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PW-PA 10.01 Definitions. The following definitions apply through
out this rule, unless the context clearly requires another meaning. 
(1) DIRECTOR means the director of the state department of public 
welfare. 

(2) DIVISION means the division of public assistance of the state 
department of public 'r,lfare of Wisconsin duly constituted as pro
vided by Chapter 435, Laws of 1939, and which division shall be 
responsible, with the approval of the director, for performance 
of the functions of the state department of public welfare with 
respect to the application of this rule. 

(3) BUREAU means the state bureau of personnel, whose duties 
are described in section PW-PA 10.02 (1).1'" 

(4) PERSONNEL BOARD means the personnel board of the state bu
reau of personnel. 

(5) ApPOINTING AUTHORITY means the officer, board, l)erSon, 01' 

group of persons having authority to make appointments as provided 
in section PW -P A 10.02 (3) . ./ 

(6) AGENCY means the county agency charged with the adminis
tration of the social security aids. 

(7) SOCIAL SECURITY AIDS means old age assistance, aid to depend
ent children, aid to the blind, and aid to tot1}'lly aWl pel'manently"dis
abled,y'e~'sons as referred to in sections 49.18, 49.19, 49.20 to 49.38 and 
49.61,' WIS. stats. 

(8) POSITION means an office 01' employment in an agency (whether 
part-time or full-time, temporary or permanent, occupied or vacant) 

C
omposed of specific duties. 

fI ,1'[\ (9) EXEMPT POSITION means a position herein designated as a po-
\}J~ sition exempted from the application of this rule. The exempt posi-

~(/' tions in the agencies are the following: 
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(a) County judges acting as administrators. 
(b) Attorneys serving as legal counsel. 
(c) Students of a recognized graduate school 

gaged in field training. 
of "cia! wm'k ,n- ? 

(d) Psychiatrists, psychologists, and psychiatric social workers in a 
child guidance clinic, providing the qualifications as set up by the ( 
state bureau of personnel for similar positions are met. \ \ 

(e) Members of county welfare boards paid only for attendance ~)\ 
at meetings. 

(f) Persons working in the county agency who are paid directly I 

by the state and who are holding positions in the competitive division 
of the state classified service. , 

(10) CLASS means a group of positions sufficiently similar as to the 
duties performed, degree of supervision exercised or required, mini
mum requirements of training, experience or skill, and such other 
characteristics, that the same title and the same tests of fitness may 
be applied to each position in the group. 

(11) MINIMUM QUALIFICATIONS means the requirements of training 
and experience and other qualifications as prescribed for a given class 
in the classification plan. 

(12) ELIGIBLE means any person who is on a register for appoint
ment, promotion, or reinstatement. 

(13) REGISTER means an officially promulgated list of eligibles for 
a class of position in the order of their final ratings in a merit 
examination. 

(14) EMPLOYEE means any person in the employ of an agency who 
is paid a salary or wage. 

(15) ORIGINAL APPOINTMENT means the first appointment of an 
individual to an agency through selection from a registel' in accord
ance with section PW-PA 10.08 (1). (./ 

(16) PROBATIONARY PERIOD means the first six months of employ
ment beginning with the date of original appointment to a permanent 
position as described in section PW-PA 10.09. v 

(17) PERMANENT EMPLOYEE means an employee whose permanent 
retention has been approved at the completion of a probationary 
period. 

(18) PROVISIONAL APPOINTMENT means an appointment to fill a 
position pending the establishment of a register for such position as 
described in section PW-PA 10.08 (2).1/ 

(19) TEMPORARY APPOINTMENT means an appointment from a regis
ter for a period not to exceed six months as described in section 
PW-PA 10.08 (4). v' . ) 

(20) EMERGENCY APPOINTMENT means an appointment required by LJ 
a state of emergency for not more than 30 working days as described 
insectionPW-PA10.08 (3).1/ 1 It 

(21) PROMOTION means a change in status of an employee, from a 
position in one class to a position in another class having a higher 
entrance salary as described in section PW -P A 10.10. (/' 
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(22) SALARY ADVANCEMENT means an increase in salary within the 
salary range for the class of position. 

(23) DEMOTION means a change in status of an employee, from a 
position in one class to a position in another class having a lower 
entral;ce salary as described in section PW-PA 10.11 (2).l/ 

(24) TRANSFER means a change from one position to another in the 
same class or in another class on the same level within the agency or 
to another agency as described in section PW -P A 10.11 (1). 

(25) RESIGNATION means the termination of employment of an em
ployee made at the request of the employee. 

(26) DISMISSAL means the termination of employment of an em
ployee for cause. 

(27) SUSPENSION means an enforced leave of absence for disci
plinary purposes or pending investigation of charges made against an 
employee. 

(28) LAY-OFF means the termination of employment because of 
shortage of funds or curtailment of services. 

(29) ALLOCATION means the official act by which a position is 
'~HEI~c.~d (jJl~?,.ne of the classes of positions in the classified service. 

j PW-P A to.02 Organization for county merit system. (1) BUREAU 
OF PERSONNEL. Within the scope of this rule, it shall be the duty of the 
bureau: 

(a) To establish general policies for the administration of merit 
examinations; 

(b) To review the classification and compensation plans and to 
advise with the division on their adoptions and subsequent revisions; 

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

(d) To review and make written recommendations to the director 
with respect to any amendments of this rule; 

(e) To submit periodically to the director a report of actual ex
penditures with relation to the administration of merit system of 
operations. 

(f) To heal' all personnel appeals as provided in section PW-PA 
10.13./ 

(2) DIVISION OF PUBLIC ASSISTANCE. Within the scope of this rule, it 
shall be the duty of the division: 

(a) To develop and put into effect the merit system rules and 
regulations related thereto and be responsible for their application; 

(b) To develop general policies in the administration of the merit 
system; 

(c) To make recommendations to agencies relative to their internal 
personnel practices to assure conformity with this rule; 

(d) To confer with agencies on personnel matters, including place
ment problems; 

(e) To develop and administer the classification and compensation 
plans; 
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(f) To receive requests from the agencies relative to all proposed 
personnel actions and to transmit such requests to the bureau; when 
received from the bureau to transmit decisions to the agencies; 

(g) To develop and administer a system of performance reports; 
(h) To promote understanding of the purposes, policies, and prac

tices of the merit system; 
(i) To maintain personnel records of all persons employed in the 

agencies and records of all personnel actions; 
(j) To perform such other duties as may be found to be necessary 

by the director. 

(3) COUNTY APPOINTING AUTHORITY. (a) Each agency, except in 
counties where the administration is vested in the county judge, shall 
employ a director who shall be selected by the county board of public 
welfare pursuant to section 46.22 (2) (b)'rWis. Stats. 

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

(c) The provisions of this section shall not apply to counties hav
ing a county-wide civil service system provided the standards of 
qualifications and examinations have been approved and the Depart
ment has delegated to the civil service agency in such county respon
sibility for determining qualifications of applicants by merit 
examinations. 

Sp$_pi610~3 Ac1~;ific~tro! plan. General. (1) PREPARATION AND 
ADOPTION OF PLAN. (a) The division, in cooperation with the bureau, 
shall ascertain and record the duties and responsibilities of all posi
tions to which this rule applies, and prepare a comprehensive classi
fication plan. The classification plan shall include for each class of 
position an appropriate title, a description of the duties and respon
sibilities, and the minimum requirements of training, experience, and 
other qualifications. 

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

(2) ALLOCATION OF POSITIONS. Every position in the agencies shall 
be allocated by the division, after consultation with the bureau, to one 
of the classes established by the classification plan. No person shall 
be appointed 01' promoted to any position until it has been properly 
classified as herein provided. As additional classes are established or 
existing classes are abolished 01' changed, such necessary allocation 
01' re-allocation shall be made to new 01' existing classes as is necessi
tated thereby. 

(3) REVISION OF PLAN. Existing classes of positions may be abol
ished 01' changed, or new classes added, in the same manner as the 
classification plan was originally adopted. 

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

(b) When a position is re-allocated to a different class because of 
a change in duties and responsibilities and because of a subsequent 
re-survey, an examination may 01' may not be necessary for the 
permanent employee who has been occupying the position throughout 
the change and who originally qualified for it through an examination 
on the basis of its former classification. Decision as to the need for 
examination shall then be determined by the bureau on the basis of 
whether the re-allocation represents a transfer, promotion, 01' demo
tion in relation to the former classification of the l)osition. 

PW-PA 10.04 Compensation plan. (1) PREPARATION AND ADOPTION 
OF PLAN. (a) The division, in cooperation with the bureau, shall 
assemble data and develop a comprehensive compensation plan for 
all classes of positions. The plan shall include salary schedules for 
the various classes, with the salary of each class consistent with the 
functions outlined in the class specifications. Initial, intervening, 
and maximum rates of pay for each class shall be established to pro
vide for steps in salary advancement without change of duty in rec
ognition of meritorious service. In arriving at such salary schedules, 
prevailing rates in the counties of the state, conditions affecting the 
supply of competent persons, and other relevant factors shall be taken 
into consideration. The plan shall also include regulations covering 
salary increases and adjustments. " 

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

(2) ADMINISTRATION OF PLAN. (a) The approved compensation plan 
shall constitute the official schedules of salaries for all classes of 
positions in the agencies. No salaries shall be recognized for reim
bursement by the division unless they conform to the approved com
pensation plan. The entrance salary for an employee shall be at the 
minimum salary for the class to which he is appointed, 01' as other
wise provided in the plan. Necessary salary adjustments affecting 
employees at the time of aaoption or amendments of the compensation 
plan, 01' resulting from promotions, demotions, 01' transfers, shall be 
administered in accordance with the requirements of the plan. 

(b) Salary advancements shall not be automatic, but shall be based 
upon quality and length of service, and shall be controlled by the 
provisions of the compensation plan, providing for fixed times for 
consideration of increases, for a reasonable distribution among classes, 
and for increases that an individual employee may receive. 

(3) REVISION OF PLAN. Salary ranges for classes of positions shall 
be amended in the same manner as originally adopted. 

PW-PA 10.05 Applications and examinations. (1) CHARACTER OF 
EXAMINATIONS. (a) State-wide examinations for entrance to the 
service shall be conducted on an open-competitive basis. Examinations 
shall be practical in nature, shall be constructed to reveal the ca
pacity of the applicant for the particular position for which he is 
competing as well as his general backgl'ound and related knowledge 
and shall be rated objectively. A practical written test shalL be in
cluded, except that where peculiar and exceptional qualifications of a 
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scientific or professional nature are required and competition through 
an assembled examination is impracticable, an unassembled examina
tion may be held. The bureau shall determine when competition 
through an assembled examination is impracticable. 

(b) Examinations shall also include: 1. a competitive performance 
test for stenographic and typing positions and other positions in
volving the operation of office machines; 

2. a rating of training and experience for the more responsible 
positions, including some professional, technical, supervisory and ad
ministrative positions; 

3. an oral examination when practicable for positions requiring 
frequent contact with the public, or which involve important super
visory or administrative duties. 

(2) NOTICE OF EXAMINATIONS. The bureau shall give public 
announcement of all entrance examinations at least two weeks in 
advance of the closing date for receipt of applications. The bureau 
and the division shall make every reasonable effort to attract quali
fied persons to compete in these examinations. Public announcement 
of examinations shall specify the title and salary range of the class 
of position, the duties to be performed, the minimum qualifications 
required, the final date on which applications will be received, except 
that for those classes for ,)Vhich there is to be continuous recruit
ment as provided in (3) (b), a statement shall be included that appli
catio~ will be received until further notice is given. 

(3)-'FIlING APPLicATIONS. (a) All applications shall be made on 
forms prescribed by the bureau and must be filed with the bureau 
on 01' prior to the closing date specified in the announcement. Such 
applications shall include a statement from the applicant of all perti
nent information regarding his training, experience, and any other 
information which the bureau may deem necessary. All applications 
shall be signed, and the truth of all statements contained therein 
certified by such signature. 

(b) In those classes of positions in which there is difficulty in 
securing qualified applicants, the bureau, with the approval of the 
division, may establish a recruitment program which is both positive 
and continuous. Under such a plan applications may be accepted at 
any time and examinations held whenever applicants have filed in 
sufficient numbers to assure adequate competition. 

( 4) DISQUALIFICATION OF APPLICANTS. (a) The bureau may refuse 
to examine an applicant 01', after examination, to certify any eligible 
on a register if: 

1. He is found to lack any of the preliminary requirements estab
lished for the examination for the class of position; 

2. He is so disabled as to be rendered unfit for the performance of 
the duties of the class; 

3. He is addicted to the use of narcotics or the habitual use of in
toxicating liquors to excess; 

4. He has made a false statement of material fact in his application; 
5. He has previously been dismissed from any public service for 

delinquency, misconduct, or other similar cause; 
6. He has used or attempted to use political pressure 01' bribery to 

secure an advantage in the examination 01' appointment; 
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7. He has directly or indirectly obtained information regarding 
examinations to which as an applicant he was not entitled; 

8. He has failed to submit his application correctly or within the 
prescribed time limits; 

9. He has been convicted of any infamous crime or other crime 
involving moral turpitude; 

10. He has taken part in the compilation, administration, or cor
rection of the examination; 

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

12. He has otherwise violated provisions of this rule. 
(b) A disqualified applicant shall be promptly notified of such 

action, and an applicant who is not admitted to an examination be
cause of failure to meet the preliminary requirements shall be notified 
in writing to his last known address sufficiently in advance of the 
examination to allow for an appeal from rejection as provided for in 
section PW-PA 10.13 (1). 

(5) CONDUCT OF EXAMINATIONS. (a) Written tests for the same 
class of position shall be conducted simultaneously in as many places 
as are necessary for the convenience of the applicants and as are 
practicable for propel' administration. The bureau may designate 
such local examiners as may be necessary to conduct examinations 
under instructions prescribed by it and may also arrange for the use 
of public buildings in which to conduct the examinations. 

(b) The identity of persons taking competitive examinatiOIls shall 
not be disclosed to the examiners. An identification numb81;, which 
shall be used to identify all papers of each applicant, shall be assigned 
by the bureau to each applicant. 

(6) RATING EXAMINATIONS. (a) In all examinations the minimum 
grade through which eligibility on a register may be earned shall be 
fixed by the bureau. The bureau shall determine the final score for 
each applicant's examination, computed in accordance with the 
weights for the several parts established by the bureau. A person fail
ing in the written portion of any such examination shall not be per
mitted to participate or continue with any other remaining portion of 
such examination. 

(b) The bureau shall utilize appropriate scientific techniques and 
procedures in rating the results of examinations and in determining 
the final scores of the competitors. In determining the system for 
rating results on the examination, the bureau shall give due regard 
to the number of candidates and to the number of vacancies which 
may reasonably be expected to occur in the life of the register. 

(c) All applicants for the same position shall be accorded uni
form and equal treatment in all phases of the examination procedure, 
except that there shall be no restrictions as to age in the case of 
veterans and except that other conditions being equal, a preference 
shall be given in favor of veterans of any wars of the United States. 
Preference is hereby defined to mean that whenever an honorably 
discharged veteran competes in any examination, he shall be accorded 
five points, and if such veteran has a disability which is directly or 
indirectly traceable to war service, he shall be accorded another five 
points in addition to earned ratings therein. Proof of eligibility for 
such preference shall be submitted prior to or at the time of 
examination. 
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(7) RATING TRAINING AND EXPERIENCE. (a) -If training and experi
ence form a part of the total examination, the bureau shall deter
mine a procedure for the evaluation of the training and experience 
qualifications of the various applicants. The formula used in ap
praisal shall give due regard to recency and quality as well as quan
tity of experience and to the pertinency of the training. This proce
dure shall allow for the substitution of training for experience, and 
experience for training, within the limits stated in the class 
specifications. 

(b) The bureau may investigate the applicant's training and ex
perience to verify the statements contained in his application form 
and to adduce evidence regarding his character and fitness. 

(8) ORAL EXAMINATIONS. When an oral examination forms part 
of a total examination for a position, the bureau shall appoint one 
or more oral examination boards as needed. An oral examhlation 
board shall consist of two 01' more members who shall be known to be 
interested in the improvement of public administration and in the 
selection of efficient government personnel, and at least one of whom 
shall be technically familial' with the character of work in the posi
tion for which the applicant will be examined. If practicable, all 
applicants qualifying for the oral examinations for the same class 
shall be rated by the same oral examination board. A member of an 
oral examination board shall disclose each instance in which he 
knows the applicant personally and shall not rate such applicant. 

(9) NOTICE OF EXAMINATION RESULTS. Each applicant passing the 
examination shall be notified by mail by the bureau of his final grade 
as soon as the grading of the examination has been completed and 
the register established. An eligible, upon request and presentation 
of proper identification, shall be entitled to information concerning 
his relative position on a register. An applicant who has not achieved 
a passing grade in the examination shall be notified of his 
ineligibility. 

(10) SPECIAL EXAMINATIONS. No applicant shall be given a special 
examination unless the bureau by formal and recorded action finds 
that the applicant's failure to take 01' complete an examination was 
due to an obvious errol' for which the bureau is responsible. No claim 
for a special examination shall be allowed unless it is filed in writing 
with the bureau within 10 days after the date of the original 
examination. 

(11) PHYSICAL EXAMINATIONS. Before appointment applicants may 
be required to pass a satisfactory physical examination. 

(12) EXAMINATION RECORDS. The bureau shall be responsible for 
the maintenance of all records pertinent to the examination program. 
Applications and other necessary examination records shall be kept 
during the life of the register. Examination records of appointees 
shall be kept permanently, but examinations of other applicants, not 
appointed, may be destroyed 30 days after the register expires. All 
notices of changes of address shall be filed, by applicants and eligibles, 
with the bUl'eau. 

PW-PA 10.06 Registers. (1) ESTABLISHMENT OF REGISTERS. (a) 
After each examination, the bureau shall prepare a register of persons 
with passing grades. The names of such persons shall be placed on 
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the register in the order of their final grades starting with the 
highest. If two or more eligibles have final grades which are identical, 
their names shall be arranged on the register in the order of their 
grades on the written part of the examination or their priority of 
filing. 

(b) If a vacancy exists in a class of position for which there is no 
appropriate register, the bureau may prepare an appropriate~register 
for the class from one 01' more existing related registers. For this 
purpose the bureau shall select registers for classes for which the 
minimum qualifications and examinations are similar to or higher 
than those required for the class in which the vacancy exists. The 
bureau may, if necessary, rm'ate trai)rlng and experience in ac
cOl'dance with section PW-PA 10.05 (7(, on the basis of the minimum 
qualifications required for the class in which the vacancy exists. 

(2) DURATION OF REGISTERS. (a) The life of each register shall 
normally be six months from the date of its establishment, but this 
period may be extended by the bureau for a period not exceeding 
three years. A register may be deemed by the bureau to be exhausted 
if fewer than three available eligibles remain on the register. 

(b) The division shall notify the bureau as far in advance as 
possible of vacancies which may occur in the agencies. The bureau 
shall be responsible for determining the adequacy of existing regis
ters and for the establishment and maintenance of appropriate regis
ters for all positions in the agencies, exclusive of exempt positions. 

(c) The bureau may recognize an appropriate register for a class 
of position established for state seryjce and may certify from such 
registers under section PW -P A 10.07 governing certification. 

(3) REMOVAL OF NAMES FROM REGISTERS. (a) The bureau may re-
move the name of an eligible from a register: ,-

1. For any of the causes stipulated in section PW-PA 10.05 (4)'; 
2. On evidence that the eligible cannot be located by the postal 

authOl'ities; 
3. On receipt of a statement from the eligible declining an appoint

ment and stating that he no longer desires consideration for a 
position; 

4. If three offers of a probationary appointment to the class for 
which the register was established have been declined by the eligible. 

(b) The bureau shall notify the eligible by mail to his last known 
address of this action and the reasons therefor. An eligible's name 
shall be reinstated on the register upon showing of cause satisfactory 
to the bureau, or in accordance with a decision of the personnel board 
of the bureau upon appeal as provided in section PW-PA 10.13 (3). 

PW-PA 10.07 Certification of eligibles. (1) REQUEST FOR CERTIFI
CATION. If a vacancy occurs in any position in any agency or if new 
positions are established and new employees are needed, requisition 
shall be submitted in duplicate by the agency to the division upon a 
prescribed form. This requisition shall state the number of positions 
to be filled in the class, and all other pertinent information. After 
approval by the division, the requisition shall be forwarded to the 
bureau. 
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(2) CERTIFICATION METHODS. (a) The bureau shall certify and sub
mit in ,yriting to the agency, copies to the division, the names of the 
highest available eligibles from the state-wide register who are resi
dents of the county in which the vacancy exists, provided that when 
there are no available eligibles 01' there are an insufficient number of 
available eligibles who are residents of the county, certification shall 
be made on a state-wide basis. 

(b) If one position is involved, the bureau shall certify and sub
mit the three highest available names from the register established as 
a result of a merit examination for that class of position. If more than 
one position is involved, it shall, for each class of position, certify 
and submit two more names than the number of positions to be filled 
in each class. If the register established as a result of a merit exami
nation for a specific class of position is exhausted, then the bureau 
shall certify and submit names in accordance with the above proce
dure from the register, or registers, most appropriate. 

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

(d) An eligible may be considered not available by the bureau if he 
fails to reply to a written inquiry after five days in addition to the 
time required for the transmission of the inquiry to his last-known 
address and reply thereto, or if he fails to reply to a telegraphic 
inquiry within 48 hours in addition to the time required for the trans
mission of the inquiry to his last-known address and reply thereto. 

PW-PA 10.08 Appointments. (1) ORIGINAL APPOINTMENTS. (a) All 
appointments to positions in the agency exclusive of exempt positions 
shall be made in accordance with this rule. Selections shall be made 
for each position from the three highest available names on the cer-

jtificate submitted by the bureau in accordance with section PW-PA 
'! 10.07, exclusive of the names of persons to whom an objecty>n has 

been offered in writing based on section PW-PA 10.05 (4)~ which 
objection is sustained by the bureau. 

(b) In selecting persons from among those certified, the agency 
shall be permitted to examine their applications and reports of investi
gations in the office of the bureau, or in accordance with such regu
lations as the bureau may establish, and to interview them. Final 
selection shall be reported to the division and the bureau on pre
scribed forms. 

(c) If the eligible selected declines the appointment, evidence of 
declination and other such data shall be transmitted to the bureau 
for permanent record. An eligible may be considered by the bureau as 
having declined appointment if he fails to reply after 5 days in addi
tion to time allowed for transmission of letter and return of reply, 
or if he fails to reply to a telegraphic inquiry within 48 hours in 
addition to the time required for the transmission of the inquiry to his 
last-known address and reply thereto. If an eligible accepts an 
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appointment and fails to present himself for duty at the time and 
place specified without giving reasons for the delay satisfactory to 
the agency and the bureau, he shall be deemed to have declined 
appointment. 

(d) Appointments made necessary by reason of employees leaving 
to perform active military service in the armed forces of the United 
States necessitating replacement for a period to exceed six months 
shall be made from appropriate registers, in accordance with this 
section relating to permanent appointments, subject, however, to ter
mination for the purpose of reinstating any agency employee upon 
his being released from such service. 

(2) PROVISIONAL APPOINTMENTS. (a) If, in the opinion of the 
agency there are urgent reasons for filling a position and there are 
no eligibles on a register established as a result of an examination 
for the position, and no other appropriate l'egister exists, the agency 
may submit to the bureau the name of a person to fill the position 
pending examination and establishment of a register. If such person's 
qualifications have been certified by the bureau as meeting the mini
mum qualifications as to training and experience for the position, 
such person may be provisionally appointed to fill the existing vacancy 
until an appropriate register is established and appointment made 
therefrom. Except as provided below, no provisional appointment shall 
be continued for more than 30 days after an appropriate register has 
been established for the class of position or for more than 6 months 
from the date of appointment. Successive provisional appointments 
of the same person shall not be permitted and a position shall not be 
filled by repeated provisional appointments. 

(b) Provisional appointments may be extended at the end of the 
6 months' period with the approval of the bureau, and successive 
provisional appointments of the same individual to different positions 
and successive provisional appointments to the same position may be 
made in exceptional circumstances subject to the following conditions: 

1. That an examination has been publicly announced and the bu
reau has found that a sufficient number of applicants has not filed 
to assure adequate competition. 

2. That continuous receipt of applications ,,~as been provided in 
accordance with section PW-PA 10.05 (3) (by and the examination 
is to be held whenever the bureau finds that enough applicants have 
filed to assure adequate competition. 

(c) The continuous period of service as a provisional employee 
immediately preceding conversion to a probationary appointment may 
be.~considered a part of the probationary period. 

(3) EMERGENCY APPOINTMENTS. Whenever an emergency exists 
/ which requires the immediate services of one 01' more persons and it 
\,) is not possible to secure such persons from appropriate registers, 

the agency may appoint a person 01' persons without regard to other 
provisions of this rule governing appointments. In no case, however, 

i shall the same person be appointed for more than 30 working days 
A i during any 12 month period. Each emergency appointment shall, 

-< IAI [ ~vhen the appointment is made, be reported on prescribed forms to 
'\ ~I \ ~he division. 

(4) TEMPORARY APPOINTMENTS. If an employee is needed for a 
temporary period, a certification shall be made by the bureau of the 
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names of those, eligibles, in the order of their places on an appro
priate register, who have indicated willingness to accept temporary 
employment. Certifica:~on shall be made in the manner set forth in 
section PW-PA 10.07: Appointments shall be made in the same man
ner as prescribed in this rule for probationary appointments. The 
duration of a temporary appointment shall be limited to the period 
of the need and in no event shall a temporary appointment continue 
for more than 6 months in any 12 month period. The acceptance or 
refusal of a temporary appointment shall not affect an eligible's 
standing on a register or his eligibility for a probationary appoint
ment, and the period of temporary service shall not constitute a part 
of a probationary period. Successive temporary appointments shall 
not be made nor shall an employee receive continued temporary 

a:J~j~~~J;~:~\ __ '/1 
-PW-PA 10.09 Probationary period. (1) NATURE, PURPOSE AND DU

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

(2) CONDITIONS PRELIMINARY TO PERMANENT APPOINTMENT. Pel'lna
nent appointment of a probationary employee shall begin with 
the date ending the probationary period, provided that the divi
sion has received from the employee's supervisor prescribed forms 
showing that the services --of the employee during the probationary 
period have been satisfactory and that the employee is recommended 
to be continued in the service. A performance report upon a form 
prescribed by the division must be submitted at this time. It shall be 
the responsibility of the division to obtain these forms 4 weeks prior 
to the end of the probationary period. If it is determined by the 
agency that the services of the employee have been unsatisfactory, 
the agency shall notify the employee in writing in advance of the 
date his services aTe to be terminated. An employee whose appoint
ment is to be made permanent shall also be notified. The agency shall 
notify the division of the action taken regarding the services of the 
employee. 

(3) PROMOTION DURING PROBATION. The serving of a pTobationary 
period shall not, of itself, prevent an employee from being promoted 
to a position in a higl1er class, provided he is certified from an appro-. 
priate register for such higher class,jif position in accordance with 
the provisions of section PW-PA 10.01. If, within the above-mentioned 
limitations, an employee is promoted in this way dUTing a proba
tionary period, the probationary period for the class of position to 
which he is promoted shall begin with the date of appointment to 
such latter class of position. 

(4) TRANSFER DURING PROBATlOo/ (a) Except as otherwise pro
vided in section PW-PA 10.09 (3), an employee shall not be trans
ferred during his probationary period to a position of another class 
for which a register exists. 

(b) No probationary employees shall be transferred to another 
agency until the probationary period has been completed. 
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(5) TERMINATION DURING PROBATION. (a) At any time during a pro
bationary period the services of an employee may be terminated with
out right of appeal or hearing, but the reasons given for the 
termination shall be submitted in duplicate in writing to the division, 
the original to be transmitted to the bureau. Unless an appointment 
is made permanent by the agency at the close of the probationary V' 
period in accordance with the provisions of section PW-PA 10.09 (2), 
the services of the employee shall be terminated, and no further 
salary or other compensation shall be payable to him. 

(b) The bureau, after consultation with the division, may restore 
the name of a probationary appointee whose services have been 
terminated to the register from which he was certified, in a,~ordance 
with the procedure described in section PW-PA 10.12 (7" but the 
bureau shall not in the future certify the name of such person to the 
same agency from the same register if he has been terminated for 
cause. 

PW-PA 10.10 Promotions. (1) METHOD OF MAKING PROMOTIONS. (a) 
As far as is practicable and feasible, a vacancy shall be filled by pro
motion of a qualified permanent employee based upon individual 
performance, with due consideration for length of service, and upon 
capacity for the new position. Preference in promotion may be given 
to employees within an agency, and all inter-agency promotions must 
be approved by the agencies concerned. 

(b) A candidate for promotion must be certified by the bureau to 
possess the qualifications for the position as set forth in the specifi
cations for the class of position for which he is a candidate, and he 
shall be required by the bureau to qualify for the new position by 
promotional competitive or noncompetitive examination administered 
by the bureau. 

(2) PROMOTION BY COMPETITIVE EXAMINATION. If the bureau shall 
approve filling vacancies in a particular class of position by promo
tional competitive examination, such examination shall be given under 
the direction of the bureau. A promotional competitive examination 
may be limited to employees of the agency concerned or may, with 
the approval of the bureau, be open to employees of all the agencies. 
An employee to be eligible to compete for promotion must have 
permanent status and must meet the qualifications for the class of 
position. A promotional competitive examination shall consist of any 
combination of the following: written tests, rating on training and 
experience, seniority, performance tests, and oral examinations. The 
combination in each case and procedures for the determination of 
the passing grade shall be announced by the bureau in advance of 
the examination, and shall take into consideration generally accepted 
merit system practices. 

(3) PROMOTION BY NON-COMPETITIVE EXAMINATION. If the bureau 
shall approve filling a vacancy by a non-competitive examination, the 
employee selected for promotion must have permanent status and 
must meet the minimum qualifications for the class of position to 
which he is a candidate for promotion. The bureau shall examine him 
by tests of the same relative difficulty and fairness as used in a 
competitive promotional examination, and if found to qualify for the 
class he shall be so certified by the bureau. 
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PW.PA 10.11 Transfers and demotions. (1) TR1;fSFERS. (a) Except 
as otherwise provided in section PW -P A 10.09, a transfer of an 
employee from a position in one agency to a position of the same 
class in another agency may be made at any time by the agencies 
concerned. All inter-agency transfers must be certified by the bureau 
and no examination is necessary. 

(b) A transfer of a permanent employee from a position in one 
class to a position in another class on the same level shall be made 
only upon certification of the bureau with the approval of the agency 
or agencies concerned. The bureau shall require that the employee 
have the qualifications for the position in the new class. The bureau 
shall also require a qualifying examination if the duties, responsibili
ties, skills and knowledges involved in the new position are dissimi
lar, either qualitatively or quantitatively, or in both respects, and 
the original examination cannot be considered appropriate. 

(c) A transfer of a permanent employee from a classified position 
in the state service to a class of position under this rule, of the same 
01' lower level, shall be made only upon certification of the bureau 
with the approval of the agency concerned. The bureau may require 
a qualifying examination. 

(2) DEMOTIONS. A permanent employee may be demoted for ineffi· 
ciency 01' for other cause, but in all such cases the employee shall 
have the same rights of appeal to the bureau as employees who have 
been dismissed. 

PW·PA 10.12 Separations, tenure, and reinstatement. (1) RESIG
NATIONS. An employee who resigns shall present the reasons therefor 
in writing to the agency. Copies of the letter of resignation shall be 
forwarded to and recorded by the division. 

(2) DISMISSALS. The appointing authority, after notice in writing 
to an employee prior to the effective date, stating specific reasons 
therefor, two copies of which notice shall be filed with the division, 
one of which shall be transmitted to the bureau by the division, may 
dismiss any employee who is negligent 01' inefficient in his duties, 01' 

unfit to perform his duties; who is found to be guilty of gross mis
conduct; 01' who is convicted of a felony. When such conviction is final 
the employee shall have no recourse to appeal to the bureau. 

(3) SUSPENSION. The appointing authority may, after written 
notice to the employee and the division prior to the effective date, 
suspend any employee without pay for delinquency, misconduct, or 
neglect of duty, for a period not to exceed 30 calendar days in any 
one calendar year. 

(4) REDUCTION OF FORCE. The appointing authority may separate 
any employee, without prejudice, because of lack of funds or curtail
ment of work, or in order to permit reinstatement of employees upon 
their release from periods of military service in the armed forces of 
the United States. No permanent employee, however, shall be sepa
rated while there are emergency, temporary, provisional 01' proba
tionary employees serving in the same class of position in the same 
agency. The order of separations due to reduction of force shall be 
based upon performance reports and seniority, under a formula to be 
formally established by the division, and all such separations shall be 
reported to the division. 
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(5) TENURE OF OFFICE. The tenure of office of every permanent em
ployee shall be during good behavior and the satisfactory performance 
of his duties as determined by periodic performance reviews. This 
provision, however, shall not be interpreted to prevent the separation 
of an employee for cause 01' the separation of an employee because 
of lack of funds or curtailment of work, when made in accordance 
with this rule. 

(6) REINSTATEMENT TO PREVIOUS CLASS OF POSITION IN THE SAME 
AGENCY. A permanent employee who has resigned while in good 
standing, 01' who has been separated without prejudice, shall be 
eligible for reinstatement with permanent status at any time within 
five years after the date of separation, provided he has been certified 
by the bureau as meeting the current minimum qualifications as to 
training and experience of the class of position to which he is being 
appointed. 

(7) REINSTATEMENT TO REGISTER. Upon written request to the 
bureau, the name of a permanent 01' probationary employee who has 
resigned while in good standing or who has been separated without 
prejudice because of curtailment of work 01' lack of funds may, at 
the discretion of the bureau be placed on a reinstatement register 
for the class of position in which he was last employed. Eligibility for 
reinstatement to the register shall be for a period of time equivalent 
to the period of his service under the merit system, but not to exceed 

_~ve years. :J-l~'€'/L~.A /'/ 
PW-PA 10.13 Appeals. (1) ApPEAL FROM EXAMINATION REJECTION. 

(a) Any applicant whose application for admission to an entrance 
01' promotional examination has been rejected by the bureau may 
appeal to the bureau for consideration of his qualifications. The 
bureau shall consider such appeal, if in writing, provided it shall 
have been received by the bureau not later than 48 hours prior to 
the announced time for holding the written examination. The bu
reau's decision with respect to any such appeal shall be final. 

(b) Applicants may be admitted to an examination by the bureau 
pending a consideration of a written appeal. Admission to a written 
examination under such circumstances, however, shall not constitute 
the assurance of a passing grade in training and experience. 

(2) REVIEW OF EXAMINATION RATINGS. Any applicant who has taken 
an examination may appeal to the bureau for review of his grade in 
any part of such examination to assure that uniform grading proce
dures have been applied equally and fairly. Such appeal must be filed 
in writing at the office of the bureau within 30 days after the date 
on which notification of the results of such examination was mailed 
to the applicant. A grading in any part of an examination shall not 
be changed unless compliance with the foregoing conditions has been 
made and unless it is found by the bureau that a substantial errol' 
has been made. The bureau's written decision with respect to a review 
or change shall be final. A correction in the grading shall not affect 
a certification 01' appointment which may have already been made 
from the register. 

(3) ApPEAL FROllI REMOVAL FROM REGISTER. A person whose name 
has been removed from a regliter for any of the reasons specified in 
section PW-PA 10.06 (3) (aj, may appeal to the bureau for recon-
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sidel'ation. Such appeal must be filed in writing with the bureau 
within 30 days after the date on which notification was mailed. The 
bureau after investigation shall make its decision, and the appellant 
shall be notified accordingly. 

(4) ApPEAL FROM TERMINATION, SUSPENSION, OR DEMOTION. (a) A 
permanent employee who is terminated for cause, suspended, or de
moted shall have the right to appeal to the bureau. Such appeal shall 
be submitted in writing not later than 30 calendar days after the 
effective date of the action, and shall be transmitted to the bureau, 
which shall arrange a formal hearing before the personnel board, 
such hearing to be held within 60 calendar days after receipt of the 
appeal. The bureau shall furnish the agency concerned with a copy 
of the appeal in advance of the hearing. Both the employee and the 
appointing authority shall be notified reasonably in advance of the 
hearing and shall have the right to present witnesses and give evi
dence before the personnel board. 

(b) The personnel board shall make its recommendations promptly 
in writing to the appointing authority and to the appellant, with a 
copy to the division. 

(c) After consideration of the personnel board's recommendations, 
the appointing authority shall make its decision, which shall be final 
and which shall be duly recorded in the permanent records of the 
agency. The appointing authority shall, in writing, promptly notify 
the appellant of its decision, with a copy to the division. 

PW-P A 10.14 Attendance and leave. Each county board of super
visors may adopt regulations covering attendance, vacation, sick 
leave, and other types of leave. Such regulations shall be uniformly 
applicable, insofar as possible to all employees of an agency. A copy 
of such regUlations shall be filed with the division. 

PW-PA 10.15 Performance reports. The division shall have in effect 
a uniform system of performance standards for each class of position 
to be used by county agencies in making evaluations of work per
formance. Performance reports shall be prepared and recorded for all 
permanent employees at regular intervals not to exceed 12 months. 
Performance reports shall be considered in such personnel actions as 
salary advancements and in making promotions, demotions, termina
tions for cause, and in determining the order of separations due to 
reduction of force. Performance reports shall be discussed with the 
employee at the time of evaluation. 

PW-PA 10.16 Politics and religion. (1) No INTERFERENCE WITH 
ELECTIONS. No employee of the agencies shall use his official authority 
01' influence for the purpose of interfering with an election or affect
ing the results thereof. All persons occupying positions ot~j'r than 
those hereinbefore exempted in section PW-PA 10.01 (91, while 
retaining the right to vote as they please and to express privately 
their opinions on all political subjects, shall take no active part in 
political management or in political campaigns. All prohibitions of 
political activity provided for agencies administering federal grants
in-aid in the Federal Hatch Act apply to employees of the agencies. 

(2) No DISCLOSURES OR DISCRIMINATIONS. No question in any form 
of application or in any examination shall be so framed as to elicit 
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information concerning the political or religious opinions 01' affilia
tions of any applicant, nor shall any inquiry be made concerning such 
opinions or affiliations, and all disclosures thereof shall be discoun
tenanced. No discriminations shall be exercised, threatened; or 
promised by any person in the employ of the agencies against or in J 

favor of any applicant, eligible, or employee because of his political 
or religious opinions or affiliations. 

PW·PA 10.17 Other employment. No employee shall hold other 
conflicting public office or have conflicting employment while in the 
employ of the agency. Determination of such conflict shall be made 
by the division. 

PW·PA 10.18 Payroll certification. The agencies shall certify the 
payrolls to the division on prescribed forms within two weeks follow
ing each payroll period. The division shall check the names, positions, 
salaries, and appointments which appear thereon and shall certify on 
each payroll to what extent the payroll conforms to the provisions of 
this rule and the supplementary regulations adopted pursuant thereto. 
This post-audit shall be made within a reasonable period after the 
receipt of the payrolls in the office of the division and shall become a 
permanent part of the records of the division. Any exceptions to the 
payroll s~all be clearly indicated. The division shall be responsible 
for notifying any agency of any exception and for securing compliance 
with this rule. 

PW·PA 10.19 Records and reports. The division shall maintain a 
personnel record for each employee, showing name, title, county, 
salary, changes in status, performance reports, and such other per
sonnel information as may be considered pertinent. Every personnel 
action shall be submitted on prescribed forms to the division. The 
bureau shall receive such notice of personnel actions as it may re
quire for carrying out its duties under this rule. 

PW·PA 10.20 Applicability. (1) All positions in the agencies, other 
than those in agencies where the department has delegated to a county 
civil service agency responsibility for determining qualifications of 
applicants for merit examinations andllthose positions hereinbefore 
exempted in section PW-PA 10.01 (9") shall be filled by persons 
selected in accordance with this rule. 

(2) Counties adopting a civil service system shall submit to the 
division copies of their classification and compensation plans, class 
specifications including qualification requirements, and such other 
material as may be necessary to enable the department to determine 
acceptability of standards of qualifications and examinations. 

(3) The bureau, with the approval of the division, may cooperate 
with other jurisdictions whose merit systems operate in conformity 
with standards comparable to those contained in this rule. With the 
approval of the division the bureau may announce and administer 
joint examinations in conformity with this rule and the registers so 
established shall be given recognition under this rule. With the 
approval of the division the bureau may, in the absence of an appro
priate register for such a class of position established under another 
merit system operating in conformity with these standards, and may 
accept regular certification from such registers under the article 
herein governing certification. 
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(4) An individual who presents evidence that he has received per
manent merit status in a given class of position in a social security 
aid agency of another state may within five years after sepal'ation 
be appointed upon certification by the bureau to a position similal' as 
to duties and qualifications subject to the probationary period as set 
forth in section PW-PA 10.09.'/ 

PW-P A 10.21 Amendments. If and when it appears desirable in 
the interest of good administration, the state board of public welfare 
may make additions to 01' amend this rule. 

PW-PA 10.25 (1) SALARY SCHEDULE. 

Schedule of Steps 

A B C D E 
Class Title (1) (2) (3) (J,) (6) (6) (7) (8) (9) (10) 

--------------------
Director IV ________________ 8365 $380 8395 $410 8425 $440 $455 $470 8485 $500 Director IIL _______________ 340 355 370 385 400 415 430 445 460 475 

(Asst. Admin. III) Direotor IL ________________ 315 330 345 360 375 390 405 420 435 450 
(Asst. Admin. II) Director L ________________ 290 305 320 335 350 365 380 395 410 425 
(Asst. Admin. I) 

415 430 445 460 Case ,York Superyisor _______ 325 340 355 370 385 400 
Child Welfare Worker II _____ 290 305 320 335 350 365 380 395 410 425 
Child Welfare Worker L _____ 275 290 305 320 335 350 365 380 395 410 
Case ,Yorker IL ____________ 275 290 305 320 335 350 365 380 395 410 
Case 'Yorker L _____________ 250 260 270 280 290 300 310 320 330 340 Clerk IY ___________________ 210 220 230 240 250 260 270 280 290 300 Clerk III _________________ 195 205 215 225 235 245 255 265 275 285 Clerk IL __________________ 160 170 180 190 200 210 220 230 240 250 
Clerk Stenographer IL ______ 170 180 190 200 210 220 230 240 250 260 
Clerk Stenographer L _______ 150 160 170 180 190 200 210 220 2~0 240 
Clerk I ____________________ 140 150 160 170 180 190 200 210 220 230 Olerk Typist ______________ 140 150 160 170 180 190 200 210 220 230 

(2) CONSECUTIYE STEP COMPENSATION PLAN. Each county must 
adopt a six consecutive step compensation plan fl'om the schedule 
of salary steps shown above (Schedule A, 1-6; Schedule B, 2-7; 
Schedule C, 3-8; Schedule D, 4-9; Schedule E, 5-10). The corre
sponding six salary steps must be used for all classifications used in 
the county agency. The selection of ranges from different schedules 
will not be approved. County action in adopting one of the schedules 
shall be by formal resolution of the boaI'd having authority to set 
salaries of persons employed under the merit system. A certified copy 
of the county's action electing one of the schedules shall be filed with 
the Division of Public Assistance. In the absence of specific action 
Schedule A shall be deemed to apply. This plan shall be applicable to 
all classes of positions in the agency effective not later than January 
1, 1956. 

(3) CHANGE OF SALARY SCHEDULE. A change of salary schedule 
may be made provided that six new consecutive steps are selected 
from the schedule of steps outlined above. Such change shall also be 
by formal resolution of the board having authority to set salaries 
of persons employed under the merit system, and shall be filed with 
the division, showing the date of adoption and the effective date of 
the new salary schedule. 
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(4) RATE. The minimum shall be the lowest rate and the maximum 
the highest rate which shall be paid an employee. Intermediate steps 
shall be the rate of salary advancement between the minimum and 
maximum. 

PW-PA 10.26 Entrance salary. The entrance salary for an employee 
on first appointment shall be the minimum salary rate for the given 
range except as hereinafter provided. 

(1) A county may request authorization to appoint at any step 
above the minimum. If approved, such rate then becomes the mini
mum rate for all employees presently employed or thereafter ap
pointed in the class and no appointments shall be made at that rate 
until those highest on the register are first offered appointment at the 
higher rate. 

(2) A higher entrance rate when approved, as indicated above, 
shall remain in effect as the minimum until the agency requests a 
further increase 01' a decrease and such request is approved by the 
division of public assistance. 

(3) The division of public assistance may approve the appointment 
of an eligible at a rate within the range for the classifications of 
case worker supervisor, child welfare worker II, child welfare worker 
I, case worker II, and case worker I if, in the opinion of the division, 
the training and experience of the eligible justifies such rate and a 
l'ecommendation for such payment has been made by the appointing 
authority. In such instances, a formal request for a newly established 
minimum would not be required. Such recommended increase shall 
be limited to two steps above the established minimum. 

PW-PA 10.27 Salary adjustments. (1) ADJUSTING SALARIES TO THE 
NEW SCHEDULE. 

(a) The rate of pay of those employees below the minimum in 
the applicable schedule shall be increased to the minimum upon adop
tion of this compensation plan. 

(b) If at the time this compensation plan goes into effect the 
salary of any employee does not coincide with one of the step intervals 
as a result of a change in range for certain classes of positions, ('\ A;tJ adjustment to the next higher step must be made not later than 

(y r. J a~:;l;R~M~T::~S. An employee who is promoted shall have his 
\\\.,}J\j salary raised at least to the minimum rate of pay for the new class 
'\::) if his salary before promotion fell below such minimum rate. If his 

1. A\ ~ \, salary before promotion does not coincide with one of the steps in the 
,'\:lrt 0\\ new range, it must be adjusted to the next higher step. 

\ ~ .' (3) DEMOTIONS. An employee who is demoted shall have his salary 
~ \ c'\ reduced at least to the maximum rate of the new class. If his salary 

, \.\'.., 0 ~ before demotion does not coincide with one of the steps in the new 
''.., '\ I range, it must be adjusted to the next lower step at the time demotion 

/ 

\\ 

\ takes place. 

(4) TRANSFERS. An employee who is transferred shall be paid a 
salary within the range of the schedule adopted by the agency to 
which he is transferring. 
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(5) PART-TIME AND OVER-TIME EMPLOYMENT. The rates prescribed 
in the salary ranges are the rates payable for full-time employment 
subject to vacation, sick leave allowances, etc. When employment 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. Over
time payments, necessitated by acute labor shortage, may be approved 
when the hourly rate is straight time computed on the basis of the 
regular monthly salary. 

(6) COST OF LIVING BONUS. Cost of living bonuses made for the 
purpose of adjusting salaries in accordance with fluctuations in the 
cost of living need not conform to the above schedule or any of the 
foregoing provisions, and will be approved if found to be reasonable 
and uniformly applicable to all employees of the agency, including 
new or reinstated employees subsequently hired. Such bonuses shall 
not be considered a part of the basic salary, shall be reported sepa
rately, and shall have no bearing upon earned advancements based on 
length of service and merit. Increases or decreases in the cost of living 
bonus may be made at any time by the appropriate local authority. 
A certified copy of such action shall be filed with the division. 

PW -P A 10.28 Salary advancements. (1) All salary advancements 
shall be based upon quality and quantity of work as reflected by /,; 
performance reports, and upon other recorded measures of perform- (j~ 
ance, giving due consideration to length of service. ,L) 

(2) Salary adva~c~ments may be given to permanent~ probationary, /Dt~~ 
temporary, or provlslOnal employees upon the completIon of at least ~l 
three months of satisfactory service. jJ 

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

(4) Salary advancements shall be limited to one step in the salary 
range at one time to intervals of not less than six months except as 
provided in section PW-PA 10.28 (5). 

(5) Salary increases of more than one step or at intervals of less 
than six months may be made in cases of exceptionally meritorious 
service as shown by recorded measures of performance or during 
periods of abnormal employment conditions that result in staff losses 
and shortages of available qualified people. In each such case the 
findings of the appointing authority and facts upon which requests 
for advancement are based shall be submitted to the Division of 
Public Assistance before advancements are effective. 

PW -P A 10.29 Travel allowance. Equitable allowance or reimburse
ment for travel is a part of this compensation plan and shall be 
granted above and beyond the compensation for personal services. 
Employees, including students receiving field training, shall be granted .-
an allowance or .shall ?e reimbursed for tr~vel required in t~per-!() /_, 
formance of theu' dutIes. Pursuant to sectIOn PW-P A 20.20, staten(· ~ 
reimbursement must be based upOlllallowances not in excess of the {/ 
rates specified in section 14.71 (9)~ Wis. Stats. It is herewith also 7J-
required as a condition for state reimbursement that all employees 
in a county agency whose duties involve travel shall receive equal 
treatment with respect to travel allowance rates. All claims for ex-· j : 

penses shall be supported by/receipts and other satisfactory evidence 
required by section 14.31 (3)-, Wis. Stats. 
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PW-P A 10.30 Special schedule. The following schedule may be 
selected by any county with a cost of living bonus of $100 per month 
or more for every employee of the agency: 

Class 'Pille 

Direetor IV ______________________________________ _ 
Director IIL _____________________________ _ 

(Asst. Admin. III) 
Direr-tor IL ____________________ _ 

(Asst .. Admin. II) 
Director I~ _____________________ _ 

(Asst .. Admin. I) 
Case ,Vork Supervisol' _____________________________ _ 
Child Welfare Worker IL __________________________ _ 
Child Welfare Worker L __________________________ _ 
Case Worker IL __________________________________ _ 
Case Worker L ___________________________________ _ 
Clerk IV _________________________________________ _ 
Clerk IIL _______________________________________ _ 
Clerk IL ________________________________________ _ 

8l:::1~ ~~~~~~::~~~:~ E===== = = = == = == = = = = = ==== = === = = == Clerk L _________________________________________ _ 
Clerk Typist _____________________________________ _ 

111il1 . .ilIa.t. 

8300-390 
265-355 

235-325 

210-300 

250-340 
220-295 
210-285 
210-260 
180-230 
155-205 
135-185 
110-100 
110-160 
100-150 
100-150 
100-150 

Intermediate ,step 

S15 
15 

15 

15 

15 
15 
15 
10 
10 
10 
10 
10 
10 
10 
10 
10 

PW-PA 10.31 Basis for allocating director positions. (1) The class 
of director to which iI_ county is entitled and the corresponding com
pensation shall be determined upon the basis of the following: 

(a) Director IV shall be applicable to those county agencies in a 
county with a population over 50,000. 

. J (b) Director III shall be applicable to those county agencies con-
I VV 
)
'')V fy)1 elucting two or more programs, including social security aids, in a 

county with a population from 25,000 to 50,000. i) \. (c) Director II shall be applicable to those county agencies con-
I Jif~ ducting one program only in a county with a population of from 

\""~ { \\ 25,000 to 50,000 or to those counties conducting two or more programs 
. (J'~l a county with a population under 25,000. 

('J \ ,'J (d) Director I shall be applicable to those county agencies con-

\ 
()\ \' \ ucting one program only in a county with a population under 25,000. 

\ \ (2) Where the county courts administer social security aids, the 
I 1\ ,:\\ ' position of supervising assistant or assistant administrator of the 
I' \ \\ court shall be filled by selection from the appropriate register as 

J follows: (1) In a county with a population over 50,000, from Direc
tor III; (2) In a county with a population from 25,000 to 50,000, 
from Director II; (3) In a county with a population under 25,000, 
from Director I. 

(Note: Programs as used in the foregoing paragraphs mean: (1) 
social security aids; (2) Related welfare services; (3) General re
lief. Where one program is indicated, the reference is to social security 
aids; where two 01' more programs are indicated, the reference 
always includes social security aids.) 

PW-PA 10.32 Classification plan. (1) CLASS TITLE: DIRECTOR IV. 
(a) Definition. Under general supervision of the division of public 
assistance and the county board of supervisors, to be in responsible 
charge of the staff and all activities of a county public assistance 
agency in a county with a population of 50,000 01' more. 

(b) Ex(t1nples of W01'k 1Je1'f'0?'1ned. 1. Direct single or integrated 
programs of assistance and service. 
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2. Plan, organize, and supervise the activities of the various staff (2 
units for the efficient and effective operation of the program. 

3. Interpret to the staff the rules and regulations of the State De
partment of Public Welfare, and direct the application of such rules. 

4. Cooperate with the district supervisors of the division and put 
into effect policies essential to the uniform administration of public 
assistance. 

5. Be responsible, through appropriate staff units, for intake, in
vestigation, disposition of applications, continuing plans for assistance 
or service, and the recording of these activities. 

6. Authorize disbursements and grants, review complaints, ane! 
make adjustments as warrantee!. 

7. Supervise the preparation of financial and statistical reports of 
operation for submittal to the county board ane! the division, and 
prepare annual budget estimates for the county board. 

S. Be responsible for the public relations of the county agency and 
for the interpretation of the public assistance program to the com
munity; address groups, meet with committees, release Ill'ess infor
mation, and participate in community welfare planning. 

9. Determine staff needs and appoint personnel; be responsible 
for the development and evaluation of staff competence. 

(0) Qunlification ?·equi?'ements. 1. Minimum experience and train
ing. Four years of full-time paid employment within the last nine 
years in public or private welfare work in an administrative or pro
fessional capacity and graduation from an accredited four-year col
lege or university. Graduate study in a professionally recognized 
school of social work may be substituted for two years of the quali
fying experience on a year for year basis. 

2. Knowledge. a.· Thorough knowledge of organization and func
tions of state and local governments, including finance, with par
ticular reference to their implications on the county level. 

b. Thorough knowledge of Wisconsin public welfare laws and of 
pertinent provisions of the federal social security act, and familiarity 
with laws, regulations, and practices pertaining to other federal pub
lic welfare programs and of public and private agencies in the state 
providing special services. 

c. Considerable knowledge of the functions and organization of 
public welfare agencies and of approved administrative and super
visory principles and practices employed in such agencies. 

d. Considerable knowledge of current social and economic problems 
and the way in which these problems affect families and individuals. 

e. Considerable knowledge of the basic principles and practices 
of social case work and the principles of family economics. 

3. Abilities. a. Ability to formulate and promulgate workable poli
cies, to plan and direct the work of a large office, to supervise em
ployees, and to coordinate the work of organization units and staff 
members. 

b. Ability to give effective leadership in the development and ad
ministration of a county public assistance program. 

c. Ability to acquire and maintain the confidence and cooperation 
of persons dealt with in the course of the work. 
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d. Ability to organize plans for dealing effectively with families 
and individuals in need and to develop standards so that accurate and 
unbiased decisions in determining status or need of persons applying 
for or receiving assistance may result. 

4. Physical characteristics. Good physical condition. 
5. Salary range and allocation of class. See county merit system 

compensation plan. 

(2) CLASS TITLE: DIRECTOR III (ASSISTANT ADMINISTRATOR III). 
(a) Definition. Under general supervision of the division of public 
assistance and the county board of supervisors, to be in responsible 
charge of the staff and all activities of a large county public assist
ance agency or to act as assistant administrator in a large agency 
where a judge administers the social security aids. 

(b) Examples of WQ1'k pe1'fo1'1ned, 1. Direct single or integrated 
programs of assistance and service. 

2. Plan, organize, and supervise the activities of the various staff 
units for the efficient and effective operation of the program. 

3. Interpret to the staff the rules and regulations of the state de
partment of public welfare, and direct the application of such rules, 

4. Cooperate with the district supervisors of the division and put 
into effect policies essential to the uniform administration of public 
assistance. 

5. Be responsible, through appropriate staff units, for intake, inves
tigation, disposition of applications, continuing plans for assistance 
or service, and the recording of these activities. 

6. Authorize disbursements and grants, review complaints, and 
make adjustments as warranted. 

7. Supervise the preparation of financial and statistical reports of 
operation for submittal to the county board and the division, and 
prepare annual budget estimates for the county board. 

8. Be responsible for the public relations of the county agency and 
for the interpretation of the public assistance program to the com
munity; address groups, meet with committees, release press infor
mation; and participate in community welfare planning. 

9. Determine staff needs and appoint personnel; be responsible for 
the development and evaluation of staff competence. 

(c) Qualification 1'equi1'ements. 1. Minimum experience and train
ing. Three years of full-time paid employment within the last eight 
years in public or private welfare work in an administrative or 
professional capacity and graduation from an accredited four-year 
college or university. Graduate study in a professionally recognized 
school of social work may be substituted for two years of the qualify
ing experience on a year for year basis. 

2, Knowledge. (a) Thorough knowledge of organization and func
tions of state and local governments, including finance, with particu
lar reference to their implications on the county level. 

(b) Thorough knowledge of Wisconsin public welfare laws and of 
pertinent provisions of the federal social security act, and familiarity 
with laws, regulations and practices pertaining to other federal pub
lic welfare programs and of public and private agencies in the state 
providing special services. 
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(c) Considerable knowledge of the functions and organization of 
public welfare agencies and of approved administrative and super
visory principles and practices employed in such agencies. 

(d) Considerable knowledge of current social and economic prob
lems and the way in which these problems affect families and 
individuals. 

(e) Considerable knowledge of the basic principles and practices 
of social case work and the principles of family economics. 

3. Abilities. (a) Ability to formulate and promulgate workable 
policies, to plan and direct the work of a large office, to supervise 
employees, and to coordinate the work of organization units and staff 
members. 

(b) Ability to give effective leadership in the development and 
administration of a county public assistance program. 

(c) Ability to acquire and maintain the confidence and cooperation 
of persons dealt with in the course of the work. 

(d) Ability to organize plans for dealing effectively with families 
and individuals in need and to develop standards so that accurate 
and unbiased decisions in determining status or need of persons 
applying for or receiving assistance may result. 

4. Physical characteristics. Good physical condition. 
5. Salary range and allocation of class. See county merit system 

compensation plan. 

(3) CLASS TITLE: DIRECTOR II (ASSISTANT ADMINISTRATOR II). (a) 
Definition. Under general supervision of the division of public as
sistance and the county board of supervisors, to be in responsible 
charge of the staff and all activities of a medium-sized county public 
assistance agency, or to act as assistant administrator in a medium
sized agency where a judge administers the social security aids. 

(b) Examples 01 w01'k 1JM·IM'med. 1. Direct single or integrated 
programs of assistance and service. 

2. Plan, organize, and supervise the activities of the staff for the 
efficient and effective operation of the program. 

3. Interpret to the staff the rules and regulations of the state 
department of public welfare, and direct the application of such rules. 

4. Cooperate with the district supervisors of the division and put 
into effect policies essential to the uniform administration of public 
assistance. 

5. Be responsible for intake, investigation, disposition of applica
tions, continuing plans for assistance or service, and the recording 
of these activities. 

6. Authorize disbursements and grants, review complaints, and 
make adjustments as warranted. 

7. Supervise the preparation of financial and statistical reports 
of operation for submittal to the county board and the division, and 
prepare annual budget estimates for the county board. 

8. Be responsible for the public relations of the county agency and 
for the interpretation of the public assistance program to the com
munity; address groups, meet with committees, release press infor
mation; and participate in community welfare planning. 

9. Determine staff needs and appoint personnel; be responsible for 
the development and evaluation of staff competence. 
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(c) Qllnlijicntion 1'eqni1'ements. 1. Minimum experience and train
ing. Two years of full-time paid employment within the last seven 
years in public 01' private welfare work in an administrative or pro
fessional capacity and graduation from an accredited four-year col
lege or university. One successfully completed year of graduate work 
in a professionally recognized school of social work may be substi
tuted for one year of the qualifying experience. 

2. Knowledge. a. Thorough knowledge of organization and functions 
of state and local governments, including finance, with particular 
reference to their implications on the county level. 

b. Thorough knowledge of Wisconsin public welfare laws and of 
pertinent provisions of the federal social security act, and familiarity 
with laws, regulations and practices pertaining to other federal public 
welfare programs and of public and private agencies in the state 
providing special services. 

c. Considerable knowledge of the functions and organization of 
pUblic welfare agencies and of approved administrative and super
visory principles and practices employed in such agencies. 

d. Considerable knowledge of current social and economic problems 
and the way in which these problems affect families and individuals. 

e. Familiarity with the basic principles and practices of social case 
work and the principles of family economics. 

3. Abilities. a. Ability to formulate and promulgate policies, and to 
plan, supervise and coordinate the work of staff members. 

b. Ability to give effective leadership in the development and ad
ministration of a county public assistance program. 

c. Ability to acquire and maintain the confidence and cooperation of 
persons dealt with in the course of the work. 

d. Ability to organize plans for dealing effectively with families 
and individuals in need and to develop standards so that accurate and 
unbiased decisions in determining status or need of persons applying 
for 01' receiving assistance may result. 

4. Physical characteristics. Good physical condition. 
5. Salary range and allocation of class. See county merit system 

compensation plan. 

(4) CLASS TITLE: DIRECTOR I (ASSISTANT ADMINISTRATOR I). ((t) 
Definition. Under general supervision of the division of public assist
ance and the county board of supervisors, to be in responsible charge 
of the staff and all activities of a small county public assistance 
agency, or to act as assistant administrator in a small agency where 
a judge administers the social security aids. 

(b) EX(t1nples of WO?'k ]J61'f01·med. 1. Direct a social security aid 
program of assistance and service, and in some instances personally 
carry a case load. 

2. Direct the activities of a small staff of employees in order to 
secure efficient and effective operation of the program. 

3. Cooperate with the district supervisors of the division and put 
into effect policies essential to the uniform administration of public 
assistance. 

4. Supervise intake, investigation, disposition of applications, con
tinuing plans for assistance 01' service, and the recording of these 
activi ties. 
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5. Authorize disbursements and grants, review complaints, and 
make adjustments as warranted. 

6. Prepare the financial and statistical reports of operation for 
submittal to the county board and the division, and prepare annual 
budget estimates for the county board. 

7. Participate in community welfare planning, address gl'OUPS, and 
meet with committees. 

8. Appoint personnel; be responsible for the development and 
evaluation of employee competence. 

(c) Qualification ~'equi1'e1nents. 1. Minimum experience and train
ing. One year of full-time paid employment within the last six years 
in public 01' private welfare work in an administrative 01' professional 
capacity and graduation from an accredited four-year college or uni
versity. One successfully completed year of graduate work in a pro
fessionally recognized school of social work may be substituted for the 
year of qualifying experience. 

2. Knowledge. a. Thorough knowledge of the organization and 
functions of state and local governments, including finance, with 
particular reference to their implications on the county level. 

b. Thorough knowledge of Wisconsin public welfare laws and of 
pertinent provisions of the federal social security act, and familiarity 
with laws, regulations and practices pertaining to other federal public 
welfare programs and of public and private agencies in the state 
providing special services. 

c. Considerable knowledge of the basic principles and practices of 
social case work and the principles of family economics and of indi
vidual and group behavior. 

d. Familiarity with the functions and organization of public welfare 
agencies and of approved principles and practices employed in such 
agencies. 

e. Familiarity with current social and economic problems and the 
way in which these problems affect families and individuals. 

3. Abilities. a. Ability to direct the work of a small office, and to 
give effective leadership in the development and administration of the 
functions of the agency. 

b. Ability to acquire and maintain the confidence and cooperation 
of persons dealt with in the course of the work. 

c. The capacity to plan with families 01' individuals for assistance 
or other services and to make accurate and unbiased decisions. 

4. Physical characteristics. Good physical condition. 
5. Salary range and allocation of class. See county merit system 

compensation plan. 

(5) CLASS TITLE: CASE WORK SUPERVISOR. (CL) Definition. Under 
general supervision in a large county public assistance agency to 
supervise a group of social workers, to train staff and maintain high 
standards of social work practice, to review and coordinate the work 
of the staff in providing assistance and service to persons in need, to 
provide social service for selected cases and programs, and to do 
other work as required. 

(b) Examples of wO?'k pM·fonned. 1. Instruct the case work staff 
in the policies and procedures of the public assistance programs, and 
evaluate staff performance. 

2. Supervise intake, investigation, disposition of applications, con
tinuing plans for assistance or service. 

1-2-56 



46 STATE DEPARTMENT OF PUBLIC WELFARE 

3. Review and approve recommendations to the director as to 
eligibility for assistance or service. 

4. Review records for accuracy and completeness of investigation, 
decision, and plan of treatment, and for the purpose of determining 
training ~nd needs to serve as a basis for development of staff. 

5. Develop staff through individual and group conferences in case 
work methods and in the other necessary aspects of the job as well 
as application of such methods to public assistance and problem 
situations. 

6. Make recommendations as to procedure, policy, fiscal budgets, 
staff assignments, and the selection of personnel. 

7. Work with representatives of other social agencies and civic 
groups in the coordination of resources to meet community needs. 

8. Assist in the interpretation of the public assistance programs to 
the community, and participate in group meetings for the develop
ment of community interest in the programs and problems pertaining 
thereto. 

(c) Qualification 1·equi1·ements. 1. Minimum experience and train
ing. Three years of full-time paid employment within the last seven 
years in a case work capacity in a public 01' private welfare agency 
of which two years must have been in a supervisory capacity or as a 
case worker with responsibility for handling a special phase of the 
work of the agency requiring skilled service, study or social treat
ment; graduation from an accredited four-year college or university 
and two years of graduate work in a recognized school of social 
work. Applicants may substitute two additional years of experience 
for one year of the required graduate work. 

2. Knowledge. a. Thorough knowledge of approved social case work 
principles and methods in the field of welfare, family inter
relationships, and individual and group behavior. 

b. Considerable knowledge of the principles of family economics, 
individual and community health problems, and community welfare 
and health resources which may be made available to people in need. 

c. Thorough knowledge of the functions and organization of public 
welfare agencies, and of approved principles and practices of case 
work supervision therein, especially as applied to the development of 
staff competence. 

d. Thorough knowledge of Wisconsin public welfare laws, and of 
pertinent provisions of the federal social security act and of federal 
and state laws pertaining to related welfare programs. 

e. Knowledge of current social and economic problems, the way in 
which these problems affect families and individuals, and methods of 
treatment which will alleviate such problems in developing an effec
tive rehabilitation plan or program. 

3. Abilities. a. Ability to give effective case work consultation and 
training, and to plan, organize, and direct the case work of the 
agency. 

b. Ability to organize plans for dealing effectively with families 
and individuals and to develop standards so that accurate and un
biased decisions in determining status or need of persons applying for 
or receiving service or assistance may result. 

c. Ability to acquire and maintain the confidence and cooperation 
of persons dealt with in the course of the work. 
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4. Personal attributes. Resourcefulness; initiative; tact; energy; 
integrity; firmness; satisfactory appearance and bearing. 

5. Physical characteristics. Good physical condition. 
6. Salary range. See county merit system compensation plan. 

(6) CLASS TITLE: CHILD WELFARE WORKER II. ((b) Definition. Under 
general supervision in a county public assistance agency to render 
special social case work service to any child in need of such service, 
to assist in community organization in relation to child care and pro
tection, to give specialized consultation service and assist in the de
velopment of staff competence in the program for children and youth, 
sometimes supervise other child welfare workers, and perform related 
work as required. . 

(b) Exnmples 01 wO?'k pM·IM·med. 1. Furnish case work service to 
children in their own homes as a means of strengthening family care 
01' preventing family breakdown. 

2. Provide case work service for children who may become de
linquent and those needing guidance or social adjustment, and pro
tective case work in behalf of children who are neglected or 
mistreated. 

3. Investigate and approve foster homes for the placement of 
children, and issue permits for such homes. 

4. Arrange for foster care for children, and render service to the 
families of children who have been temporarily removed from their 
own homes and placed under foster care. 

5. Assist the schools in their approach to conduct problems of 
children. 

6. Safeguard mentally defective children in the community and 
arrange suitable care and training. 

7. Provide necessary social service for physically handicapped chil
dren in cooperation with the state bureau for handicapped children. 

8. Safeguard the welfare of children of illegitimate birth and assist 
unmarried mothers. 

9. Assist juvenile courts, when requested, in providing case work 
services for children. 

10. Furnish social services in relation to adoptions, including coop
eration with courts in the investigation of adoptions. 

11. Interpret child welfare activities to local groups. 
12. Carry a limited group of public assistance cases, in some in

stances, or give advisory consultation service and assist in the devel
opment of staff competence in the program for children and youth. 

13. Maintain accurate up-to-date records. 
14. Assist in the supervision of one or more child welfare workers. 
(c) QU(blific(btion requirements. 1. Minimum experience and train-

ing. Graduation from an accredited four-year college or university 
and two years of graduate work in a professionally recognized school 
of social work with field work in child welfare. 

2. Knowledge. a. Thorough knowledge of approved case work 
principles, methods and practices in the field of child welfare and 
family welfare, and knowledge of family inter-relationships, indi
vidual and group behavior, and the principles of family economics. 

b. Considerable knowledge of individual and community health 
problems and of community welfare and health resources which may 
be made available to people in need. 
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c. Considerable knowledge of Wisconsin public welfare laws, the 
pertinent provisions of the federal social security act and federal, 
state, and local welfare programs with which the county public 
assistance activities must be correlated. 

d. Knowledge of current social and economic problems and the way 
in which these problems affect families and individuals. 

e. Thorough knowledge of Wisconsin laws and regulations relating 
to the commitment of children to institutions and agencies, and re
lating to adoptions, illegitimacy, foster care and to dependent, neg
lected and delinquent children. 

f. Knowledge of other programs administered by the agency. 
g. Considerable knowledge of child psychology with particular 

emphasis on behavior problems. 
3. Abilities. a. Ability to give skilled social treatment to child 

welfare cases in accordance with modern accepted principles and 
practices applying to children's and family work as distinguished 
from other types of social service. 

b. Ability to deal tactfully and sympathetically with individuals 
who need assistance and with their relatives and friends. 

c. Ability to work cooperatively and effectively with local officials 
as well as with county and private social workers. 

d. Ability to make effective use of community resources available 
for purposes of social adjustment. 

e. Ability to prepare complete and concise reports. 
4. Personal attributes .. Initiative; resourcefulness; tact; good judg-

ment; satisfactory appearance and bearing. 
5. Physical characteristics. Good physical condition. 
6. Salary range. See county merit system compensation plan. 

(7) CLASS TITLE: CHILD WELFARE WORKER I. (a) Definition. Under 
supervision in a county public assistance agency, to render social case 
work service to any child in need of such service, to assist in com
munity organization in relation to child care and protection, and in 
some instances to make investigations and to render social services for 
persons who apply for public assistance. 

(b) Exam~]Jles of W01'k l)erfonned. 1. Furnish case work service to 
children in their own homes as a means of strengthening family 
care or preventing family breakdown. 

2. Provide case work service for children who may become delill
quent and those needing guidance 01' social adjustment, and protective 
case work in behalf of children who are neglected 01' mistreated. 

3. Investigate and approve foster homes for the placement of 
children, and issue permits for such homes. 

4. Al'l'ange for foster care for children, and render service to the 
families of children who have been temporarily removed from their 
own homes and placed under foster care. 

5. Assist the schools in their approach to conduct problems of 
children. 

6. Safeguard mentally defective children in the community and 
arrange suitable care and training. 

7. Provide necessary social service for physically handicapped chil
dren in cooperation with the state bureau for handicapped children. 

8. Safeguard the welfare of children of illegitimate birth and assist 
unmarried mothers. 
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9. Assist juvenile courts, when requested, in providing case work 
services for children. 

10. Furnish social services in relation to adoptions, including coop
eration with courts in the investigation of adoptions. 

11. Interpret child welfare activities to local groups. 
12. Carry a limited group of public assistance cases, in some in

stances, or give advisory consultation service and assist in the de
velopment of staff competence. 

13. Maintain accurate up-to-date records. 

(c) Qualification 1·equi1·e?nents. 1. Minimum experience and train
ing. Graduation from an accredited four-year college or university 
and one successfully completed year of graduate study in a profes
sionally recognized school of social work with field work in child 
welfare. An applicant may substitute one year of full-time paid 
employment within the last five years in social case work in the child 
welfare field for the year of graduate study in a school of social work. 

2. Knowledge. a. Considerable knowledge of approved case work 
principles, methods and practices in the field of child welfare and 
family welfare, and knowledge of family inter-relationships, indi
vidual and group behavior, and the principles of family economics. 

b. Knowledge of individual and community health problems and of 
community welfare and health resources which may be made avail
able to people in need. 

c. Knowledge of Wisconsin public welfare laws, the pertinent pro
visions of the federal social security act and federal, state, and local 
welfare programs with which the county public assistance activities 
must be correlated. 

d. Knowledge of current social and economic problems and the way 
in which these problems affect families and individuals. 

e. Thorough knowledge of Wisconsin laws and regulations relating 
to the commitment of children to institutions and agencies, and 
relating to adoptions, illegitimacy, foster care and to dependent, neg
lected and delinquent children. 

f. Considerable knowledge of the principles of social case work in 
the field of child welfare. 

g. Knowledge of other programs administered by the agency. 
h. Considerable knowledge of child psychology with particular 

emphasis on behavior problems. 
3. Abilities. a. Ability to give skilled social treatment to child wel

fare cases in accordance with modern accepted principles and prac
tices applying to children's and family work as distinguished from 
other types of social service. 

b. Ability to deal tactfully and sympathetically with individuals 
who need assistance and with their relatives and friends. 

c. Ability to work cooperatively and effectively with local officials 
as well as with county and private social workers. 

d. Ability to make effective use of community resources available 
for purposes of social adjustment. 

e. Ability to prepare complete and concise reports. 
4. Personal attributes. Initiative; resourcefulness; tact; good judg

ment; satisfactory appearance and bearing. 
5. Physical characteristics. Good physical condition. 
6. Salary range: See county merit system compensation plan. 
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(8) CLASS TITLE. CASE WORKER II. (a) Definition. Under general 
supervision in a county public assistance agency, to supervise a small 
staff of case workers and to carry a limited case load; or to give 
special services to applicants for or recipients of public assistance in 
situations requiring skilled service, study, or social treatment. 

(b) Exnmples of 1OQ1'!c perfQ1·med. 1. Supervise a small case work 
staff; serve as assistant to a case work supervisor. 

2. Assign cases, advise on problems of eligibility, and review the 
recommendations of the case workers. 

3. Make suggestions and give guidance to the case workers in or
ganizing their field and office work, in conducting investigations, in 
keeping case records, in handling complaints, and in the application 
of case work methods. 

4. Instruct new workers. 
5. Carry a case load involving social problems which require special 

study, planning, and treatment. 

6. Determine eligibility and extent of need. 
7. Develop satisfactory plans for treatment in cooperation with 

other welfare agencies and in accordance with available resources. 
8. Recommend modifications and adjustments in the plans according 

to changes in circumstance. 
(c) Qualification 1·equi1·ements. 1. Minimum experience and train

ing. One year of full-time paid employment within the last five years 
in a case work capacity in a public or private welfare agency; and 
graduation from an accredited four-year college or university. Appli
cants may substitute one successfully completed year of graduate 
work in a professionally recognized school of social work for the one 
year of experience; except that for promotion within an agency, 
a person who has completed two years of college or university work 
and who is currently employed under the merit system as a case 
worker having permanent status, may substitute additional case work 
experience for the additional required college training on a year for 
year basis. 

2. Knowledge. a. Thorough knowledge of approved social case work 
principles and methods in the field of welfare, family inter
relationships, and individual and group behavior. 

b. Considerable knowledge of the principles of family economics, 
individual and community health problems, and community welfare 
and health resources which may be made available to people in need. 

c. Thorough knowledge of the functions and organization of public 
welfare agencies, and of approved principles and practices applied 
to administration in these agencies. 

d. Thorough knowledge of "Wisconsin public welfare laws, and of 
pertinent provisions of the federal social security act and of federal 
and state laws pertaining to related welfare programs. 

e. Knowledge of current social and economic problems, the way in 
which these problems affect families and individuals, and methods of 
treatment which will alleviate such problems in developing an effec
tive rehabilitation plan or program. 

3. Abilities. a. Ability to work with people, to exercise good judg
ment in evaluating situations and in making decisions, and to plan 
and direct the work of a staff of case workers and office employees. 
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b. Ability to apply special techniques as well as accepted general 
principles of case work theory and practice to a special phase of a 
public assistance program. 

4. Personal attributes. Resourcefulness; initiative; tact; energy; 
integrity; firmness; satisfactory appearance and bearing. 

5. Physical characteristics. Good physical condition. 
6. Salary range. See county merit system, compensation plan. 

(9) CLASS TITLE. CASE WORKER I. (a) Definition. Under supervision 
in a county public assistance agency, in accordance with well-defined 
policies and procedures, to render social services and to make investi
gations as a basis for reaching decisions as to the eligibility and ex
tent of need of persons who apply for public assistance, to make 
such decisions subject to review and approval, and perform related 
work as assigned. 

(b) EXCL1nples of WQ1'k pM·f01'mecl. 1. Interview applicants for 
assistance, and interpret the various assistance programs. 

2. Make home and other visits to obtain information necessary for 
establishing eligibility and for 'the development of assistance plans. 

3. Secure documentary evidence pertaining to identity, social his
tory, and need such as records of birth, marriage, income, resources, 
and property. 

4. Obtain budget information and prepare budget plans. 
5. Determine the extent of need and submit for approval plans for 

assistance and individual welfare, including the initiation, subse
quent change, and cancellation of assistance payments. 

6. Recommend certification of eligibles for state and federal coop
erative programs. 

7. Give information on the available resources, such as those for 
health, legal and vocational needs. 

8. Maintain accurate up-to-date records pertaining to assistance 
cases. 

(0) Qucdifiwtion 'requirements. 1. Minimum experience and train
ing. Graduation from an accredited four-year college or university. 
An applicant may substitute one year of full-time paid employment 
within the last five years in a. case work or probation work in a public 
or private agency, b. education, including public school teaching, 
adult education, agricultural extension service, home economics, rec
reation group work and vocational counseling, IJlacement 01' rehabili
tation, 01' c. professional nursing, for one year of the college educa
tion, with a maximum substitution of two years of the employment 
described above for two years of college education. 

2. Knowledge. a. Knowledge of elementary principles and approved 
practices of social case work, of principles of family economics and 
the elements of sociology, economics and psychology relating to social 
case work. 

b. Familiarity with current social and economic problems and the 
way in which these problems affect families and individuals. 

c. Familiarity with laws, regulations and practices pertaining to 
federal and state public welfare programs. 

d. Familiarity with community welfare and health resources, and 
ways in which these resources may be made available to people in 
need. 
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3. Abilities. a. Ability to work with people and to exercise good 
judgment in evaluating situations and in making decisions. 

b. Ability to acquire and maintain the confidence and respect of 
those in need and to plan with them for assistance or other services. 

c. Ability to prepare and maintain detailed, accurate case records 
and reports, and to understand and follow oral or written instructions. 

4. Personal attributes. Capacity for development in this field of 
work; tact; alertness to and awareness of current events having a 
bearing upon socio-economic problems; energy; firmness; reliability; 
good judgment; satisfactory appearance and bearing. 

5. Physical characteristics. Good physical condition. 
6. Salary range. See county merit system compensation plan. 

(10) CLASS TITLE. CLERK IV. (a) Definition. Under general super
vision in a county public assistance agency in a county with a popula
tion of 50,000 or more either to supervise a large group of clerical 
employees engaged in performing important phases of clerical work, 
or in some instances personally to perform specialized administrative 
and clerical functions of considerable difficulty and responsibility such 
as the handling of property transactions. 

(b) Examples of WQ1'k perfo1'1ned. 1. Serve as the chief clerical 
employee or office manager, and in that capacity supervise a large 
clerical and stenographic staff. 

2. Plan and be responsible for the flow of work; assign and check 
work; and instruct the staff in proper office procedures, 

3. Work with the director in preparing budgets of estimated ex
penditures and prepare correspondence and reports for the director, 

4. Purchase supplies and equipment necessary for the operation 
of the agency; be responsible for the stock room and the maintenance 
of a perpetual inventory. 

5. Be responsible, in some instances, for the handling of property 
transactions for all forms of public assistance administered by the 
agency, including verification of property values, filing of liens, dis
posal of liens when necessary, and in some cases property 
management. 

6. Be responsible to the director for the preparation of payrolls and 
for all financial and statistical reports. 

7. Carry out other special related administrative or clerical duties 
as assigned by the director .. 

(0) Qualification 1'equirements, 1. Minimum experience and train
ing. Six years of full-time paid employment within the last ten years 
in incl.'easingly responsible clerical work, of which one year must have 
been on a supervisory level with responsibility for directing the work 
of several employees; and graduation from a standard four-year high 
school. Applicants may substitute training in an accredited college 
or university for experience at the rate of one successfully Coml)leted 
year of college education for one year of experience, but may not 
substitute such training for the required one year of supervisory 
experience. 

2. Knowledge. a. Knowledge of approved office methods, practices, 
and procedures, including supervision. 

b. Knowledge of business English and arithmetic. 
c, Knowledge of the basic principles and methods of bookkeeping 

and record keeping. 
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d. Familiarity with the organization and function of state and 
local governments, with particular reference to their implications 
on the county level. 

e. Familiarity with the use of common office machines and 
appliances. 

3. Abilities. a. Ability to readily acquire a thorough working knowl
edge of the agency, of any special administrative assignments, and 
the office forms and terminology peculiar to the agency. 

b. Ability to understand and follow instructions of a highly com
plex character, and to supervise a staff in carrying out these 
instructions. 

c. Proficiency in business English and arithmetic. 
4. Personal attributes. Initiative; resourcefulness; tact; good judg-

ment in evaluating situations and making decisions; integrity; energy. 
5. Physical characteristics. Good physical condition. 
6. Salary range. See county merit system compensation plan. 

(11) CLASS TITLE. CLERK III. (a) Definition. Under general super
vision in a county public assistance agency either to supervise a large 
group of clerical employees engaged in performing important phases 
of clerical work, or in some instances personally to perform special
ized administrative and clerical functions of considerable difficulty 
and responsibility such as the handling of property transactions. 

(b) Examples of work pM·fQ1·med. 1. Serve as the chief clerical 
employee or office manager, and in that capacity supervise a large 
clerical and stenographic staff. 

2. Plan and be responsible for the flow of work; assign and check 
work; and instruct the staff in propel' office procedures. 

3. Work with the director in preparing budgets of estimated ex
penditures and prepare correspondence and reports for the director. 

4. Purchase supplies and equipment necessary for the operation 
of the agency; be responsible for the stock room and the maintenance 
of a perpetual inventory. 

5. Be responsible, in some instances, for the handling of property 
transactions for all forms of public assistance administered by the 
agency, including verification of property values, filing of liens, 
disposal of liens when necessary, and in some cases property 
management. 

6. Be responsible to the director for the preparation of payrolls 
and for all financial and statistical reports. 

7. Cal'l'Y out other special related administrative or clerical duties 
as assigned by the director. 

( c) Qualification nqui1·e?nents. 1. Minimum experience and train
ing. Five years of full-time paid employment within the last ten 
years in increasingly responsible clerical work, of which one year 
must have been on a supervisory level with responsibility for direct
ing the work of several employees; and graduation from a standard 
four-year high school. Applicants may substitute training in an 
accredited college or university for experience at the rate of one 
successfully completed year of college education for one year of 
experience, but may not substitute such training for the required one 
year of supervisory experience. 

2. Knowledge. a. Knowledge of approved office methods, practices, 
and procedures, including supervision. 
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b. Knowledge of business English and arithmetic. 
c. Knowledge of the· basic principles and methods of bookkeeping 

and record keeping. 
d. Familiarity with the organization and function of state and 

local governments, with particular reference to their implications on 
the county level. 

e. Familiarity with the use of common office machines and 
appliances. 

3. Abilities. a. Ability to readily acquire a thorough working 
knowledge of the agency, of any special administrative assignments, 
and the office forms and terminology peculiar to the agency. 

b. Ability to understand and follow instructions of a highly com
plex character, and to supervise a staff in carrying out these 
instructions. 

c. Proficiency in business English and arithmetic. 
4. Personal attributes. Initiative; resourcefulness; tact, good judg-

ment in evaluating situations and making decisions; integrity; energy. 
5. Physical characteristics. Good physical condition. 
6. Salary range. See county merit system compensation plan. 

(12) CLASS TITLE. CLERK II. (a) Definition. Under supervision in a 
county public assistance agency to perform somewhat difficult and 
responsible general clerical work of a varied nature; in some in
stances to supervise a small staff or a unit engaged in routine clerical 
work. 

(b) Examples of WQ?'k perfonned. 1. Serve as supervisor of a 
group of clerks or stenographers, assign work, and review and ap
prove completed work. 

2. Prepare all administrative and assistance payrolls and statistical 
and financial reports. 

3. Maintain ledgers and individual relief recipient accounts; post 
authorization and secure totals; audit bills from merchants and 
voucher them for payment. 

4. Be responsible as directed for the handling of property 
transactions. 

5. Purchase supplies and equipment for the office, and be in charge 
of the stock room. 

(c) Qualification 1·equirements. 1. Minimum experience and train
ing. Six years of full-time paid employment within the last ten years 
involving some clerical work, and completion of the eighth grade. 
Training at any recognized school beyond the elementary level may 
be substituted year for year for the experience required. 

2. Knowledge. a. Knowledge of office methods, practices, and pro
cedures, including filing. 

b. Familiarity with the elementary principles and practices of 
bookkeeping. 

c. Familiarity with the use of common office machines and 
appliances. 

d. Familiarity with postal rules, regulations, and rates. 
3. Abilities. a. Ability to readily acquire a working knowledge of 

office forms and terminology peculiar to the agency. 
b. Ability to understand and follow instructions of a complex char

acter, and to give directions for the performance of simple clerical 
work. 
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c. Proficiency in grammar, spelling, punctuation, and arithmetic. 
4. Personal attributes. Accuracy; good memory; initiative; re-

sourcefulness; tact; good judgment; good address. 
5. Physical characteristics. Good physical condition. 
6. Salary range. See county merit system compensation plan. 

(13) CLASS TITLE. CLERK STENOGRAPHER II. (n) Definition. Under 
supervision in a county public assistance agency to perform some
what difficult and responsible general clerical work of a varied nature 
including stenographic work; in some instances to supervise a small 
staff 01' a unit engaged in routine clerical work. 

(b) Examples of work P61'!01·'I1l.ed. 1. Serve as supervisor of a 
group of clerks or stenographers, assign work and review and approve 
completed work. 

2. Prepare all administrative and assistance payrolls and statistical 
and financial reports. 

3. Maintain ledgers and individual relief recipient accounts; post 
authorizations and secure totals; audit bills from merchants and 
voucher them for payment. 

4. Be responsible as directed for the handling of property 
transactions. 

5. Purchase supplies and equipment for the office, and be in charge 
of the stock room. 

6. Take and transcribe dictation. 

(c) Qualification 1·equi1·6?nents. 1. Minimum experience and train
ing. Six years of full-time paid employment within the last ten years 
involving some clerical work including stenography, and completion 
of the eighth grade. Training at any recognized school beyond the 
elementary level may be substituted year for year for the experience 
required. 

2. Knowledge. a. Knowledge of office methods, practices, and proce
dures, including filing and stenography. 

b. Familiarity with the elementary principles and practices of 
bookkeeping. 

c. Familiarity with the use of common office machines and 
appliances. 

d. Familarity with postal rules, regulations, and rates. 
3. Abilities. a. Ability to readily acquire a working knowledge 

of office forms and terminology peculiar to the agency. 
b. Ability to understand and follow instructions of a complex 

character, and to give directions for the performance of simple clerical 
work. 

c. Proficiency in grammar, spelling, punctuation, and arithmetic. 
d. Ability to take dictation as measured by a rate of 100 words a 

minute for material of ordinary difficulty, and to transcribe it accu
rately at a reasonable rate of speed. 

e. Ability to type from plain copy as measured by a rate of 40 net 
words a minute. 

4. Personal attributes. Accuracy; good memory; initiative; re
sourcefulness; tact; good judgment; good address. 

5. Physical characteristics. Good physical condit.ion. 
6. Salary range. See county merit system compensation plan. 
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(14) CLASS TITLE. CLERK STENOGRAPHER r. (a) Definition. Under 
supervision in a county public assistance agency to perform general 
stenographic and clerical work of a varied nature in accordance with 
predetermined and clearly defined procedures. 

(b) Examples of W01'k p1'ef01·med. 1. Take and transcribe dictation, 
such as letters to recipients of public assistance and to welfare 
agencies; take and transcribe case histories, reports, or office 
memoranda. 

2. Perform a variety of typing tasks, such as the typing of payrolls, 
statistical and financial reports, and entries on cards, face sheets, 
and forms; and cut stencils. 

3. Perform a variety of general clerical tasks, such as posting 
assistance and relief grants to ledgers and totalling the amounts, 
preparing payrolls and simple statistical and financial reports, sort
ing and filing material alphabetically and numerically, cross-indexing 
material and keeping charge-out records, opening and distributing 
mail, and operating duplicating, adding, and calculating machines. 

4. Act as reception clerk, answer routine inquiries, make appoint
ments, and answer the telephone. 

(c) Qualificcbtion requirements. 1. Minimum experience and train
ing. Four years of full-time paid employment within the last ten 
yeal'S involving some clerical wOl'k including stenography, and com
pletion of the eighth grade. Tl'aining beyond the elementary level in 
any l'ecognized school may be substituted year for year for the expel'i
ence required. 

2. Knowledge. a. Practical working knowledge of grammar, punc
tuation, spelling, and arithmetic. 

b. Some acquaintance with general office routine and postal 
regulations. 

3. Abilities. a. Ability to take dictation as measured by a rate of 
eighty words a minute for material of ordinary difficulty, and to 
transcribe it accurately at a reasonable rate of speed. 

b. Ability to type from plain copy as measured by a rate of thirty 
net words a minute. 

c. Ability to understand and carry out oral or written instructions. 
4. Personal attributes. Aptitude for clerical work requiring care 

and accuracy in detail; alertness; tact; good memory; good judg
ment; good address. 

5. Physical characteristics. Good physical condition. 
6. Salary range. See county merit system compensation plan. 

(15) CLASS TITLE. CLERK r. (a) Definition. Under immediate super
vision in a county public assistance agency to perform general clerical 
work of a varied nature as assigned, where procedures and regula
tions are carefully prescribed. 

(b) Examples of w01'k pe1'f01'med. 1. Perform a variety of routine 
recording tasks, such as posting the amounts of assistance and relief 
grants to ledgers and totalling the amounts; prepare administrative 
and assistance payrolls and simple statistical and financial reports; 
check and verify payrolls and reports. 

2. Sort and file material alphabetically and numerically; number 
new applications and folders and arrange material in the folders for 
filing; cross-index file material and keep charge-out records. 
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3. Act as reception clerk, answer routine inquiries, direct persons 
to the proper staff members, and answer the telephone. 

4. Secure in the county court house and from other sources, for the 
case work staff, verification of property and resources of the appli
cants and obtain documentary evidence pertaining to age, marriage, 
death, and other necessary data. 

5. Open incoming mail and distribute it; collect outgoing mail and 
send it; have charge of a small stock room; issue supplies and check 
incoming supplies; operate labor-saving machines, such as duplicating, 
adding and calculating machines. 

(c) Qualification 1·equi1·ements. 1. Minimum experience and train
ing. Foul' years of full-time paid employment within the last ten years 
involving some clerical work, and completion of the eighth grade. 
Training in any recognized school beyond the elementary level may 
be substituted year for year for the experience i·equired. 

2. Knowledge. a. Practical working IOlQ"wledge of g'l'ammar, spelling, 
punctuation, and arithmetic. 

b. Some acquaintance with general office routine and postal 
regulations. 

3. Ability. Ability to understand and carry out oral or written 
instructions. 

4. Personal attributes. Aptitude for clerical work requiring care 
and accuracy in detail. 

5. Physical characteristics. Good physical condition. 
6. Salary range. See county merit system compensation plan. 

(16) CLASS TITLE. CLERK TYPIST. (a) Definition. Under supervision 
in a county public assistance agency to perform general typing and 
clerical work of a varied nature in accordance with predetermined and 
clearly defined procedures. 

(b) EXCLm1Jles of W01'k pM'f01'med. 1. Type administrative and 
assistance payrolls, statistical and financial reports, and entries on 
cards, face sheets, and forms; type letters and reports from rough 
draft; type reports from dictating machines; cut stencils. 

2. Perform a variety of general clerical tasks, such as posting 
assistance and relief grants to ledgers and totalling the amounts, pre
paring payrolls and simple statistical and financial reports, sorting 
and filing material alphabetically and numerically, cross-indexing 
file material and keeping charge-out records, opening and distributing 
mail, and operating duplicating, adding and calculating machines. 

3. Act as reception clerk, answer routine inquiries, take applica
tions, and answer the telephone. 

(c) Qu(tlification 1'equi1'ements. 1. Minimum experience and train
ing. Foul' years of full-time paid employment within the last ten years 
in general office work, including some work in typing and the com
pletion of the eighth grade. Training beyond the elementary level 
in any recognized school may be substituted year for year for the 
experience required. 

2. Knowledge. a. Practical working knowledge of grammar, punc
tuation, spelling, and arithmetic. 

b. Some acquaintance with general office routine and postal 
regulations. 

3. Abilities. a. Ability to type from plain copy accurately as meas
ured by a rate of thirty net words a minute. 
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b. Ability to make exact copies of simple tables 01' tabulated 
material. 

c. Ability to understand and follow simple instructions. 
d. Proficiency in grammar, spelling, punctuation, and arithmetic. 
4. Personal attributes. Aptitude for clerical work requiring care 

and accuracy in detail; alertness; tact; good memory; good judg
ment; good address. 

5. Physical characteristics. Good physical condition. 
6. Salary range. See county merit system compensation plan. 
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