staff, no later than 
January 1 of each year. 

(8) Whenever a different salary level minimum and maximum is adopted by 
the authorized authority, the salary adjustments below shall be 
made: 

(a) Each classification shall be allocated to the proper salary 
level. 

(b) Each probationary employee's salary, if lower than, shall be 
increased to the minimum of the salary set by the county for 
his classification. 

(c) Each permanent employee whose position is covered by a collec­
tive bargaining unit shall have his salary increased at least 
to the minimum of his classification. 
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PW-PA 10.14 - PERSONNEL RECORDS 

Each agency shall maintain personnel records for each employee, showing 
name, title, salary, change in status, annual performance reports, and 
such other personnel information as may be necessary for effective per­
sonnel administration. 

Personnel records other than name, classification, title and salary shall 
be confidential, and the appointing authority shall make such records avail­
able only for a legitimate and just cause to the employee's designee, 
the county department's administrative and supervisory staff, welfare 
board members, county personnel officers, and authorized Divisional repre­
sentatives. 

PW-PA 10.15 - CLASSIFICATION AND SELECTION 

(1) Classification 

(a) Each agency shall employ persons paid or unpaid in accordance 
with the classification plan published by the Division which 
shall include for each classification an appropriate title, a 
description of the duties and responsibilities, and the neces­
sary requirements of education, experience and other qualifica­
tion. 

(b) Each position in the agency shall be allocated by the Division 
to one of the classifications established by the plan. 

(c) Positions reallocated to different pay ranges or classifications, 
or reclassified shall be processed according to procedures estab­
lished by the Division. 

(d) Existing classifications may be abolished or changed, or new 
classifications added by the Division whenever the need arises. 

(2) Recruitment 

(a) Each agency shall use recruiting publicity through appropriate 
media to provide open opportunity for interested persons to 
apply. 

(b) Each agency shall specify that it is an equal opportunity em­
ployer. 

(3) Examination 

(a) Examination processes will maxinuze reliability, objectivity, 
and validity through a realistic and multi-part assessment of 
applicant attributes necessary for successful job performance 
in the position for which he is applying. 

(b) All applicants qualified for examination shall be given the 
opportunity to be examined. 
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PW-PA 10.15 - CLASSIFICATION AND SELECTION (Cont.) 

(4) Certification 

(a) Certification shall be based upon the examination process and 
made in accordance with procedures established by the Division. 

(b) A permanent employee who has resigned and submitted a letter of 
resignation at least 2 weeks prior to the effective date of 
separation shall be placed at his request on a reinstatement 
register of an appropriate classification at any time within 
2 years after the date of separation. If the employee is 
not employed by an agency from the register within 2 years 
from the date of separation he must qualify under current 
procedures. 

(5) Appointment 

(a) The appointing authority shall appoint only from those candidates 
certified. 

(b) The appointing authority shall give the selected candidate a 
written copy of his appointment before the candidate starts work. 

(c) In an emergency situation the director, or in his absence the 
county board of welfare, or the juvenile judge for court attached 
staff, may detail a permanent employee to duties usually per­
formed by another classification for a period not to exceed 3 
months. If the duties are in a classification at a higher level 
the appointing authority shall recommmend a salary to be paid 
commensurate with the employee's qualifications and with the 
duties that are being assumed and shall inform the Division of 
such emergency assignment. 

(d) All appointments shall be made in accordance with procedures 
prescribed by the Division. 

(6) Trainees 

(a) An agency may request of the Division the announcement and re­
cruitment of a trainee position when: 

1. A position at the objective classification has been author­
ized within the agency and: 

a. Qualified applicants are not available for the objective 
classification, or 

b. Filling the position as a trainee will be more appropri­
ate than appointment in the objective classification, or 

c. Special conditions exist as part of the provisions of 
the use of gifts, grants, bequests, or other devices 
from individuals, partnerships, associations, or corpora­
tions for providing employees with the training and/or 
experience to meet the qualifications of the objective 
classification 
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PW-PA 10.15 - CLASSIFICATION AND SELECTION (Cont.) 

(b) Trainee agreements, status and rights, and salaries will be in 
accordance with the procedures established by the Division. 

PW-PA 10,16 - PROBATIONARY PERIOD 

(1) Duration 

(a) All original appointments to permanent positions shall be made 
from officially promulgated registers for a probationary period 
of 6 calendar months, except that: 

1. For director positions and for those other classifications 
where the Division considers it appropriate, the probation­
ary period shall be 12 months. At any time, but not to ex­
ceed 6 months, persons in such positions shall be eligible 
for the fringe benefits of an agency. 

(2) Successful Completion 

(a) Permanent status begins on the first work day following comple­
tion of the probationary period. 

(b) Failure to give the employee written notice with specific reasons 
for his dismissal prior to the completion of the probationary 
period automatically gives the employee permanent status by 
default. (See PW-PA 10.10 (2) (a)) 

(3) Promotion During·Probation 

(a) The serving of a probationary period shall not, of itself, pre­
vent an employee from being promoted to a position in a higher 
classification, provided he is certified from an appropriate 
register. 

(b) If an employee is promoted during a probationary period, a new 
probationary period for the classification to which he is pro­
moted shall begin with the date of appointment to such latter 
classification. 

(4) Transfer During Probation 

(a) The probationary period time served prior to a transfer may be 
carried over and applied to the new probationary period, or the 
appointing authority may require a new probationary period. 

(b) In the case of persons employed in positions requiring 12 
months probationary period who transfer during probation, the 
total probationary period served in all agencies may not exceed 
18 months. 

(c) For trainees, the total training period served for an objective 
classification in one agency may not exceed 24 months, and in 
all agencies may not exceed 30 months. 
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PW-PA 10.17 - LAYOFFS 

Each county shall have local written policies setting forth explicit 
procedures to be followed by the appointing authority in carrying out 
layoff actions. These policies shall include how persons in a class 
are arrayed to decide layoff order. 

(1) Basic Requirements 

(a) No employee with permanent status shall be laid off from any 
position while any limited term, emergency or probationary 
employee is continued in a permanent position of the same 
class or equivalent class in the agency. 

(b) An employee with permanent status whose services are terminated 
through layoff in a given class has the right to induce layoff 
considerations (bumping) in another class at the same or lower 
level for which his training and experience have qualified him 
regardless of whether a vacancy exists. 

(c) A laid off employee refusing a position of similar work and 
class from which he was laid off or who fails to respond to the 
agency's offer to reinstatement after being given a reasonable 
period of time to respond, need not be offered any further 
reinstatement opportunity by the agency. 

(d) An employee 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 agency, according to the inverse order of the 
layoff. The appointing authority shall notify each person 
laid off that he may establish reinstatement eligibility 
through the Division within 2 years from the date of layoff, 

(2) Layoff Procedure 

(a) Within the agency or recognized employing unit, the appointing 
authority shall determine the class(es) to be affected and the 
number of positions to be vacated in each classification: 

1. Terminate any limited term, emergency or probationary 
employees in the same class(es) or equivalent class(es) 
before commencing any layoff action of permanent employees. 

a, Employees serving a promotional probationary period 
in a class affected by layoff shall be restored to 
their former position if promoted within the agency. 

2, All positions in a class shall be considered as included, 
except that if certification to a position has been made 
on the basis of an approved sub-title, separate consider­
ation shall be given such position. 

a. Under established local policy the appointing authority 
shall determine which employee(s) will be laid off and 
notify them in writing of the action not less than 15 
calendar days prior to the effective date of the action. 
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PW..;,..PA 10.17 - LAYOFFS (Cont.) 

Such notice shall contain: 

1) The reason for layoff 

2) The effective date of layoff 

3) The last day of pay status 

4) Time limitations thereof 

5) Statement of reinstatement rights (See PW-PA 10.15 (4)(b)) 

6) Statement of "brnnping" rights 

7) Statement of appeal rights 

8) Statement of status of fringe benefits, i.e., life 
insurance, health insurance, etc. 

PW..;,..PA 10 .18 - RESIGNATIONS 

Resignations - Every effort shall be made by the appointing authority to 
obtain a written resignation from a permanent employee who voluntarily 
leaves the service, Failure of an employee to submit a written resig­
nation at least 2 weeks prior to the effective date of resignation shall 
result in forfeiture of reinstatement eligibility. If the employee submits 
a letter of resignation two weeks prior to the effective date of resignation 
the agency must notify the employee in writing that he will be placed on a 
reinstatement register on his request to the Division of Family Services 
County Personnel Manager if the request is made prior to the second anniver­
sary of his resignation. (See PW-PA 10.15 (4) (b)). 

PW:-PA 10.19 - PERFORMANCE REPORTS 

(1)~ Each agency shall have in effect a uniform system of evaluation 
through performance standards consistent with good personnel manage­
ment practices. These evaluations shall be prepared and recorded 
annually for all permanent employees and shall be considered in. all 
personnel actions such as promotions, demotions and terminations for 
cause. 

(2)~ The performance report shall be signed by the supervisor and employee 
at the time of evaluation and a copy of the report given to the 
employee. A copy of the report shall be maintained in the employee's 
agency personnel file. 

(3)~ A written evaluation of any trainee's performance shall be given to 
the trainee by the appointing authority or his designee prior to 
each ·salary adjustment throughout the training period. Copies of 
such evaluation shall be maintained in the trainee's personnel file. 
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PW~PA 10.20 - CONFLICT OF INTEREST 

Nd employee of an agency shall accept compensation, gift, or gratuity from 
any person, persons, or organizations which may be involved in decisions 
made: or influenced by him, or which will otherwise create conflict between 
his:- duty in the public interest and his private interest. 

PW~PA 10.21 - ADJUSTMENTS OF AGENCIES SALARY RANGE LEVELS 

Whenever a different salary level minimum and maximum is adopted by the 
county agency, each permanent employee's salary, if lower than, shall be 
in'creased to the permanent status in class minimum (PSICM) to assure that 
incumbent staff are not placed in a position of being paid the same or less 
than newly hired staff with comparable or less experience. 

P~PAc 10,22 - HIRING RATES 

(1): Experience and training in excess of minimum requirements. 

(a) When an applicant exceeds the minimum training and experience 
the agency may offer a salary above the minimum to the appli­
cant. Such hiring above the minimum does not establish a new 
minimum for the classification, 

(b) The agency shall review the salaries of its present employees 
prior to offering the applicant a salary above the minimum 
to insure that such salary is parallel and soundly related 
to the salaries and qualifications of present staff, 

(2>= Salary on Transfer, 

(a) With permanent status: The employee shall be paid no less 
than the permanent status in class minimum (PSICM) of the 
classification in the agency to which he transfers. 

(b) Transfer during probation: In no case shall his salary be 
less than the minimum of the classification in the new agency. 

(3):: Salary Upon Reinstatement. 

(a) A permanent employee reinstated to the same agency shall be 
paid a salary no less than (PSICM). 

(b) A permanent employee hired .from a reinstatement register by a 
different agency may be placed on probation, and shall be paid 
no less than the minimum salary of the classification in the 
new agency. 

(c) In any reinstatement in which an employee is required to serve 
a probationary period, completion of such probationary period 
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PW-PA 10.22 - HIRING RATES (Cont.) 

shall not automatically make the employee eligible to receive 
a probationary increase, except if after the completion of 
the probationary period an employee is below the permanent 
status in class minimum (PSICM), his salary shall be adjusted 
by the amount necessary to place him at permanent status in 
class minimum. 

PW-PA 10.23 - SALARY INCREASES 

(1) Probationary: Upon successful completion of the established proba­
tionary period for the classification, at least a 4% salary increase 
of the minimum of the new salary level shall be granted effective no 
later than the first day of the pay period following completion of 
probation or upon completion of 6 months of a longer probationary 
period. An increase is not mandatory upon completion of the extended 
probationary period. 

(2) Promotional: 

(a) Immediate increase: An employee's present salary rate shall 
be increased to the minimum of the new salary level or at least 
his current salary plus 4% of the minimum of the new salary level, 
whichever is greater. 

(b) Salary: Upon completion of the promotional probationary period 
the employee shall receive an increase of at least 4% of the 
minimum of the new salary level to be granted effective no later 
than the first day of the pay period following completion of 
probation or upon completion of six months of a longer probationary 
period. An increase is not mandatory upon completion of the 
extended probationary period. 

(3) Reclassification: When a position is reclassified to a classifica­
tion with a higher maximum, the incumbent who has permanent status in 
that position and is authorized to perform the duties of the class to 
which the position is reclassified shall receive a salary increase to 
the permanent status in class minimum (PSICM) of the new classification 
or his current salary plus at least 4% of the minimum of the new salary 
level, whichever is greater. 

(4) Reallocation: 

(a) When a position is reallocated to another classification, the 
incumbent who has permanent status in that position shall 
receive at least his present salary or the permanent status 
in class minimum (PSICM) of the new class, whichever is 
greater. 

(b) When a position is reallocated to another classification, the 
incumbent who does not have permanent status in that position 
shall receive at least his present salary or the minimum of 
the new class, whichever is greater. 

-17-



PW-PA 10.24 - DEMOTION 

When an employee is demoted, voluntarily or involuntarily, the rate paid 
shall be any rate within the salary level minimum and maximum for the 
classification to which he is demoted, which is not greater than the last 
rate received immediately prior to his demotion and not less than the 
permanent status in class minimum (PSICM) for the classification to which 
he is demoted. 

PW-PA 10.25 - PART-TIME EMPLOYMENT 

When employment is on a part-time basis or for a portion of a month, the 
proportionate part of the rate for the time actually employed shall be 
paid. 

PW-PA 10.26 - REDUCTION IN PAY, DEMOTION AND SUSPENSIONS 

(1) Reduction in pay, demotions and suspensions of permanent employees 
shall be for just cause. 

(2) In each case the appointing authority when reducing in pay, demoting 
or suspending shall: 

(a) Give the employee prior written notification. Such notification 
shall include : 

1. specific reasons for the particular action 

2. the permanent employees right of appeal 

(3) Appeals of reduction in pay, demotions and suspensions of permanent 
employees shall be governed by PW-PA 10.11. 

PW-PA 10.27 - AMENDMENTS 

If and when it appears desirable in the interests of good administration, 
the Health and Social Services Board may make additions to or amend this 
rule. 

Adopted: 
Amended: 
Amended: 
Amended: 
Repealed, Renumbered and Reenacted: 
Amended: 
Amended: 
Repealed and Reenacted: 
Amended: 
Amended: 
Amended: 
Amended: 
Repealed and Recreated: 
Repealed and Recreated: 
Repealed and Recreated: 
Repealed and Recreated: 
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January 29, 1940 
June 18, 1940 
October 9, 1941 
August 4, 1943 
October 10, 1945 
July 24, 1949 

, September 8, 1949 
October 9, 1955 
March 1, 1959 
October 1, 1960 
February 1, 1963 
December 1, 1964 
August 24, 1966 
December 1, 1968 
October 28, 1970 
September 22, 1971 


