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STATE OF WISCONSIN )
HEPABTMENY OF PUSLT) WELPARE §

I, Wilbur J. Schmidt, Director of the State Department of
Publie Welfare, and custedian of the offieial records of said Department,
de hereby certify that the annexed reereated rule PW«PA Chapter 10 relating
to the merit rule, including the elassification plan and compensation plan,
was duly approved and adopted by the State Beard of Public Welfare on
Augast 2h, 1966, o

I further certify that said ea‘py" has been comparsed by me with
the original on file in this Department and that the aaméis" a tre copy
thereof, and of the whole of such original,

IN TESTIMONY WHEREOF, I have hereunto
set my hand at the State Office
Building in the City of Madisonm,
this 2 “<C day of September, A.D. 1966.

L

P othin

bizector, Stare U {7t oF PubTis Wellers




ORDER OF THE STATE DEPARTMENT OF PUBLIC WEIFARE
REVISING RULES

Pursuant to authority vested in the State Department of Public
Welfare by Sections h6.0Lh (3) and h9.50 (2), Wis, Stats., the State
Departuent of Publie Welfare hereby repeals and recreates Rule PW-PA
Chapter 10. (The rule as recreated is attached hersto.)

Rule PW~PA Chapter 10 as reépesled and recreated herein shall
take effect on Jamary 1, 1967 pursusnt to the authority granted by
8. 227,026 (1) (b), Stats.:

Datedt September ¢~z , 1966 State Department of Publie Welfare




MERIT SYSTEM RULE

FOR

COUNTY AGENCIES ADMINISTERING SOCIAL SECURITY AIDS,

JUVENILE COURT SERVICES, CHILD WELFARE PROGRAMS

PW-PA '10.01 - DEFINITIONS

The following definitions apply throughout this rule ‘unless the context
clearly requires another meaning.

W

(2)

(3)

(1

(5)
(6)

(7)

()

"Department” means the State Department of Public Welfare.

"Director" means the Director of the State Department of Public
Welfare

"Division'" means the Division of Public Assistance of the State
Department of Public Welfare of Wisconsin as constituted in

. section 46,03, 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.

"Bureau'' means the Bureau of Personnel of the State Department of

" Administration, whose duties are described in PW-PA 10.02 (1).

"Personnel Board" means the Wisconsin State Personnel Board. .

"Appointing Authority" means the officer, board, person, or group
of persons having authority to make appointments as provided in
PW-PA 10.02 (u).

"Agency" means either (1) the county agency charged with the
administration of the social security aids, or (2) the appropriate
court having juvenile court jurisdiction, or (3) a county child-
ren's board,

"Social Security Aids" means old age assistance, aid to dependent
children, aid to the blind, and aid to totally and permanently dis-
abled persons as referred to in sections 49.18, 49.19, 49,20 to
49,37, 49.46, and 49.61 of the Wisconsin Statutes.
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(9)

(10)

(11)

(12)

(13)

(1)

WERIT SYSTEW RULE

"Juvenile Court" is that court(s) of record designated in a particu-
lar county as that court(s) in which juvenile matters will be heard
pursuant to section 48.03 (1).

“Children's Board' means an.agency organized under section 48,29 or ..
gsection 59.08 (9a) (Stats of 1953) made up of a lay citizen and
policy board devoted to giving service for children within a county.

"Position" means an office or employment in an agency (whether part-
time or full-time, temporary or permanent, occupied or vacant) com-
posed of specific duties.

'"Exempt Position' means a position hevein designated as a position
exempt from the application of this rule. The exempt positions in
the agencies are the following:

Assistant district attorneys or corporation counsels serving as
legal counsel.

Students of a recognized graduate school of Social Work
engaged in field training.

Student case workers having a minimum of two years of college
or university may be employed for a period not to exceed 90
days per year. Such workers shall be paid a salary within the
range of $190 to $275 per month.

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

Positions required by department-approved special
demonstration projects which cannot be allocated to
position classifications within the merit rule. These
positions will be considered "Project Series" positions
for which appropriate qualifications and salary ranges
will be established in the drafting of the project.

"Class" means a group of positions sufficiently similar as to the
duties performed, degree of supervision exercised or required, re-
quirements of education, experience or skill, and such other charac-
teristics, that the same title and the same tests of fitness may be
applied to each position in the group.

"Minimum Qualifications" means the requirements of education and
experience and other qualifications as prescribed for a given class
in the classification plan.
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(15)

(18)

(17)

(18)

(19)

(20)

(21)

(22)

(23)

(24)

(25)

(26)

(27)

"Desirable Qualifications" means the preferred requirements of edu-
cation and experience and other qualifications as described for a
given class in the classification plan.

"Eligible" means any person who'is on a pregister for appointment,
promotion, or reinstatement.

”Registér” means an officially promulgated list of eligibles for
a-class of position in the order of their final ratings in a

merit examination.

"Employee'" means any person in the employ of an agency who is
paid a salary or wage.

"Original Appointment” means the first appointment of an indi-
vidual to any agency through selection from a register in accord-
ance with PW-PA 10.08 (1) and/or PW-PA 10.06 (1) (c).

"Probationary Period" means the first six months of employment '
beginning with the date of original appointment to a permanent
position as described in PW-PA 10.09 (1) (a) or PW-PA 10.09 (1) (b).

"Permanent Employee™ means an employee who has been given
permanent status upon the successful completion of a probation-
ary period. :

"Provisional Appointment” means an appointment to fill a position
pending the establishment of a register for such position as
described in PW~PA 10.08 (2).

"Temporary Appointment" means an appointment from a register for
a perlod not to exceed 31x months as described in PW-PA 10.08 (u).

"Emergency Appointment' means an appointment required by a state
of emergency for not more than 90 working days as described in
PW-PA 10.08 (3) (a) or for the period of the Civil Defense Emer-
gency as described in PW-PA 10.08 (3) (b).

"Promotion" means the movement of an employee, from a position in
one class to a position in a higher class having a higher entrance
salary as described in PW-PA 10;10 and PW-PA 10.25..

"Allocation" means the official act by which a position is 1nt1tally
placed 1n one of the classes of posxtlons in the classified serv1ce.

"Re—allocatlon" means the rea851gnment of a p031tlon to a dlfferent
class in the classification plan as described in PW-PA 10.03 (4) (a)
and (b).
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(28)

(29)

(30)

(31)

(32)
(33)

(34)

(35)

(1)

MERIT SYSTEM RULE

"Reclassification" means the reassignment of a position to a different
class because of changes in the duties and responsibilities of the
position.

"Salary Advancement' means an increase in salary within the
salary range for the class of positiom..

"Demotion" means a change in status of an employee, from a
position in one class to a position in a lower class having a
lower entrance salary as described in PW-PA 10.11 (2) and PW-PA 10.25.

"Transfer" means a change from one position to another in the same
class or in another class on the same level of qualifications with-
in the agency or to another agency as described in PW-PA 10.11 (1).

"Resignation" means the termination of employment of an employee
made at the request of the employee.

"Dismissal” means the termination of employment of an employee for
cause.

""Suspension' means an enforced leave of absence for disciplinar
p p y
purposes or pending investigation of charges made against an
employee.

"Lay-off'" means the termination of employment because of shortage
of funds or curtailment of services.

PW-PA 10.02 - ORGANIZATION FOR COUNTY MERIT SYSTEM

Bureau of Personnel, State Department of Administration

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 adoption and sub-
sequent revision;

(¢) 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 examinationms,
preparation, custody, and maintenance of registers of
eligibles, the certification for appointments, and the
determination of the adequacy of existing registers;
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(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
expendituiés with relation to the administration of merit
system operations.

(2) Wisconsin State*Pérsonnel Board

Within the scope of this rule, it shall be the duty of the Personnel
Board to:hear all personnel appeals and render a decision in accordance
with the provisions of PW-PA 10,13 (4).

(3) *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 rule 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 inter-
nal personnel practices to assure conformity with this rule;

(d) to confer with agencies on personnel matters including
placement 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 merlt system; .

(i) to maintain personnel records of all persons employed in the
agencies and records of all personnel actlons,

(§) to perform such other duties as may be found to be necessary
by the Director.

County Appointing Authority

(a) Each agency, except where the administration is vested in the

juvenile court judge or children's board, shall employ a director

who shall be selected by the county board of public welfare
pursuant to section 46.22 (2) (b) or 49.51 (2) (a) of the
Wisconsin Statutes.

‘(b) All other employees of the agency shall be selected by the

director, juvenile court judge, or children's board, as the
case may be, upon proper 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 having

a civil service system provided the standards of qualifications
and examinations have been approved and the Department has dele-~
gated to the civil service agency in such county responsibility

for determining quallflcatlons of applicants by merit examination.

1
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PW-PA 10.03 - CLASSIFICATION PLAN

(1) Preparation and Adoption of Plan

(a) The Division, in cooperation with the Bureau, shall ascertain
and record the duties and responsibilities of all positions to which this
rule applies, and prepare a comprehensive classification plan. The classi-
fication plan shall include for each class of position an appropriate
title, a description of the duties and responsibilities, and the require-
ments of education, experience, and other qualifications. :

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

{2) Allocation of Positions

Every position in the agencies shall bhe allocated by the Division, after
consultation with the Bureau, to one of the classes established by the
classification plan. No person-shall be appointed or promoted to any
position until it has been properly classified as herein provided.  As
additional classes are established or existing classes are abolished or
changed, such necessary allocation or re-allocation shall be made to new
or existing classes as 1s necessitated thereby.

(3) Revision of Plan

Existing classes of positions may be abolished or changed, or new classes
added, in the same manner as the classification plan was originally
adopted.

{(4) - Incumbents of Re-allocated or Reclassified Positions

(a)* VWhen 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 the permanent employee who has been occupying the posi-
tion and who qualified for it through an examination on the basis of its
former classification.

(b) When a position is reclassified to a different class because
of a change in duties and responsibilities and because of a subsequent
re-survey, an examination may or 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
reclassification represents a transfer, promotion, or demotion in re-
lation to the former classification of the positiom.
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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 out-
lined in the class specifications. Initial, intervening, and maximum
rates of pay for each class shall be established to provide for steps in
salary advancement without change of duty in recognition of meritorious
service. In arriving at such salary schedules, prevailing rates in the
counties of the state, conditions affecting the supply of competent per-
sons, and other relevant factors shall be taken into consideration. The
plan shall also include regulations covering salary increases and adjust-
ments.

(b) The compensatlon 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 pogitions in the agencies. WNo
salaries shall be recognized for veimbursement by the Division unless they
conform to the approved compensation plan. The entrance salary for an
employee shall be at the minimum salary for the class to which he is
appointed, or as otherwise provided in the plan. Necessary salary adjust-
ments affecting employees at the time of adoption or amendments of the
compensation plan, or resulting from promotions, demotions, or 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 con-
sideration 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.
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PW-PA 10.05 - APPLICATIONS AND EXAMINATIONS

(1) Character of Examinations

(a) State-wide examinations for entrance to the service shall be con-
ducted on an open-competitive basis. Examinations shall be practical in
nature, shall be constructed to reveal the capacity of the applicant for
the particular position for which he is competing as well as his general
background and related knowledge, and shall be rated objectively. A
practical written test shall be included, except that where peculiar and
exceptional qualifications of a scientific or professional nature are

required and competition through an assembled examination is impracticable,

an unassembled examination 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 involving the operation of
office machines; '

2. a rating of education and experience for the more responsible
positions, including some professional, technical, supervisory
and administrative positions; '

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

(2) VNotice 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
qualified 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 which there is to be continuous recruitment as provided
in (3) (b), a statement shall be included that applications will be
received until further notice is given.

(8) Filing Applications

(a) All applications shall be made on forms prescribed by the Bureau
and must be filed with the Bureau on or prior to the closing date specified
in the announcement. Such applications shall include a statement from the
applicant of all pertinent information regarding his education, experience
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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 num-
bers to assure adequate competition.

(4) Disqualification of Applicants

(a) The Bureau may refuse to examine an applicant, or, after examina-
tion, to certify any eligible on a register if:

1. he is found to lack any of the preliminary”requiréments'
established for the examination for the class of position;

2. he is so disabled as to be. rendered unflt for the perform-
ance of the duties of the class;

3. he is addicted to the use of narcotics op the habitual use
of intoxicating 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 politlcal pressure or
bribery to secure an advantage in the examination or
appointment

7. he has directiy or indibectly 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
correction of the examination;
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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 because 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 PW-PA 10.13 (1).

(5) Conduct of Written 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 proper 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 examinations shall
not be disclosed to the examiners. = An identification number, 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., ‘

(b) The Bureau shall utilize appropriate scientific techniques and
procedures 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 vegister.

(e¢) All applicants for the same position shall be accorded uniform
and equal treatment in 21l 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
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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.

(7) Rating Education and Experience

(a) If education and experience form a part of the total examination,
the Bureau shall determine a procedure for the evaluation of the education
and experience qualifications of the various applicants. The formula
used in appraisal shall give due regard to recency and quality as well as
quantity of experience and to the pertinency of the education. This pro-
cedure shall allow for the substitution of. education for experience, and
experience for education, within the limits: stated in the class specifi~
cations.

(b) The Bureau may investigate the applicant's education and
experience 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 examination board shall consist of two or 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 familiar 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 exam-
ination board shall disclose each instance in which he knows the appli-
cant personally and shall not rate auch applicant,

(9) Notlce of Ekamlnatlon 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 informa-
tion concerning his relative position on a register. 'An applicant who
has not achieved a pa351ng grade in The examination shall be notified
of his ineligibility." :
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(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 or
complete an examination was due to an obvious error for which the Bureau:
is presponsible. 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) Physidal-Examinatiohs

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 Bureau.

PW-PA 10.06 - REGISTELRS

(1) Establishment of Registers

(a) After each examination, the Bureau shall prepare a register of
persons with Das81ng grades. The hames of such persons shall be placed
on the register in the order of thelr 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 whlch there is no
appropriate reglster the Bureau may prepare an appropriate register for
the class from one or more existing related registers. For this purpose
the Bureau shall select registers for classes for which the qualifications
and examinations are similar to or higher than those required for the class
in which the vacancy exists. The Bureau may, if necessary, rerate educa-
tion and experience in accordance with PW-PA 10.05 (7), on the basis of
the qualifications required for the class in which the vacancy exists.
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(c¢) Wisconsin Career Candidate, The classification has been es-
tablished whereby college seniors and graduates are recruited and exam-
ined to establish eligibility for certification from the "Wisconsin
Career Candidate" register. Under the county merit system, Social
Worker I positions may .be filled from this register. The use of this
procedure governing county merit system positions shall be subject to
the follow1ng prov1510ns. : .

1. The Bureau shall establish and maintain a "Wisconsin
Career Candidate" register. Eligibles for appointment
to Social Worker I positions may be certified from
this register.

2. Examinations shall be conducted at such times as re-
quired to meet the needs of the service.

3. The Bureau shall establish ranking or category procedures,

b, The Bureau shall first certify the names of the available
ellglbles from this reglster who are residents of the
county in which the vacancy exists.

5. In addition to certification of county residents, category
certification will be made. In all cases, at least. the highest
category shall be certified. Additional categorles may
be certified at the discretion of the Bureau.

(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 perlod not exceeding three years. A register may be deemed by the
Bureau to be exhausted if fewer than three available ellglbles remain on
the reglster : »

(b) The Division shall notify the Bureau as far in advance as possi- -

ble of vacancies which may occur in the agencies. The Bureau shall be
responsible for determining the adequacy of ex;stlng registers and for
the establishment and maintenance of appropriate registers for all posi-
tions. in the agenc1es, eXC1u81ve of exempt positions.

(c) The Bureau may recognize an appropriate register for a class of
position establlshed for state service and may certify from such regls—~ :
ters under PW~PA '10.07 governing certification. P
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(3) Removal of Names from Reglsters

(a) The Bureau may remove the name of an eligible from a register:
1. for any of the causes stipulated in PW-PA 10.05 (4);

2. on evidence that the ellglble cannot be located by ‘the
postal authorities;

3. on receipt of a statement from the eligible declining
an appointment and stating that he no longer desires
con81derat10n for a p031t10n,

4, if three offers of ‘a probationary appointment to the
class for which the register was established have been
Geclined by the eligible;

5. if three agencies pass over the name on a register as
unsuitable, written request may be made to the Bureau
by the Division that the name of such person be omitted
from any subsequent certification from the same register.
The name of such eligible shall not be certified there-:
after from that register for future vacancies in that
class of position unless specifically requested by an
agency.

(b) The Bureau shall notify the eligible by mail to his last known
address of this action and the reasons therefore, An eligible's name shall
be reinstated on the register upon showing of cause satlsfactory to the
Bureau as provided in PW-PA 10,13 (3).

PW-PA 10.07 ~ CERTIFICATION OF ELIGIBLES

(1) Request for Certification

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
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 requisi-
tion ghall be forwarded to the Bureau.

(2) Certification Methods

(a) The Bureau shall certify and submit in writing to the agency,
copies to the Division, the names of the highest available eligibles from
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the state-wide register who are residents of the county in which the
vacancy exists, provided that when there are no available eligibles or
there are an insufficient number of available eligibles who are residents
of the county, certification shall be made on a state-wide basis.

(b) Except for posgitions filled from the "Wisconsin Career
Candidate" vegister as provided under PW-PA 10.06 (¢), certification
will be made as follows: if one position is involved, the Bureau
shall certify and submit 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 1nvolved, 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 examination for a specific class
of position is exhausted, then the Bureau shall certify and submit
names in accordance with the above procedure from the register, or
registers, most approprlate.

(e) If, in the exercise~of its choice provided under PW-PA 10.08 (1),
the appointing authority passes over the name of an eligible on a regis-
ter in connection with three separate appointments it has made from the
register, written request with the reason therefor 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 ellglble shall thereafter not be. certified
from that register for future vacancies in that agency ln that class of
p051tlon.‘

(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 in-
quiry within 48 hours in addition to the time required for the transmission
of the inquiry to his last-known address and reply thereto.

_PH-PA 10,08 - APPOINTMENTS

(1) Original Appointments

(a) All appointments to positions in the agency exclusive of exempt
positions and positions filled through the "Wisconsin Career Candidate"
register shall be made in accordance with the following: selections :
shall be made for each position from the three highest available names
on the certification submitted By the Bureau in accordance with 3
PW-PA 10.07, exclusive .of the names of persons to whom an ob]ectlon has
been offered in writing based on PW-PA 10.05 (4), which objection is
sustained by the Bureau.
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(b) 1In selecting personq ‘from among those certified, the agency
“shall be permltted to examine their appllcatlons and reports of invest-
igations in the office of the Bureau, or in accordance with such regula-
tions as the Bureau may establish, and to interview them. Final selec-
tion shall be reported to the Div181on and the Bureau on prescribed
forms.

N (c) If the eligible selected declines the appointment, evidence of
;;d@clination and other such data shall be transmitted to the Bureau for

" permanent record. An eligible may be considered by the Bureau as having
“dec¢lined appointment if he fails to reply after 5 days in addition to
time allowed for transmission of letter and return of reply, or if he
fails to vreply 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 appointment and
fails to present himself for duty at the time and place specified with-
out 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 replacément 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 termination for the pur-
pose 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
register 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 minimum qualifications as to education and experience for
the position, such person may be provisionally appointed to fill the exist-
ing vacancy until an appropriate register is established and appointment
made therefrom. Exoept 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.:
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. (b) Provisional appointments may be extended at the end of the
6 months' period with the approval of the Bureau, and successive pro-

visional 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
Bureau has found that a sufficient number of appllcants
has not filed to assure adequate competltlon.

2. that contlnuous receipt of appllcatlons has been provxded
in accordance with PW-PA 10,05 (3). (b) and the examina-
tion is to be held whenever the Bureau finds that enough
appllcants have flled td assure edequate competition. i

. (e) The contlnuous perlod of service as a provisional employee'
imnediately precedihg conversion to a probationary appointment may be
considered a part. of the probationary period.-

(3) Emergency Appointments

(a) Whenever an emergency exists which requires the immediate
services of one or more persons and it is not possible to
secure such persons from appropriate registers, the agency
may appoint a person or persons without regard to other pro-

* visions of this rule governing appointments. Ir no case,
however, shall the same person be appointed for more than
90 working days during any 12-month period except ag other-
wlse provided in PW-PA 10.08 (3) (b). Each emergency
appointment shall, when the appointment is made, be
reported on prescribed forms to the Division. ‘

(b) Civil Defense Disaster Appointments, When a Civil Defense
Emergency exists which requires the immediate services of one
Or more persons, the agency may appoint a person or persons
without regard to other provisions of this rule governing
appointments. The duration of the appointment shall be
limited to the period of the Civil Defense Emergency.

(4) Temporary Appointments

If an employee is needed for a temporary period, a certification shall be
made by the Bureau of the names of those eligibleg, in thé order of their
places on an appropriate register, who have indicated willingness to
accept temporary.employment., Certification shall be made in the manner
as prescribed in PW-PA 10,07, Appointments shall be made in the same
manner as prescribed in this rule for probationary appointments. The
duration of a temporary appointment shall be limited to the period of the
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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
ellglblllty for a probationary appointment, 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 app01ntments.

PW~PA 10.09 - PROBATIONARY PERIOD

(1) Nature, Purpose and Duration

(a) Except as otherwise provided in PW-PA 10. 09 (l) (b), all orlglnal
appointments ‘to permanent positions shall be made from officially pro-
mulgated registers for a probationary period of 6 calendar months. The
probationary period shall be an essential part of the examination pro- -
cess, and shall be utilized for the most effective adjustment of a new
employee and for the elimination of any probationary employee whose per-
formance does not meet the required standard of work.

(b) An extended probationary period may be applied to director positions
up to a maximum of 12 months provided the certification request stipulates
the extended probationavy period and the recruitment announcement in-
forms all applicants of such extended probationary period. At any time
after the first 6 months of such probationary period has been served .
by an employee, the appointing authority may reduce the probatlonary
period.

(2) Conditions Preliminary to Permanent Appointment

Permanent appointinent of a probationary employee shall begin with the
date ending the probationary period, provided that the Division has re-
ceived from the employee's supervisor prescribed forms showing that the
services of the employee during the probationary period have been satis-
factory 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 probation-
ary 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 are to be terminated. An
employee whose appointment is to be made permanent shall also be notified.
The agency shall notify the D1v131on of the action taken regarding the
services of the employee.
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(3) Promotion During Probation

The serving of a probationary period shall not, of itself, prevent an
employee from being promoted to a position in a higher class, provided
he is certified from an appropriate reglster for such higher class of
position in accordance with the provisions of PW-PA 10.07. If, within
the above-mentioned limitations, an employee is promoted,ln this way
during a probationary period, the probationary period for the class of
position to which he is promoted shall begln W1th the date of appeoint-
ment to such latter class of position. : ‘ : :

(4) Transfer bﬁriﬁg;Prdbatioh ‘

(a) Except as otherwise provided in PW-PA 10.09 (3), an employee
shall not be transferred during his probationary period to a position of
another class for which a register exists.

(b) No probationary employee shall be transferred to another agency
until the probationary period has been completed.

(5) Termination During Probation

(a) At any time during a probationary period, the services of an
emplcyee may be terminated without right of appeal or hearing,.but the
reasons given for the termination shall be submitted in duplicate in writ-
ing 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 proba-
tionary period in accordance with the provisions of 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 accordance with the procedure
described in 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 termlnated 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 promotion of a qualified permanent employee based upon individual pepr-
formance, 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.



MERIT SYSTEM RULE

(b) A candidate for promotion must be certified by the Bureau to
possess the qualifications for the position as set forth in the specifica-
tions for the class of position for which he is a candidate, and he may
be required by the Bureau to qualify for the new position by promotional
competitive or non-competitive examination administered by the Bureau.

(2) Promotion by Competitive Examination

If the Bureau shall approve filling vacancies in a particular class of
p081tlon by promotional competitive examination, such examination shall be
given under the direction of the Bureau. A promotional competitive exami-
nation 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 education 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 practlces.

(3) Promotion by Non-competitive Examination

If the Bureau shall approve filling a vacancy by a non-competitive examina-
tion, the employee selected for promotion must have permanent status and
must meet the 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 certl-
fied by the Bureau.

PW-PA 10.11 - TRANSFERS AND DEMOTIONS
(1) Transfers
(a) Except ag otherwise provided in PW-PA 10.09 (4), 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.
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(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 quallflca—
‘tions for the position in the new class. The Bureau shall alse require a
qualifying examination if the duties, responsibilities, skills and know-
ledges involved in the new position are dissimilar, either qualitatively
or quantitatively, or in both ‘respects, and the original examination can-
not be considered appropriate.

(c¢) A transfer. of a'permAﬁéhtlemployee from a classified position
in the state service to a class of position under this rule, of the same

Er,or lower level, shall be made only upon certification of the Bureau with

the approval of the agency concerned. The Bureau may require a qualify-
ing examination. ‘

_(2)‘ Demotions

A permanent employee may be demoted for inefficiency or for other cause,

" but in all such cases the employee shall have the same rights of appeal to
the Personnel Board as employees who have been dismissed.

PW-PA 10.12 - SEPARATIONS, TENURE,‘AND REINSTATEMENT

(1) Resignations

' An employee who res1gns shall present the reasons therefor in writing to
the agency. Copies of the letter of reslgnatlon shall be forwarded to and
recorded by the Division. :
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(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
or inefficient in his duties, or unfit to perform his duties; who is found
to be guilty of gross misconduct; or who is convicted of a felony. When
such conviction is final, the employee shall have no recourse to appeal to
the Personnel Board.

(3) Suspension”
The appointing aithority 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 curtailment 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 separated while there are emergency, temporary,
provisional or probationary employees serving in the same class of posi-
tion 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 separa-
tions shall be veported to the Division.

(5) Tenure of Office

The tenure of office of every permanent employee 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 or the
separation of an employee because of lack of funds or curtallment 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, or 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 quallflcatlons as to education and experlence of the class of
position to which he is being appointed. :

Wisconsin



MERIT SYSTEM RULE

(7) Reinstatement to Register

Upon written request to the Bureau, the name of ‘a permanent or probation-
ary employee who has resigned while in good standing or who has been
separated without prejudlce may 'be placed on a reinstatement register

for the class of position in which he was last employed,, provided he has
~been certified by the Bureau as meeting the current qualifications as to
education and experience of the class of position. Eligibility for re-
instatement 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

five years,

PW PA 10.13 « APPEALS

(1) Appea] from Examlnatlon Rejectlon

(a) Any applicant whose appllcatlon for admission to an entrance or
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, provxded it shall have been received by the
Bureau not later than 48 hours prlor to the announced time for holding the
written examination. . The Bureau's decision. with respect to any such
appeal shall be final.

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

- (2) Review of Examination Ratings

Any applicant who has taken an examination may appeal to the Buread for
review of his grade in any part of such examination to assure that uni-
form grading procedures have been applied equalily 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 error 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 certifica-
tlon or appointment which may have already been madé from the register.
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(3) Appeal from Removal from Register

A person whoce name has been removed from a register for any of the rea-
sons specified in PW-PA 10.06 (3) (a) may appeal to the Bureau for recon-
sideration. 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 dec151on 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
demoted shall have the right to appeal to the Personnel Board. 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 for a formal hearing before the Personnel Board, such
heapring to be held w1th1n 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 app01nulng authority
$hall be notified reasonably in advance of the hearing and shall have the
right to present witnesses and give evidence before the:Personnel Board.

(b) The Wisconsin State Personnel Board shall make a decision based
upon the record presented at the hearing, which order shall be binding
upon the appointing authorlty The order may be appealed to the proper
court. :

PW-PA 10.14 - ATTENDANCE AND LEAVE

The approprlate appointing authorlty shall adopt regulations covering
attendance, vacation, sick leave, and other types of leave. Such regula~-
tions shall be uniformly applicable, insofar as p0351ble, 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 evalua-
tions of work pérformance. Performance reports shall be preépared and
recorded for all permanent employees at intervals not to exceed 12 months.
Performance reports shall be considered in such personnel actions as

salary advancements, and in making promotions, demotions, terminations

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.
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PW-PA 10.16 ~ POLITICS AND RELIGION

(1) No Interference with Elections

No employee of the agencies shall use his official authority or influence
for the purpose of interfering with an election or affecting the results
thereof. All persons occupying positions, while retaining the right to
vote as they please and to express privately their opinions on all poli-
tical subjects, shall take no active part in political management or in
political campaigns. All prohibitions of poltical 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 questlon in any form of appllcatlon or in any examination shall be

so framed as to slicit information concerning the polltlcal or religious
opinions or affiliations of any applicant, nor shall any inquiry be made .
concerning such opinions or affiliations, and all disclosures thereof
shall be discountenanced. No discriminations shall be exercised,
threatened, or promised by any person in the employ of the agencies
against or in favor of any appllcant eligible, or employee because of. his
political or religious opinions or affiliations. :

(3) Fair Employment

Pursuant to provisions of Secs.111.31 - 111.37, Wis. Stats., it is

declared to be the public policy of the state to encourage and foster to

the fullest extent practicable the employment of all properly qualified
persons regardless of their age, race, creed, handicap, color, sex, national
origin or ancestry. Wisconsin's Fair Employment Practices Law makes it
unlawful, and subject to penalty to discriminate. The State Fair Employment
Practices statute is administered by the Fair Employment Practices Division
of the Industrial Commission.

PW ~PA 10.17 -~ OTHER EMPLOYMENT

No employee shall hold other conflicting public office or have conflictiné
employment while in the employ of the agency. Determination of such con-
flict shall be made by the Division.
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PW-PA 10.18 - PAYROLL CERTIFICATION

The agencies shall certify the payrolls to the Division on prescribed forms
within two weeks following each payroll period. The Division shall check
the names, positions, salaries, and appOJntments which appear thereon and
shall certlfy 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 shall be clearly indicated. The Division shall be responsible for
notifying any agency of any exception and for securing compliance with this
rule.

PH-PA 10.19 - RECORDS AND REPORTS

The Division shall maintain a personnel record for each employee, showing
name, title, county, salary, change in, status, perfopnance reports, and
such other personnel information as may be considered pertinent. Every
personnel action shall be submltted on prescrlbed forms to the Division.

The Bureau shall receive such notice of personnel actions as it may require
for carrying out its duties under this rule.
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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 reupon31—
blllty for determining quallflcatlons of appllcants for merit examina-
tions and those positions hereinbefore exempted in PW-PA 10,01 (12),
shall be’ fllJed by persons selected in accordance with this rule.

(2) Counties adoptlng a civil service system shall submit to the Divi-
sion copies of their cla831ficatlon and compensation plans, class speci-
fications 1nclud1ng quallflcatlon ‘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 examina-
tions in conformlty ‘with this rule and the reglstevs so established shall
be given recognition under this rule. With the approval of the D1v131on,
the Bureau may, in'the absence of an approprlate register for such a.
class of position established undec another merit system operating 1n
oonformlty with these standards, accept regular certification from such
registers under the article herein governing certification.

(4) An individual who presents evidence that he has received permanent
merit status in a given class of position in an agency of another state
may within five years after separation be appointed upon certification
by the Bureau to a position similar as to duties and qualifications
subject to the probationary period as set forth in PW~PA 10.09

provided he has been certified by the Bureau as meeting the current
qualifications as to education and experience of the class of position.
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PW-PA 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 or amend this rule.

Adopted:
Amended:
Amended:
Anmended:

January 29, 1940
June 18, 1940
October 9, 1941
August 4, 1943

Repealed, Renumbered and Reenacted: OQOctober 10, 1945

Amended:
Amended:
Amended:
Repealed and
Amended:
Amended:
Amended:
Amended:
Repealed and
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July 24, 1947

September 8, 1949

January 10, 1951

Reenacted: October 9, 1955
March 1, 1959

October 1, 1960

February 1, 1963

December 1, 1964

Recreated: August 24, 1966
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COUNTY MERIT SYSTEM COMPENSATION PLAN

PW-PA 10,25 - Salary Schedules
*(1)

'GROUP I -~ POSITION CLASS AND SALARY SCHEDULE
COUNTY WELFARE DEPARTMENTS, JUVENILE COURTS, CHILDREN'S BOARDS

" Class Title Y B C D E

(1) (2) () () (5) (6) (7) (8)

Director, Class IV Agency $740 $785 $830 $875 $920 $965 $1010 $1055
Director, Class III Agency 680 725 770 815 860 905 950 995
Director, Class II Agency 630 670 710 750 790 830 870 910
Director, Class I Agency 590 625 660 - 695 730 765 800 835

Social Work Supv, II 620 655 690 725 760 795 830 865
Social Work Supv, I 590 625 660 685 730 765 - 800 835
Social Worker V - .- .5%0 . 625 660 - 685 730 765 800 835
Social Worker IV . 550 - 580 610 640 670 700 730 760
Social Worker III . 550 . 580 610 84O 670 700 730 760
Social Worker II- - - .~ 500 530 560 5380 — 620 - B850 - 680 710

Social Worker I : 450 480 510 - 540 570 600 630 660

GROUP II - POSITION CLASS AND SALARY SCHEDULE
JUVENILE COURT ATTACHED STAFF ONLY

A B c D E
, (1) (2) (38) (4)y (5) (&) (7) (8)
Juvenile Court Worker $375 $LOO $u425 Su50 SuL75 $500  $525  $550

GROUP ITI -~ POSITION CLASS AND SALARY SCHEDULE
COUNTY WELFARE DEPARTMENTS, JUVENILE COURTS, CHILDREN'S BOARDS

A B o D E
(1) (2) (3) (4) (5) (&)Y (7 (8)
Administrative Assistant $400 $425 $450 $475 $500 $525 $550  $575

Clerk III 330 350 370 330 410 430 450 470
Clerk II 280 295 310 325 340 355 370 385
Clerk I 240 255 270 285 300 315 330  3u5
Stenographer II 300 320 340 360 380 400 420 440
Stenographer I 260 275 290 305 320 335 350 365
Typist II 280 295 310 325 340 355 370 385
Typist ‘I 240 255 270 285 300 315 330 345
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(9)

(10)

$1100 $1145

1040
950
870
900
870
870
790
7390
740
690

(9)
$575

(9)

$600
490
400
360
u60
380
400
360

1085
990
805
935
905
9056
820
820
770
720

(10)
$600

(10)

8625
510
415
375
480
395
415
375



A B c D E ,
(1) (2 (&) () () (8 (7) (8 (9)
Case Aide II $330 $350 $370 $390 $u10 $430  SHE0  $4T70  $u90
Case Aide I 280 295 310 825 340 355 370 385 400
Homemaker II 300 320 840 360 380 40O 420 440 460
Homemaker I 260 275 290 305 320 335 350 365 380

COUNTY MERIT SYSTEM COMPENSATION PLAN

GROUP IV - POSITION CLASS AND SALARY SCHEDULE

(2) Each county must select a six consecutive step compensation plan for the

(3)

welfare department, children's board and juvenile court from the Group I
schedule, and must also select a six consecutive step compensation plan
for the welfare department, children's board and juvenile court from the
Group III schedule (Schedule A, 1-6; Schedule B, 2-7; Schedule C, 3-8;

Schedule D, 4-9; Schedule E, 5-~10), Schedules under Group II apply only

to positions of juvenile court attached staff operating under the merit

system, Schedules under Group IV apply only to positions in the welfare
department. The corresponding six salary steps must be used for all
position classifications under each group,  The consecutive six step
range used in Group I, II or III need not be the same consecutive six
step range used in Group IV, Example: A county may select Schedule "D"
under Group I or Group II or Group III which would be applicable to all
positions classified under these groups, and at the same time select
Schedule "A" under Group IV which would be applicable to the position
classified under that group. The juvenile courts and the children's
boards operating under the merit system will be deemed to be under the

~same schedule or schedules adopted by their respective counties for the

welfare department unless appropriate action is taken in adopting a
different schedule or schedules,

County action in adopting the schedules shall be by formal action by the
county board of supervisors or by the county board of public welfare or
by the county juvenile judge or children's board if delegated this re-
sponsibility for setting salaries of persons subject to the provisions
of the county merit system rule. A certified copy of the county's
action electing specific schedules shall be filed with the Division of
Public Assistance, In the absence of specific action, Schedule A shall
be deemed to apply to all groups., This plan shall be applicable to all
classes of positions in the agency effective January 1, 1967.

(io)
$510
415

480 -
395
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(4) A change in one or more salary schedules may be made at any time.,
Such change shall also be by formal action by the county board of
supervisors or by the county board of public welfare or by the
_county juvenile judge or children's board if delegated this re-
sponsibility for setting salaries of persons subject to the
provisions of the county merit system rule, and a certified copy
of the action taken shall be filed with the Division, showing.
the date of adoption and the effective date of the new salary
schedule or schedules,

(5) At least the minimum for the class shall be paid, but no county
shall be precluded from paying in excess of the maximum provided
in the salary schedule although no reimbursement shall be made on
any amount of salary in excess of the maximum provided in the '
schedule.

PW-PA 10,26 - Entvance Salary

The entrance salary fof an employee on first appointment shall be the
minimum rate for the given range except as hereinafter provided.

(1) An agency may request authorization to appoint at any step above
the minimum, If approved, such rate then becomes the minimum
rate for all employees presently employed or thereafter appointed
in the cless and no appointments shall be made at that rate until
those highest on the register are first offered appointments 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 or a decrease and such request is approved by the Division
of Public Assistance, except that in the case of court attached
juvenile court workers and employees of the children's boards,
approval must be preceded by the recommendation of the Division for
Children and Youth,

(3) The Division of Public Assistance may approve the appointment of
an eligible at a rate within the range for the classification of
Social Work Supervisor II, Social Work Supervisor I, Social
Worker V, Social Worker IV Social Worker III, Soc1al Worker II,
Social Worker I, Juvenile Court Worker, Homemaker IT, and Home-
maker I, if, in the opinion of the Division, the. education and
experience of the eligible justifies such rate and a recommenda-
tion for such payment has been made by the appointing authority,
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except that in the case of court attached juvenile court workers
and employees of the children's boards, approval must be preceded
by the recommendation of the Division for Children and Youth, 'In
such instances, a new minimum for all employees in the same class
would not be established. Such recommended increase shall be
llmlted to two steps above the establlshed mlnlmum.

PW~PA 10,27 - Salary Adjustments

(1) Adjusting salaries to the revised schedules or new. schedules

a. ‘The rate of pay of those employees below the minimum in the
- applicable schedule shall be adjusted to the minimum upon
adoption of revised or new higher schedules,

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, adjustment need not be made and reimburse-
ment will be made on the amount paid in multiples of $5,

¢, Upon the adoption of a revised schedule or a higher schedule,
permanent employees may be paid at a rate of one intermediate
“‘step above the minimum for the’ classxflcatlon 1n accordance
with PW-PA 10.27 (8).

(2) Promotions - Reclassifications - An employee who is promoted or
reclassified shall have his salary adjusted at least to the mini-
muin rate of pay for the new class if his salary before promotlon
or reclassification fell below such mlnlmum rate.

(3) DemoLJons ~ An employee who is demoted shall have his salary
reduced at least to the max1mum rate of the new class.,

(4) Transfers - An employee who is transferring shall be paid a salary
within the range of the schedule adopted by the agency to which he
is transferring.

(5) Reinstatements - An employee who is certified from a reinstatement
register may be paid at the same rate that he last received in the
same class of position if it falls within the salary range of the
class reinstated to. _
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(6) Part-time and over-time employment - The rates prescribed in the
salary ranges ‘are the rates payable for full-time employment sub-
ject to vacatlon, 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—tlme payments, necessitated by acute labor shortages, may be
approved when the hourly rate is straight time computed on the
basis of the regular monthly salary.

(7) Cost-of-living bonus - This compensation plan makes no prov131on
for, nor does it recognize, a cost-of—11v1ng bonus, Reimburse-
ment will be made exclusively on compensation paid as salary within
the established ranges of the schedules under PW-PA 10,25,

(8) Permanent Status in Class Minimum (PSICM) - The agency may adjpét
the salary of an employee with permanent status in the class to
one intermediate step above the minimum for the classification.

PW-PA 10,28 ~ Salary Advancements

(1) All salary advancements (merit increases) shall be based upon quality
and quantity of work as reflected by performance reports, and upon
other recorded measures of performance, giving due consideration to
length of service ,

(2) Salary advancements shall be equitably distributed among the ellglnle
employgvs of all classes of positions.

(3) Salary cdvancements may be granted in multiples of $5 after a full
one-stcp increase up to a maximum of two steps in the salary range
at one time and shall be limited to intervals of not less than one
year except as provided in PW-PA 10,28 (4), (5), (6) and (7).

(4) Salary advancements may be given upon the completion of the original
or promotional six month probationary period, Where an extended
probation is applied to director positions a probationary increase
may be granted at the end of six months even though the probation
extends beyond that period., Such advancement shall be limited to
one step, This provision does not apply to reclassification,
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(5) Permanent status employees, upon promotion or reclassification,
may be granted an increase of one step or to one step above the
minimum of the new classification, whichever is greater.

(6) During a period of emergency when an employee is required to
assume responsibilities of a more advanced position, an increase
of more than one step and at an interval of less than one year
may be granted for the period of the emergency..

(7) Wwhen the ‘County Board prOV1des for across~the-board increases
for all county employees, the Welfare Board and the Director
may grant increases in accordance with this provision to-
employeses of the welfare department within the range of their
classifications and at intervals of less than one year,
Employees of children's boards and juvenile courts under the

merit system may be 1ncluded under provisions of thlS sub-
sectlon. :

(8) State reimbursement on retroactive salary increases will not be
approved, The effective date is either the first of the month
within which the county appointing authority takes official
action or a future date indicated in a recommendation.,

PW-PA 10,29 -~ Travel Allowance

Equitable allowance or reimbursement for travel is a part of this com-
pensation plan and shall be granted above and beyond the compensation
for personal services. Employees, including students receiving field.
training, and welfare board members, shall be granted an allowance or
shall be reimbursed for travel required in the performance of their .
duties, Pursuant to Rule PW-PA 20.20, state reimbursement must be based
upon allowances not in excess of the rates specified in Sec. 20,941 (1),
It is herewith also 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 expenses shall be supported by receipts and other satis-
factory evidence required by Sec, 16,53, Stats.
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PW-PA 10,30 -~ Classification of County Agencies

(1) County agencies shall be classified by the Division in accordance
with the number of approved full-time staff positions.

a. FLach agency will be ranked according to the number of
positions on July 1 annually.

b. Allocation of county agencies to the appropriate "classifica-
tion" will then be determined by a percentile distribution
as follows:

Classification Percentile Distributionl
Class I Agency 1% to 20%

Class II Agency 21% to 35%

Class III Agency - 26% to 80%

Class IV Agency 81% to 100%

lpxact percentages may need to be adjusted slightly
up or down to allow for one or more agencies having
the same number of approved positions.

1. Agencies will be classified on the basis of the above plan,

2. Incumbents in agencies classified on the basis of the new
allocation will not be reduced in classification if the
agency is later reallocated to a lower class.,

3. Directors of county agencies who have qualified for their
positions will not be required to further qualify because

of any future change in agency allocation.

(2) Maintenance of Appropriate Classifications of County Agencies

The Division will review approved full-time staff positions for each
agency on July 1 of each year, Any indicated change will be made
effective as of July 1. If the agency classification is changed up-
ward, the incumbent director's classification will be adjusted upward.
If the agency classification is adjusted downward, the incumbent
director will not be reduced in classification.
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COUNTY MERIT SYSTEM CLASSIFICATION PLAN

PW-PA 10.32

CLASS TITLE: Director - Class IV County Department of Public Welfare

only.

- DEFINITION: Within the authority delegated by the county board of

supervisors, and under general supervision of the county board of
public welfare and the State Department of Public Welfare, to serve
as the executive and administrative officer of a county department
of public welfare approved as class IV. (See PW~PA 10.30.)

-:CHARACTERISTIC DUTIES AND RESPONSIBILITIES:

To. be responsible for all phases of the public welfare program in

a class IV agency and to plan, organize, direct, and coordinate
the work of the various units of administration for the efficient
and effective operation of the program;

In consultation and agreement with the county‘béard'of public
welfare to be responsible for financial planning, including prepa-

_ration of budgets, maintenance of fiscal controls, and subm1381on

of required reports to the county board;

To determine personnel requirements and to be responsible for the
appointment of staff with the approval of the county board of
public welfare and in compliance with the county merit system;

To organize and administer a formalized, comprehensive and effective
staff development program, including in-service training and appro-
priate use of other educatiomal resources;

To cooperate with representatives of the state department in the
operation and development of the county welfare program; and to

direct the preparation and submission of required veports to the
state department;

To be responsible for obtaining the active participation of the
county board of public welfare in policy making, in community
1nterpretatlon, and to bring to the board any and all matters

on which it is appropriate for the administrator to seek the
board's advice;

To be responsible for the public relations of the county agency

and for the interpretation of the public welfare program to the
community;

To engage in conferences with the supervisory staff and to be =
responsible for periodic staff evaluations;
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To cooperate with other dgen01es, officials and c1tlzens in
planning for communlty services;

To be responsible on a community-wide basis for stimulation and/or
development of resources and extension of services to provide edu-
cation, health care, housing, training and employment essential to
the prevention and reduction of dependency;

To be responsible for involving clients and other potential
participants in the planning for social services;

To stimulate and supervise research pertinent to the development
of the county welfare program.

QUALIFICATION REQUIREMENTS:

Minimum Education and Experience: Five years of full-time paid
employment within the last nine years in public or voluntary wel--

fare work in an administrative or professional capacity and

graduation from an accredited four-year college or university., In
addition, the applicant must have a certificate issued by the State
Department of Public Welfare for completion of 255 hours of in-service
training. This requirement is waived for anyone who within the pre-
ceding four years had at least three years of county welfare experience
as a director, or who has completed one year of graduate training in an
accredited school of social work. Graduate study in an accredited school
of social work may be substituted for two years of the qualifying experi-
ence on a year for year basis.

Knowledges: (a) Thorough knowledge of organization and functions
of the state and local govermnments, including finance, with partic-
ular 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,

(¢) Extensive knowledge of modern administrative practices and
procedures, budgeting and fiscal management, publlc administration,
and personnel management.

(d) Considerable knowledge of current social and economic problems
and the way in which these problems affect families and individuals.
(e) Considerable knowledge of human behavior and the basic principles
and practices of social work.

Abilities: <(a) To work with people; to exercise .good judgment in
appraising situations, making decisions, planning and directing work.
(b) Competency in public relations demonstrated by ability to

promote and develop the public interest, understanding, and support
in the objectives and benefits of adequate community welfare services.

Personal Attributes: Satisfactory appearances and poise; trust-
t Ty and integrity.

Phy51cal Characteristics: Good physical condition.
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CLASS TITLE: Director - Class III County Department of Public Welfare
only., ]

*DEFINITION: . Within the authority delegated by the county board
of supervisors, and under general supervision of the county board
of public welfare and the State Department of Public Welfare, to
serve as the executive and administrative officer of a county
department of public welfare approved as class III. (See PW-PA 10.30.)

CHARACTERISTIC DUTIES AND RESPONSIBILITIES:

To be responsible for all phases of the publlc welfare program
in a class III agency and to plan, organize, direct, and coordi~
nate the work of the various units of administration for the
efficient and effective operation of the program;’

In consultation and agreement with the county board of public
welfare to be responsible for financial planning, including prepa-

" pation of budgets, maintenance of fiscal controls, and submission
of required peports to the county board;

To determine personnel requirements and to be responsible for the
appointment of staff with the approval of the county board of
public welfare and in compliance with the county merit system;

To organize and administer a formalized, comprehensive and effec-
tive staff development program, including in-service training
and appropriate use of other educational resources;

To cooperate with representatives of the state department in the
operation and development of the county welfare program; and to
direct the preparation and submission of requlred reports to the
state department;

To be responsible for obtaining the active participation of the
county board of public welfare in policy making, in community
interpretation, and to bring to the board any and all matters on
which it is appropriate for the administrator to seek the board's
advice;

To be responsible for the public relations of the county agency
and for the 1nterpretatlon of the public welfare program to the
community;

To engage in conferences with the supervisory staff and to be
responsible for periodic staff evaluations;

To cooperate with other agencies, officials and citizens in plan-
ning for community services;
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To be responsible on a community-wide basis for stimulation and/or
development of resources and extension of services to provide edu-
cation, health care, housing, training and employment essentlal to
the prevention and reduction of dependency;

To be responsible for involving clients and other potential parti-
cipants in the planning for social services;

To stimulate and supervise research pertinent to the devel-
opment of the county welfare program.

QUALIFICATION REQUIREMENTS:

Minimum Education and Experience: Four years of full-time paid
employment within the last nine years in public or voluntary

welfare work in an administrative or professional capacity and
graduation from an accredited four-year college or university. In
addition, the applicant must have a certificate issued by the State
Department of Public Welfare for completion of 255 hours of in-service
training. This requirement is waived for anyone who within the pre-
ceding three years had at least two years of county welfare experience
as a director, or who has completed one year of graduate training in
an accredited school of social work. Graduate study in an accredited
school of social work may be substituted for two years of the qualifying
experience on a year for year basis.

Knowledges: (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) Extensive knowledge of modern administrative practices and
procedures, budgeting and fiscal management, public administration,
and personnel management.

(d) Considerable knowledge of current social and economic problems
and the way in which. these problems affect families and individuals.
(e) Considerable knowledge of human behavior and the basic princi~
ples and practices of social work.

Abilities: (a) To work with people; to exercise good judgment

in appraising situations, maklng decisions, planning and directing
work.

(b) Competency in publlc relations demonstrated by ability to
promote and develop the public interest, understanding, and support
in the objectives and benefits of adequate community welfare
services.

Personal Attributes: Satisfactory appearance and poise; trust-
worthiness; and integrity.

Physical Characteristics: Good physical condition.




COUNTY MERIT SYSTEM CLASSIFICATION PLAN

CLASS TITLE: Director - Class II County Department of Public Welfave
only.

DEFINITION: Within the authority delegated by the county board of
supervisors, and under general supervision of the county board of
public welfare and the State Department of Public Welfare, to

serve as the executive and administrative officer of a county
department of public welfare approved as class II. (See PW-PA 10.30.)

CHARACTBRISTIC DUTIES AND RESPONSIBILITIES:

To plan, organize, direct and coordinate the work of the staff
members in all phases of public welfare in a class II agency for
" the efficient and effective operation of the  program;

In consultation and agreement with the county board of public
welfare to make financial plans including preparation of budgets,
maintenance of fiscal control and submission of rcquired reports
to the county board;

To determine peréonnel requirements and to be responsible for the
appointment of staff with the approval of the county board of public
welfare and in compliance with the county merit system;

To organize and administer a formalized, comprehensive and effective
staff development program, including in-service training and appro-
priate use of other educational resources;

To cooperate with representatives of the state department in the
operation and development of the county welfare program, and to
prepare and submit required reports to the state department;

To obtain the participation of the county board of public welfare
in policy making, in community interpretation, and to bring to the
board any and all matters on which it is appropriate for the admin-
istrator to seek the board's advice; '

To maintain good public relations and interpret the public welfare
program to the community;

To provide social work supervision;

To plen for regular staff meetings and conferences; to make
periodic staff evaluations;

To cooperate with other agencies, officials and citizens in planning
for community services.
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To be responsible on a community-wide basis for stimulation and/or

development of resources and extension of services to provide

education, health care, housing, training and employment essential
;. to the prevention and reduction of dependency;

To be responsible for involving clients and other potential partici-
pants in the planning for social services;

To stimulate and supervise research pertinent to the devel-
opment of the county welfare program.

QUALIFICATION REQUIREMENTS:

Minimum Education and Experience: Three years of full-time paid
employment within the last eight years in public or voluntary

welfare work in an administrative or professional capacity and
graduation from an accredited four-year college or university. In
addition, the applicant must have a certificate issued by the State
Department of Public Welfare for completion of 255 hours of in-service
training. This requirement is waived for anyone who within the pre-
ceding two years had at ‘least one year of county welfare experience as
a director, or who has completed one year of graduate training in an
accredited school of social work. Graduate study in an accredited school
of social work may be substituted for two years of the qualifying ex-
perience on a year for year basis.

Knowledges: (a) Thorough knowledge of organization and functions
of state and local govermments, 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 modern administrative practices and
procedures, budgeting and fiscal management, public administration,
and personnel management.
(d) General knowledge of current social and economic problems and
the way in which these problems affect families and individuals.
(e) Considerable knowledge of human behavior and the basic princi-
ples and practices of social work.

Abilities: (a) To work with people; to exercise good judgment in
apprai51ng situations, making decisions, planning and directing
work .

(b) To give effective leadershlp in the development and adminis-
tration of a county public welfare program.:

Personal Attributes: Satisfactory appearance and poise; trust-
worthiness, and integrity.

Physical Characteristics: Good physical condition.
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CLASS TITLE: Director - Class I County. Department of Public Welfare
only. ,

DEFINITION: Within the authority delegatéd by the county board of
supervisors, and under general supervision of the county board of
public welfare and the State Department of Public Welfare, to

serve as the executive and administrative officer of a county
department of public welfare approved as class I. (See PW-PA 10.30.)

CHARACTERISTIC DUTIES AND RESPONSIBILITIES:

To plan, organize, direct and coordinate the work of the staff
members in all phases of public welfare in a class I agency for
the efficient and effective operation of the program;

In consultation and agreement with the county board of public
welfare to make financial plans including preparation of budgets,
maintenance of fiscal control and submission of required reports
to the county board; -

To determine personnel fequiremehts and to be responsible for the
appointment of staff with the approval of the county board of
public welfare and in compliance with the county merit system;

To organize and administer a formalized, comprehensive and effective
staff development program, including in-service training and appro-
priate use of other educational resources;

To cooperate with representatives of the state department in the
operation and development of the county welfare program, and to
prepare and submit required reports to the state department;

‘" To obtain the participation of the county board of public welfare
" in policy making, in community interpretation, and -to bring to the
board any and all matters on which it is approprlate for the ad-
ministrator to seek the board's advice;

To maintain good public relations and interpret the public welfare
program to the community;

To provide social work supervision;

To plan for regular staff meetings and conferences, to make periodic
staff evaluations;

To cooperate with other agencies, officials and citizens in plannlng
for community services;

Wisconsin



COUNTY MERIT SYSTEM CLASSIFICATION FPLAN

To be responsible on a community-wide basis for stimulation and/or
development of resources and extension of services to provide edu-
cation, health care, housing, training and employment essential to
the prevention and reduction of dependency;

To be reSponsible for involving clients and other potentlal partici-
pants in the plannlng for social servmes9

To stimulate and supervise research pertinent to the devel—
opment of the county welfare program.

QUALIFICATION REQUIREMENTS:

Minimum Education and Experience: Two years of full-time paid
employment within—the last seven years in public or voluntary welfare
work in an-administrative or professional capacity and graduation
from an accredited four-year college or university. In addition, the
applicant must have a certificate issued by the State Department of
Public Welfare for completion of 255 hours of in-service training.
One successfully completed year of graduate work iIn an accredited
school of social work may be substituted for one year of qualifying
experience and the training certlflcate. : '

Knowledges: (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. '

(¢) Familiarity with modern administrative practices and pro-
cedures, budgeting and fiscal management, publlc administration,
and personnel management.

(d) General knowledge of current social and economic problems and
the way in which these problems affect families and individuals.
(e) Knowledge of human behavior and the basxc prlnciples and
practices of social work. ;

Abilities: (a) To work with people: to exercise good judgment in
appraising situations, making decisions, planning and directing
work.

(b) To give effective leadership in the development and adminis-
tration of a county public welfare program.

Personal Attributes:  Satisfactory appearance and poise; trust-
worthiness; and integrity.

Physical Characteristics: Good physical condition.
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CLASS TITLE: Social Work Supervisor II (See Section III,
Chapter VI.) e i

DEFINITION: . Under general direction of-the director, judge, or
children's board in those agencies designated for this classification,
supervises and develops the social service staff, promotes and maintains
professional standards of social work practice, reviews and coordinates
the work of the staff, interprets agency programs, participates in
community planning to meet welfare needs, and performs other work as
assigned. . . ¥ : -

CHARACTERISTIC DUTIES AND RESPONSIBILITIES:

With considerable latitude for program planning, may do any of the
duties of a Social Work Supervisor I, and, in addition:

Is responsible for and directs work of agency superﬁisors.
Is chief of social services and/or director of staff development.
QUALIFICATION REQUIREMENTS:

Minimum Education and Experience: Graduation from an accredited
four-year college or university and two years of approved graduvate
work in an accredited school of social work. Three years of full-
time paid employment within the last seven years in a casework opr
supervisory capacity in a public or voluntary welfare agency main-
taining acceptable standards.

Knowledges: (a) Extensive knowledge of approved social case work
principles and methods in the field of welfare, family inter-
relationships, and individual and group behavior.

(b) Thorough knowledge of current social and economic problems

and the way in which these problems affect families and individuals.
(c) Thorough knowledge of laws, regulations and practices per-
taining to federal and state public welfare programs.

(d) Extensive knowledge of community welfare and health resources
and ways in which these resources may be made available to people
in need.

(e) Familiarity with literature in the field of public welfare and
social work.

(f) Considerable knowledge of community organization principles
and methods.
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Abilities: (é) To direct and supervise the work of others.

o (b) To stimulate staff growth and development and to give effective

casework consultation.

(c) To maintain persPective between various demands and to keep
balance between the various programs and activities.

(d) To communicaté ideas effectively.

" (e) To recognize individual differences in workers and to gauge
their learning patterns and potential for independent work.

Personal Attributes: Satisfactory appearance and bearing:
enthusiasm; energy; objectivity; patience; integrity; resource-
fulness; initiative; intellectual curiosity; recognition of need
for individuals to get satlsfactlon and recognition from good
performance.»

Physical Characteristics: Good physical condition.
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CLASS TITLE: Social Work Supervisor I

DEFINITION: =~ Under general direction of the director, judge, children's
board or Social Work Supervisor II supervises and develops assigned
social service staff, maintains professional standards of social work
practice, reviews and coordinates the work of the staff, interprets
agency programs, participates in community planning to meet welfare
needs, and performs other work as assigned.

CHARACTERISTIC DUTIES AND RESPONSIBILITIES:

Plans, organizes and directs the activities of the social service staff
for the efficient and effective operation of the program;

Guides the professional development and training of the social service
staff; is responsible for supervision and evaluates staff performance;

Supervisea intake and social studies, disposition of requests and
inquiries, plans for assistance and casework treatment, review of
continuing eligibility and handllng of complalnts, )

Reviews selected case records for accuracy and completeness of investiga-
tion, validity of decision, soundness of case plan and as a basis for
determining staff training needs;

Assists the director or judge in developing and implementing policies
and procedures to assure effective administration and recommends social
work practices and procedures for improving agency services;

Assists in interpreting agency programs and services to the community
and participates in activities for developing interest in community
welfare practices and need.

QUALIFICATION REQUIREMENTS:

Minimum Bducation and Experience: Graduation from an accredited four-
year college or university and two years of approved graduate work in

an accredited school of social work. Two years of full-time paid employ-
ment within the last seven years in a casework capacity in a public or
voluntary welfare agency maintaining acceptable standards.

Knowledges: (a) Extensive knowledge of approved social casework
principles and methods in the field of welfare, family inter-
relationships, and individual and group behavior.

(b) Thorough knowledge of current social and economic problems and the
way in which these problems affect families and individuals.
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(c) Thorough knowledge of laws, vegulations and practices pertaining to
federal and state public welfave programs.

'(d) Extensive knowledge of community welfare and health resources and
ways in which these resources may be made available to people in need.
(e) Pamiliarity with literature in the field of public welfare and social
work.

(£) Considerable knowledge of communlty organlzatlon pr1n01ples

and methods. ,

Abilities: (a) To direct and supervise the work of others.,

(b) To stimulate staff growth and developm@nt and to give effective
casework consultation.

(¢) To maintain perspectlve between dlfferent parts of the job and
balance between the various programs.

(d) To communicate ideas effectively.

(e) To read record material dlagnostlcally.‘»

(f) To recognize individual differences in workers and to gauge
their learning patterns and potential for independent work.

Personal Attributes: - Satisfactory appearance and bearing; enthusiasm;
energy; objectivity; patience; integrity; resourcefulness; initiative;
intellectual curiousity; leadership qualities.

Physical Characteristics: Good physical condition.
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CLASS TITLE: Social Wovrker V

DEFINITION: This is a highly responsible, independent social worker.
Employes in this class carry an independent total caseload responsi- -
bility for all types of clients 1nclud1ng multi-disciplinary and
inter-service complexities. Employes in this class speak and act

with authority, independently representing the agency in any

gsituation involving their clients, utilizing their own professional
judgment and are held individually reSponsible for their actions.
Social work consultation or supervision is not 1mposed but 1s avail-
able at the request of the worker.

CHARACTERISTIC DUTIES AND RESPONSIBILITIES:

Obtains information from clients, members of their families and
others to identify social, economic, emotional, health or physical
problems and to determine eligibility and the need for casework or
other services; . °

Provides casework and counseling services to clients and members of
their families to aid them imachieving a more satlsfactory adjust-
ment of their specific problems or situations

Provides protective and supportive services for clients who are in
situations detrimental to their well-being or that of the community’
or who are undergoing clinical treatment or hospitalization;

Performs in an advisory capacity to other professional staff in
specialized areas through participation in conferences and meetings
for purposes of diagnosis and plan of treatment;
"Works in close cooperation with other social agencies, hospitals,
clinics, courts, and community resources in planning to meet the
needs of clients and assists the clients in utilizing these resources;

Interprets the program, policies, and procedures to individuals,
groups, and agencies;

Prepares case histories, writes letters, makes reports, and
keeps records;

Performs related work as required.
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QUALIFICATION REQUIREMENTS:

~Minimum Education and Experience: Graduation from an accredited four-
year college or university and two years of approved graduate work in

an accredited school of social work. Two years of full-time paid employ-
ment within the last seven years in a casework capacity in a public or
voluntary welfare agency maintaining acceptable standards.

Knowledges: (a) Thorough knowledge of human growth and behavmor and
of casework principles and methods.

(b) Thorough knowledge of causal factors underlylng famlly breakdown
and community disorganization.

(c) Thorough knowledge of laws, regulatlons and practices pertalnlng
to federal and state public welfare programs.

(d) Thorough knowledge of welfare and health resources and ways in
which these resources should be made available to people in need of
them. .

(e) Considerable knowledge of community organlzatlon pr1nc1ples and
methods.

Abilities: (a) To function independently, using knowledge of agency
Jaws and regulations as well as social work knowledge and skills.
(b) To make social diagnoses and provide appropriate social casework
treatment. :

(¢) To plan and organize work to achieve most effectively program
objectives.

(d) To communicate effectlvely and professionally, both verbally and
in writing.

- (e) To recognize the agency admlnlstratlve structure, and to accept
supervisory and/or consultative help constructively.

(£f) To work cooperatively and effectively with agency staff, local
officials, and with other public or voluntary personnel.

(g). To provide skilled social treatment and supervision in accordance
with accepted casework principles.

Personal Attitudes and Attributes: ‘Respect for individual differences,
capacity to respond to human beings with problems, adaptability, and
emotional stability.

o

Physical Characteristics: Good physical condition.
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CLASS TITLE: Social Worker IV

DEFINITION: Under supervision, utilizing environmental, supportive and
ingight treatment techniques provides selected clients with social services
centering around the personal and emotional problems of individuals and
 families., Undertakes diagnostic-studies to 1dent1fy the nature, cause,

and extent of the client's difficulties; plans and carries out a program

of preventive and rehabilitative treatment to enable clients to marshal
inner resources and achieve personal, social and economic adjustment;
evaluates effect of polch and procedures, participates in agency and
community planning. :

CHARACTERISTIC DUTIES AND RESPONSIBILITIES:

With appropriate superv131on and considerable latitude for the use of
independent professional judgment ~may perform any of the duties of a
Social Worker II and/or one or more of the follow1ng'

Makes diagnostic studies on assigned cases and, when requested,
_on those assigned to others to identify nature, cause, and extent
of client's problems, and to indicate treatment of choice;

Plans for and appiies intensive social work treatment in helping clients
of all ages toward a solution of problems creating dependency, delinguency
and mental illness;

Furnishes social work services to children and parents in their own
homes as a means of strengthening family life; prov1des gsocial work
services to unmarried mothers; and makes investigations regardlng
adoptions;

Works w1th schools and other agenc1es to 1dcnt1fy children who are in
need of special help and jointly plans how these needs can best be met;

Participates in planning conferences with other public and voluntary
agencies for jointly considering problems for better use of existing
resources and for developing needed resources;

Interprets to the community the causal Factors in famlly breakdown and
behavior problems as they are related to the agency's program and services;
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Participates in establishing agency policies and procedures to enable
professionally recognized social work practices;

As assigned, gives supervisory help to'Social‘Wofkers-I and II. L/
QUALIFICATION REQUIREMENTS:.
Minimum Education and Bxperienoe Graduation from an accredited four-

year college or university and two years of approved graduate work in
~an accredlted school of social work.

Knowledges (a) Thorough knowledge of human growth and behavior, and of
casework prlnclples and methods.

(b) Thorough knowledge of causal factors underlying family breakdown and
community disorganization.

(c) Thorough knowledge of laws, regulations and practlces pertalnlng to
federal and state public welfare programs.

(d) Thorough knowledge of welfare and health resources and ways.in which
these resources should be made avallable to people in need of them.

(e) Con31derable knowledge of community organlzatlon principles and
methods

‘ Abllltles. (a) To make social dlagnosos and provide approprlate social
casework treatment,

(b) To plan and organlze work to achieve most effectlvely program
objectives.

(¢) To communicate éffectively and professionally both verbally and in
writing.

(d) To recognize the agency administrative structure, and to accept super-
visory and/or consultative help constructively.

(e) To work cooperatively and effectively with agency staff, local
‘officials, and with other public or voluntary personnel.

Personal Attitudes and Attributes: Respect for individual differences,
capacity to respond to human beings with problems, adaptablllty9 and
physical and emotional stablllty. :

‘Physical Chavacteristics: Good physical condition.

1/ No supervisory functions will be permitted umtil the employee has
satlsfactorlly completed a minimum of one year s experience in a social
work position.



COUNTY MERTT SYSTEM CLASSIFICATION PLAN

CLASS TITLE: Social Worker ITT

DEFINITION: This is a supervising social work position. Under
general direction supervises social workers who serve at intake

or who carry a general caseload; ensures conformity of worker's
practice to agency policies. Participates in staff development,

in research, and in the development of policy; interprets agency
program and policy to the community, and participates in community
planning as assigned; reviews cases and work assignments regularly,
in cooperation with social work supervisors; coopérates with other
agencies in promoting and developing resources; performs related
duties.

CHARACTERISTIC DUYIES AND RESPONSIBILITIES:

Supervises sncial workers through regular individual confefenceéf‘
and group meetings, helping them to carry out their duties; '

Reads and studies groups of cases, identifying those needing further
attention, special diagnostic study, consultation, or complementary =
services, and those needing further information or action to comply
with agency requirements; - : e - :

Assists social workers to recognize client's problems, to provide
services which are set forth in agency policy, and to refer clients
to appropriate resources either within or outside the agency;

Maintains qualitative and quantitative standards for workers' per-
formance, ensures that work assigmments are carried out, evaluates
" performances, and recommends personnel action;

Participates in the staff development and training program of the-
agencys '

Participates in reviews of agency programs and administrative con-
ferencesy

Cooperates with social work supervisors in arranging for and parti-
cipating in case conferences, and in coordinating activities of
social workers:’

Takes responsibility for reporting to the director on progress and
problems; makes recommendations for change in program policy, pro-
cedures, and methods of operation;

Participates in interpreting program and policy to the community, in
developing resources, and in interpreting inter-agency cooperation;
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Participates in research and in policy formulation and public inter-
pretation:

Represents the agency in meetings relating to the agency program.
%+ "QUALIFICATION REQUIREMENTS:

" . Minimum Education and Experience: Graduation from an accredited
“four-year college or university and three years experience as a
social worker. In addition applicant must have a certificate issued

by the State Department of Public Welfare for completlon of 255 hours

- +of in-service tralnlng? including 25 hours of supérvisory training.

Knowledges: (a) Basic knowledge of supervisory principles, methods, and
functions.

(b) Some knowledge of principles and methods of socmal work and their
application to public welfare.

(c) Basic knowledge of the philosophy, history and development of social
welfare programs.

(d) Basic knowledge of the operation of gtate and local government.

(e) Basic knowledge of human behavior. Some knowledge of the dynamics of
group and interpersonal relations and social interaction. ..

(f) Basic knowledge of such social problems as family disorganization,
discrimination, disability, poverty, unemployment, and aging, and their
effect on the individual.

=.(g) Some knowledge of the living conditions, values, and behavior of the

ethnic and subcultural groups served by the agency.

(h) Basic knowledge of the role of govermment and public welfare in
providing financial assistance and service.

(i) Basic knowledge of the content and range of financial assistance,
medical assistance, and social services to the aging.

(j) Basic knowledge of community agencies and social programs.

(k) Some knowledge of research methods and the use of research findings.

Abilities: (a) Ability to establish-and maintain working relationships.
(D) Ability to speak and write clearly and effectively.

(c) Ability to assume superv1sory respon81blllty and to work within

- the agency framework,

Personal Attributes: Respect for individual differences, adaptability,
and physical and emotional stability. A readiness for continuing study
and -growth,

Physical Characteristics: Good physical condition.
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CLASS TITLE: Social Worker IT

DEFINITION: This is the advance agency trained social worker

- position. Under supervision, provides clients with env1ronmental
and supportive social services designed to overcome financial,
peroonal health, or family problems, makes ‘social studies to determlne
services needed; gives agency services when appropriate and refers
clients’-for other community services when needed; gives support and
encouragement to clients. Services to clients may take the form of
protective actions in their behalf and the development of resources
within the community to meet specific needs.

CHARACTERISTIC DUTIES AND RESPONSIBILITIES:

With appropriate supervision and more latitude for individual ‘judgment
may perform any of the duties of a 8001a1 Worker I, and/or one oy
more of the following:

Services a caseload involving personal and social behavior problems
which require special study, planning and treatment;

Provides social services appropriate to thé client's problem, gives
consultation, makes referral or takes other action;

Is responsible for exploratory and diagnostic intake and approprlate
worker referral;

For disaster preparedness acts as the agency emergency welfare worker
with responsibility for preparing procedures, conducting training
sessions, and interpreting the emergency welfare program to the com-
munity; ~

Develops satisfactory plans for casework services in cooperation with
available local and state welfare and health agencies;

Performs other related work as assigned.
QUALIFICATION REQUIREMENTS;

Minimum Education and Experience: Graduation from an accredited four-
year college or university and completion of 12 graduate credits in an
accredited school of social work., Each year of full-time employment

as a caseworker in a public or voluntary agency may be substituted for
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six of the above-mentioned graduate credits providing the requirements
for an in-service training certificate have been met and such certifi-
cate issued by the State Department of Public Welfare. This certifi-
cate is awarded upon completion of 180 hours of participation in staff
development activities, e.g., orientation, workshops and institutes.
Permanent employment status as a Social Worker I and a minimum of

five continuous years experience in this capacity may be substituted for
the college and graduate credit requirements providing the requirements
for an in-service training certificate have been met and such certificate .
issued by the State Department of Public Welfare.

Knowledges: (a) Considerable‘uhderstanding of human grthh and
behavior.

(b) Considerable knowledge of current social and economic problems and

the way in which these problems affect families and individuals. .
(c¢) Considerable knowledge of laws, regulations and practices per- =
taining to federal and state public welfare programs. :

(d) Considerable knowledge of welfare and health resources, and
ways in which these resources may be made available to people in
need of them.

-(e) Considerable knowledge of approved social work pr1n01ples,
- methods and practices.

Abilities: (a) To provide envirommental and supportlve 8001al services
adequately and sklllfully.

(b) To plan and organize work to most effectlvely achieve program
objectives.

(¢c) To relate to people in an unprejudiced and understanding manner
with concern for their circumstances and feeling.

(d) To prepare and maintain necessary records and reports9 ‘and to
understand and follow oral or written instructions.

(e) To work cooperatively and effectlvely with local officials and
with public and voluntary agencies. :

Personal Attltudes and AttrlbuteS' Acceptance of individual dif-
ferences in people, recognition of worth and dignity of individuals,
sensitivity to human feelings and needs, recognition of soc1ety s
responsibility for human welfare: pride and satisfaction in belng
associated with the governmental agency which provides such services;
satisfactory appearance and bearing; energy; emotional maturity;

reliability: tact; integrity; good judgment: Sklll in human relation-
ships; initiative; and resourcefulness.

Physical Characteristics:. Good physical condition.
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CLASS‘TiTLE: -Social Worker I

DEFINITION: This is the beginning level social work position. Under
appropriate supervision in a county agency makes financial investiga-
tions and social studies of persons and families in need of financial
assistance and/or other social service, makes recommendations for
administrative decision and performs other related work as assigned.
With continuing training the worker develops skill in the use of
environmental and supportive treatment techniques to help clients cope
with their personal, social and economic problems.

CHARACTERISTIC DUTIES AND RESPONSIBILITIES:

Accepts requests and referrals for public assistance, child welfare,
juvenile court services and related welfare services; determines
~through interviews, home visits, and collateral investigations the
" eligibility of these individuals and families;

Explains the scope of the agency's services and discusses the client's
rights and responsibilities in relation to his use of such services;

Secures or arranges to secure verifying evidence pertaining to social
history and need, such as records of birth, marriage, income, resources,
and property;

Determines the extent of need through a budget, and submits for approval
plans for financial aid, including the initial payment, subsequent
changes and discontinuances;

Identifies the client's need for preventive, remedial, or rehabilitative
services, and the availability of existing services;

Plans with the supervisor for individual or group social services
appropriate to the client's problems and for consultation, referral or
other action; :

Gives appropriate services to clients and refers to community resources
where appropriate;

Continues contacts with clients by reviewing their economic and
social situations as necessary, and recommends modification of the
original plan as indicated;

Maintains case records containing pertinent, accurate and current
information, prepares correspondence, reports and other records as
required;
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Acts as the agency emergency welfare worker with responsibility for
preparing procedures, conducting training sessions, and interpreting
the emergency welfare program to the community;

Performs related duties as assigned.

QUALIFICATION REQUIREMENTS:

Minimum Education and Experience: Graduation from an accredited ~
four-year college or university. '

Knowledges: (a) Some understanding of human growth and behavior.
(b) Knowledge of current social and economic problems and the way
in which these problems dffect families and 1nd1v1duals

‘Abilities: - (a) To develop skill in human relationships.

(b) To acquire and apply within a few months, a good working knowledge
of laws, regulations and practlces pertaining to federal and state
public welfare ‘programs.

(¢) To acquire, within a few months, a good working knowledge of
community welfare and health resources, and ways in which these
resources may be used by people in need.

(d) To plan and organize work to achleve most effectively program
objectives.

(e) To relate to people in an unprejudiced and underqtandlng manner
with concern for their circumstances and feelings.

(f) To prepare and maintain necessary records and reports, and to
understand and follow oral or written 1nstruct10ns.

Personal Attitudes and Attributes: Acceptance of individual
differences in people, recognition of worth and dignity of indi-
viduals, sensitivity to human feelings and needs; recognition of
society's responsibility for human welfare; pride and satisfaction
in being associated with the governmental agency which provides
such services; satisfactory appearance and bearing; energy,;
emotional maturity; reliability; tact; integrity; good judgment.

Physical Characteristics: Good physical condition.
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CLASS TITLE: Juvenile Court Worker

DEFINITION: Under close supervision in a juvenile court makes
investigations of matters brought to the court's attention, assists
in expediting the court process, provideg clearances for the court
with the referral sources and other related work as assigned by

the court.

CHARACTERISTIC DUTIES AND RES?ONSiBILITIES:

Screens referrals to juvenile court to determine through investiga-
tion that general jurisdictional factors are present in the referral;

Explains the scope of the court's services;

Secures verifying evidence pertaining to jurisdictional factors and
gathers social history information when so directed;

Plans with the supervisor for appropriate action, consultation, or
referral;

Continues contacts with youth and family as directed by the court;

Maintains records containing pertinent, accurate, and currvent
information; prepares correspondence, reports and other records
as required.

QUALIFICATION REQUIREMENTS:

Minimum Education and Experience: Graduation from a four-year high
school and five years of experience in working where there is
personal adjustment of, or supervisory work with individuals or
groups.

Knowledges: (a) Some knowledge of juvenile problems.
(b) Knowledge of the general functioning of law enforcement agencies
and the juvenile court.

Abilities: (a) To acquire a working knowledge of laws, regulations
and practices pertaining to the juvenile court.

(b) To acquire a knowledge of community health and welfare resources.
(¢) To plan and orgznize work effectively.

(d) To work with youth and parents in an unprejudiced and under-
standing manner.

(e) To prepare and maintain necessary records and reports and to
understand and follow oral or written instructions.
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Personal Attitudes and Attributes: Satisfactory appearance and
bearing, energys emotional maturity; reliability; tact; integrity:
good judgment, acceptance of individual differences in people;
recognition of worth and dlgnltv of individuals; sen31t1v1fy to

- human feelings and needs.

Physical Characteristicsg: Good physical condition.
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CLASS TITLE: Case Aide II

DEFINITION: Performs responsible administrative tasks related to
eligibility determination and social services for welfare clients.
Receives close supervision on new assignments but assumes independent
responsibility for designated procedures.

EXAMPLES - OF WORK PERFORMED:

With appropriate supervision and more latitude for individual
judgment may pexrform any of the duties of a Case Aide I, and/or
one or more of the following: :

In contact with applicants and recipients of one of the social
security ailds determines factual aspects of eligibility and
financial need;

Reports a need for information or additional search when information
is insufficient, inadequate, or incomplete;

Observes and defines client's housing conditions, in response to
specific requests, and submits reports on observations;

Performs independent records check, such as property or insurance;

In contact with applicants and recipients of surplus commodities,
food stamps or Health Assistance payments and similar programs
determines factual aspects of eligibility and need but does not
assume responsibility for approval or certification;

Performs related duties as assigned.
QUALIFICATIONS:

Desirable Training and Experience: Such training as may have been
gained through graduation from high school and completion of two years
of education at an accredited university, college, or junior college.
Three years experience as a Case Aide I or in a position with similar
tasks may be substituted for the college education or applicant may
have an equivalent combination of training and experience.
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Required Knowledees, Skills, and Abilities: (a) Ability to relate

warmly and sensitively to client's needs.

(b) Knowledge of social and economic conditions in the community,
(¢) Knowledge of .the role of social agencies in the community.
(d) Knowledge of eligibility factors and standards and procedures
of need determination for agency administered social security aid
programs. ‘ :

(e) Some knowledge of gross symptoms of physical disability.

(f) Ability to work independently and to exercise judgment.

(g) Ability to gather facts and report them accurately.

(h) Ability to communicate orally and in written form.

Personal Attitudes and Attributes: Neatness in appearance and work;

emotional maturity; objectivity; resourcefulness; initiative; and
reliability.

Phygical Characteristics: Good physical condition,
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CLASS TITLE: Case Aide I

DEFINITION: Performs responsible tasks which are related to client
needs but which are of a routine nature. Performs administrative
and clerical work related to provision of social services and
eligibility determination. Works under close supervision.

EXAMPLES OF WORK PERFORMED:

Recelves inquiries from clients; provides information, and refers
problems to the social worker; :

Secures from pre-determined sources, and verifies for accuracy and
completeness, collateral data used by the social worker;

Screens telephone calls received by the direct service worker and
handles routine client request, e.g., request for medical authoriza-
tion, authorization for special need items, etc.;

Maintains appointment schedule for the social worker, keeping the
worker informed of his appoilntments and cancellations;

Enters information and maintains housing, resource and job
opportunity files;

Enters factual data in case files;

Prepares and expedites agency forms (including statistical reports)
as directed by the socilal worker;

Maintains the worker's control system for periodic case review; school,
medical, and statistical reports; and medical, psychiatric, and dental
appointments and re-examinations;

Keeps records of his own activities and observations relating to
clients for use by the worker;

Assist clients in completing required forms and securing necessary
documents;

In contact with applicants and recipients of surplus commodities,
food stamps or Health Assistance payments and similar programs
determines factual aspects of eligibility and need but does not
assume responsibility for approval or certification;

Performs related duties as assigned.
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Sase_F L

Desirable Training and Experience: Graduation from high school

and one year of clerical experience.

Required Knowled,qesi Skills, and Abilitles. . (a) Ability to relate

warmly and sensitively to client's neéds.

(b) Some knowledge of social conditions in the community. ‘
(c) Some knowledge of the role of social agencies in the community.
(d) Ability to gather and report facts accurately.

(e) Ability to communicate orally and in written form.

Personal Attitudes and Attributes: Aptitude for handling routine
details; neatness in appearance and work; accuracy in detail;

~willingness and adaptability; alertness; good mémory; discretion

in maintaining confidentiality. .

Physical Characteristics: Good physical cond;tion;
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CLASS TITLE" Homemaker T1

DEFINITION: In county welfare departments which have one or more

Homemakers I and under the general supervision of a soclal worker

‘or other professional person assumes full or partial responsibility
"'"“in"the provision of homemaker services in more difficult cases and
":assists in the training and sdpervision of the'other homemakers.

CHARACTERISTIC DUTIES AND RESPONSIBILITIES.

”ASSumes any of the duties of a Homemakér I bit-in’ situations
‘requiring a h:gher cegree of homemaker Skillg t

‘Assists in orienting and training other*homémakers in reldtion
to the knowledges and skills expected of homemakers; :

: Provides the non—social work supervision for the other hOmemakers,
Completes simple records and reports of homémaker activities.
' DESIRABLE QUALIFICATIONS°

Experience: Two years of successful experience as a Homemaker I
or its equivalent in a public or private &agency. R

Physical health: Good physical health is required for the protection
of families and to carry the responsibilities of a job involving hard
physical work, travel in all kinds of weather, long hours, and
emotional strain, (Pre-employment and annual physical examinations
are required.)

Attitude toward people: Ability to get along with people and to
grow in understanding of them; respect for others and ability to
accept their differences.

a. To work with children, a homemaker should have warmth of person-
ality and should like children, have patlence with them, and be
sensitive to theilr feelings. Should be able to be consistently
firm and to deal with behavior that may be different from any
previously encountered,

b. To work with the aging, a homemaker should have a position
philosophy toward the aging and their continued potentials
for a satisfying and useful life. Must be able to give help
and sympathetic understanding in a way that enables the aging
individual to regain and/or sustain the highest pOSSiblL degree
of independent living.
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Emotional maturity: Satisfying personal relationships and ability to
find satisfaction in ‘caring for other people; capacity to assume re-
sponsibility and to perform duties competently; confidence in own
ability. It is important to be dependable, particularly in being on

the job as agreed. For instance, children already upset by a parent's
illness or absence will need uninterrupted care. The homemaker needs

to be sufficiently secure to withstand criticism by relatives, neighbors,
parents and even children. Flexibility is required in adapting to
various situations and in acquiring new attitudes and skills.

Respect for confidentiality: - Should understand the reasons. for
confidentiality and for refraining from discussing a family's problems
except with the social worker or, where indicated, with other pro=~
fessional workers, such as the physician or nurse coming into the
home. ‘ '

Intelligence and'capaCitV‘to learn through in-service training and
supervision: The homemaker must be able and willing to learn through
job experience supervision, and the training program of the agency.

Abilities: (a) To understand agency policies and procedures related
to the homemaker function. (b) To complete simple reports and
records. - {(¢) To work with others; to exercise reasonable judgment
in appraising situations, making decisions, planning &nd directing
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CLASS TITLE: Homemaker T

DEFINITION: Under the gemeral supervision of a social worker or
" other professional person in a county agency assumes full or partial
~ responsibility in homes threatened with disruption of family life,
", "‘for child or adult care, for household management, and for maintaining
normal functioning of the houne.

CHARACTERISTIC DUTIES AND RESPONSIBILITIES:

Assume homemaking duties on day or hourly assignment or as a resident
homemaker, including responsibilities for household management, keeping
the house in clean and orderly condition and maintaining normal family
living;

Provides for the ﬁhysical and emotional care and upbringing of child-
ren, This will vary according to the age and development of the child;

Helps with the care of the aged, ill or disabled, encouraging self-
~care and teaching other members of the family to carry out household
tasks within their capabilities;

Purchases -and prepares food for ‘the family, plans future meals,  and
helps in working out a budget;

Performs some routine household tasks such as daily cleaning, bed
making, washing up after meals, doing some light laundry, ironing
“and mending;

Assists with personal services such as help with bathing, dressing,
shavlng, care of hair and nails;

Supervises and assists in carrying out recommendations of physician,
nurse, social worker, physical therapist, or nutritionist. Teaches
and helps in personal adjustment with the goal of making the person
and family as self-sufficient as possible;

Encourages family members to participate in appropriate recreational
and cultural activities suitable to their ages and needs.

DESIRABLE QUALIFICATIONS:
Experience: Experience in care of children and adults and in home

management is essential, including performance of household duties,
and the purchase and preparation of food.
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Physical health: Good physical health is required for the protection of
families and to carry the responsibilities of a job involving hard

physical work, travel in all kinds of weather, long hours, and emotional
strain. (Pre-employment and annual physical examinations are required.)

Attitude toward people: Ability to get along with people and to grow in
understanding of them; respect for others and ability to accept their
differences.

a. To work with children, a homemaker should have warmth of personality
and should like children, have patience with them, and be sensitive
to their feelings. Should be able to be consistently firm and to
deal with behavior that may be different from any previously
encountered,

b, To work with the aging, a homemaker should have a position philosophy
toward the aging and their continued potentials for a satisfying and
useful life. Must be able to give help and sympathetic under-
standing in a way that enables the aging individual to regain and/or
sustain the highest possible degree of independent living.

Emotional maturity:. Satisfying personal relationships and ability to
find satisfaction in caring for other people; capacity to assume re-
sponsibility and to perform duties competently; confidence in own
ability. It is important to be dependable, particularly in being on

the job 'as agreed. Y¥or instance, children already upset by a parent's
illness or absence will need uninterrupted care. The homemaker needs

to be sufficiently secure to withstand criticism by relatives, neighbors,
parents and even children. Flexibility is required in adapting to
various situations and in acquiring new attitudes and skills.

Regpect for confidentiality: Should understand the reasons for
confidentiality and for refraining from discussing a family's problems
except with the social worker or, where indicated, with other profes-
sional workers, such as the physician or nurse coming into the home.

Intelligence and capacity to learn through in~service training and
gupervigion: The homemaker must be able and willing to learn through
her job experience supervision, and the training program of the agency.

Ability to work within an apency: The homemaker must be able to
understand that an employee of a social agency is different from a
household worker employed independently by the family. Must be
capable of learning to work with the social worker and other
professional workers in carrying out a casework plan in which
homemaker duties and role are defined.
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CLASS TITLE: Administrative Assistant

DEFINITION: Under the general supervision of. the director of a
Class III or IV agency, judge or children's board, supervises
- clerical employees, and/or performs specialized clerical functions
of considerable d1ff1culty and responsibility calling for thorough
familiarity with agency regulations and procedures; and performs
.other work as assigned.

EXAMPLES OF WORK PERFORMED:

Serves as the chief clerical employee or office manager, and in
that capacity may supervise a clerical and stenographic staff;

Plans and 1s responsible for the flow of work; assigns and checks
worl; and instructs the staff in proper office procedures

Works with the agency administrator in preparing budgets of"
estimated expenditures, county board reports, and prepares corres-
pondence and reports;

Is responsible for the record work involved in the purchase and
issuance of supplies and equipment necessary for the operation of
the agency, and the maintenance of a perpetual inventory record;

Is responsible for the clerical work in the handling of property
transactions, including verification of property values, filing
and disposition of liens, and property management ;

Is responsible for the agency's fiscal procedures; including the
preparation of payrolls and related financial and statistical
reports,

QUALIFICATIONS:

Desirable Training and Experience: Such training as may have been
gained through graduation from a college or university of recognized
standing: or graduation from high school and five years of office
experience, two years of which were at the Clerk III level; or an
equivalent combination of training and experience,.

Required Knowledges, Skills, and Abilities:

(a) Considerable knowledge of the functions, procedures, organization,
and laws and regulations governing the administration of the
unit involved.
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(b)
@
(e)

(£)
(g)

Considerable knowledge of modern office practices, procedures

. and equipment.

(c)JLWOrking knoyledge of the fundamental practices of public

administration.

‘Ability to’ carry out special and general assignments requiring

organization of material and development of procedures without
direct supervision.

Ability to exercise judgment and discretion in the application and
interpretation of departmental policies and regulations.

Ability to initilate and install administrative procedures and to
evaluate their effectiveness.

Ability to establish and maintain effective relationships with the
public and other employes.

Personal Attitudes and Attributes: Neatness in appearance and work;

emotional maturity; objectivity; resourcefulness; initiative and
reliability.

Physical Characteristics: Good physical condition. '



COUNTY MERIT SYSTEM CLASSIFICATION PLAN . .

CLASS TITLE: Clerk IIT

DEFINITION: .Under general supervision in-‘a county agency supervises
clerical employees, and/or performs specialized clerical functions
of considerable difficulty and responsibility calling for thorough
familiarity with agency rcgulations and procedures, and performs
other work as assigned.

EXAMPLES OF WORK PERFORMED:

Serves as the chief clerical employee or office manager in a Class I
or II agency, and in that capacity may supervise clerical and
stenographic staff ;

Plans and is responsible for the flow of work; assigns and checks
work; and instructs the staff in proper office procedures,

Works with the agency administrator in preparing budgets of
estimated expenditures, county board reports, and prepares cor-
respondence and reports;

Is responsible for the record work inveolved in the purchase and
issuance of supplies and equipment necessary for the operation of
the agency, and the maintenance of a perpetual inventory record;

Is responsible for clerical work in the handling of property
transactions, including verification of property values, filing
and disposition of liens, and property management;

Is responsible for the agency's fiscal procedures; including the
preparation of payrolls and related financial and statistical
reports;

Assumes a major role as medical clerk keeping medical records,
preparing medical reports, and when delegated authorizing medical
care.

QUALIFICATIONS:

Desirable Training and Experience: Such training as may have been
gained through graduation from high school, preferably with business
courses or additional business school training and three years of
office experilence of which one year shall have been at the Clerk II
level or equivalent; or an equivalent combination of training and
experience.
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Required Knowledges, Skills, and Abilities:

(a)
(v)

(c)

(d)
(e)

(£)

Thorough knowledge of office practices, and skill in their
application. -

Considerable knowledge of the departmental programs,
operations, and policy with rcspect to general functions per-
formed. ,
Thorough knowledge of commercial arithmetic and business
English.

Ability to meet the public and to get along well with others.
Ability to lay out work for others and to get results from -
their efforts.

5kill in meeting difficult and complex office situatioms.

Personal Attitudes and Attributes: Neatness in appearance and

work; emotional maturity; objectivity; resourcefulness; initiative;
and reliability.

Physical Characteristics: Good physical condition.
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CLASS TITLE: Clerk II .

DEFINITION:: Under supervision or subject to.review in a.county
agency performs general clerical work of a varied nature calling
for familiarity with agency procedures and the exercise of inde-
pendent judgment in- carrying out assignments; and performs other.
work as assigned. '

EXAMPLES OF WORK PERFORMED:

Vith appropriate supervision and more responsibility for planning
and carrying out varied clerical assignments, may perform any of
the duties listed under Clerk I and in addition:

Serves as clerical unit or section supervisor, assigns work, and
reviews and approves completed work;

Prepares requisitions, invoices, and receipts; checks bills against
approved schedules, vouchers payments, and posts to ledger accounts
from scurce documents;

Under supervision, prepares administrative sud assistance payrolls
and related statistical and financial records and izaports;

Maintains central control files;

Handles clerical detail for purchase and issuance of supplies and
equipment necessary for the operation of the agency, and maintains
inventory records.

QUALIFICATIONS:

Desirable Training and Experience: Such training as may have bheen

gained through graduation from high school and one year of office
experience or an equivalent combination of training and experience.

Required Knowledees, Skills, and Abilities:

(a) Considerable knowledge of modern office methods and procedures.

(b) Considerable knowledge of business English and spelling.

(c) Ability to perform somewhat varied and difficult clerical tasks,
and to give instructions to other clerical employees performing
routine tasks.,

(d) Ability to make arithmetical computations and to keep a variety
of records,

‘(e) Ability to meet the public and to get along well with others.

(f) Ability to understand and carry out oral and written instructions.
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,Personél Attitudes and Attributes: Aptitude for office work; neat-.
ness in appearance and work; accuracy in detail; willingness and

adaptability; alertness, good memory, discretion in maintaining
confidentiality. e ,

Physical Characteristics' Good physical condition,



COUNTY MERIT SYSTEM CLASSIFICATION PLAN

CLASS TITLE: GClerk I
DEFINITION: Under immediate supervision in a county agency where
procedures and regulations are carefully prescribed, performs
general clerical work and other work as assigned.
EXAMPLES OF WORK PERFORMED:
Acts as receptionist, answers the telephone; handles routine
inquiries; checks master index and refers persons to the appro-
priate staff members;:
Opens and distributes incoming mail;

Sorts and files materilal; keeps charge-out records;

Performs a variety of routine tasks; e.g., posts financial records;
checks and verifies payrolls and reports, and records as directed.

QUALIFICATIONS:
Desirable Training and Experience: Such training as may have been

gained through graduation from high school or an equivalent
combination of training and experience.

Required Knowledges, Skills, and Abilities:

(a) Ability to make simple computations and tabulations with
reasonable speed and accuracy.

(b) Aptitude for clerical operations,

(¢) Ability to understand and carry out oral and written instructions.

(d) Ability to meet the public and to get along well with others.

Personal Attitudes and Attributes: Aptitude for office work; neat~
ness in appearance and work; accuracy in detail; willingness and
adaptability; alertness; good memory; discretion in maintaining
confidentiality.

Physical Characteristics: Good physical condition.

(Reverse side of page is blank)
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CLASS TITLE° Stenqgrapher II

DEFINITION° Under supervision or subject to review in a county
agency performs general stenographic, secretarial or clerical
. work of a varied nature calling for familiarity with agency pro-
"cedures ‘and the exercise of independent judgment in carrying out
assignments, and performs_othex work 'as assigned.

EXAMPLES OF WORK PERFORMED:

With appropriate superv151on and more responsibility for planning
and carrying out varied cletrical assignments, may perform any of
the duties listed under Stenographer I and in addition:

Serves as clerical unit or section supervisor, assigns work and
reviews and approves completed work;

Prepares requisitions, invoices, and receipfs, checks bills against
approved schedules; vouchers payments and posts to 1edger accounts
from source documents; .

Under superviéion prepares administrative and assistance payrolls
and related statistical and financial records and reports;

Maintains central control files;

‘Handles clerical detail for the purchase and issuance of supplies
and equipment necessary for the operation of the agency, and main-
tains inventory records.

QUALIFICATIONS:

Desirable Training and Experience: - Such training as may have been
gained through graduation from high school including or supplemented
by 4 course in stenography and typing and one year of office
experience including stenography and typing; or any equivalent com-
bination of training and experience.

Required Knowledges, Skills, and Abilities:
.(a) Considerable knowledge of office practices and appliances
(b) Considerable knowledge of commercial arithmetic, business English
-and spelling.
(c) Ability to take notes from dictation and to transcribe the notes
‘ on the typewriter,
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(d)
(e)
(f)
(g)

(h)

Ability to type neatly and corréctly from plain copy.

Ability to perform somewhat varied and difficult clerical tasks.
Ability to meet the public and get along well with others.
Ability to lay out work for others and to get résults from their
work."

Mental alertness, neatness, accuracy, and dependabllity.

Personal Attitudes and Attributes. Aptitude for office work; neat-~

ness in appearance and work; accuracy in detail; willingness and
adaptability; alertness: good memory, discretion in maintaining
confidentiality°

Physical Characteristics: Good physical condition.




COUNTY MERIT SYSTEM CLASSIFICATICN PLAN

CLASS TITLE: Stenographer I

DEFINITION: Under immediate supervision in a county agency where
procedures and regulations are carefully prescribed, performs
stenographic and clerical work and other work as assigned.

EXAMPLES OF WORK PERFORMED:

Takes and transcribes dictation such as letters, case hlstory
narrative, reports, or office memoranda ;

Types varilety of material, such as payrolls, statistical and
financial reports; cuts stencils;

Performs a varlety of general clerical tasks such as filing;
prepares simple statistical and financial reports; opens and
distributes mailg

Acts as receptionist; answers the telephone; handles routine
inquiries and makes appointments.

QUALIFICATIONS:

Degirable Training and Experience: Such tralning as may have been
gained through graduation from high school including or supplemented
by a course in stenography and typing or any equivalent combination
of training and experience.

Required Knowledges, Skills, and Abilities:

(a) Working knowledge of business English and spelling.

(b) Ability to take ordinary dictation and to transcribe the notes
on the typewriter.

(c) Ability to type from clean copy.

(d) Ability to make clean and correct copies from corrected manu~
script, and to set up and type simple tabular statements,

(e) Ability to make simple computations and tabulations with
reasonable speed and accuracy.

(f) Aptitude for clerical operations.

(g) Ability to understand and carry out oral and written
instructions.,

(h) Ability to meet the public and get along well with others.

Personal Attitudes and Attributes: Aptltude for office work; neat-
ness in appearance and work; accuracy in detall; willingness and
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‘adaptabiiityg éiértness; good memofy; discretion in maintaining
confidentiality.

Physical Characteristics: Good physical condition.
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“CLASS TITLE: Iypist II

..DEFINITION: Under superv1sion or subJect to general review in a
 county agency performs typing and clerical work of a varied nature
“calling for familiarity with agency procedures and the exercise of
~independent judgment in carrying out assignments, and performs '

other work as assigned

_ EXAMPLESVOF WORK PERFORMED:

- With appropriate supervision and more responsibility for plannlng

and carrying out varied clerical assignments, may perform any of
the duties listed under Typist I and in addition:

Serves as clerical unit or section supervisor; assigns work; and
reviews and approves completed work; '

Prepares requisitions, invoices, and receipts; checks bills
against approved schedules; vouchers payments; and posts to
ledger accounts from source documents;

Under supervision, prepares administrative and assistance payrolls
and related statistical and financial records and reports;

Maintains central control files;

Handles clerical detail for purchase and issuance of supplies and
equipment necessary for the operation of the agency, and maintains
inventory records.

QUALIFICATIONS:

Desirable Training and Experience: Such training as may have been

gained through graduation from high school including or supplemented
by a course in typing and one year of office experience which
included typing or any equivalent combination of training and
experience.

Required Knowledges, Skills, and Abilities:

(a) Considerable knowledge of modern office methods and
procedures,

(b) Knowledge of business English and spelling.

(c) Ability to type from clean copy, to type copy correctly from

rough manuscript, and to set up and type tabular matter neatly
and correctly.
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(e)

(£)

(g)

COUNTY MERIT SYSTEM CLASSIFICATION PLAN

Ability‘to pefform somewhat varied and difficult clerical:
tasks and to give instructions to other clerical employees
performing routine tasks, :

- Ability to make arithmetical computations and to keep a.

variety of -records.
Ability to meet the public and to get along well with others.
Ability to understand and carry out oral and written instructions.

Personal Attitudes and Attributes: Aptitude for office work, neat-

ness in appearance and work; accuracy in detail; willingness and.
adaptability; alertness; good memory, discretion in maintainlng
confidentiality. . : ‘

Physical Characteristics: Good physical condition.
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CLASS TITLE: Typist I

DEFINITION: Under immediate supervision in a county agency where
procedures and regulations are carefully prescribed, performs typing
and clerical work and other work as assigned,

EXAMPLES OF WORK PERFORMED:

Types administrative and agsistance payrolls, award letters, statis-
tical and financial reports; types letters and reports from rough
draft; types reports from dictating machines; cuts stencils;

Performs a varilety of general clerical tasks such as filing; pre-—
pares simple statistical and financial reports; opens and dis-
tributes mail;

Acts as receptionist: answers the telephone; handles routine in-
quiries and makes appointments.

QUALIFICATIONS:

Desirable Training and Experience: Such training as may have been
gained through graduation from high school including or supplemented
by a course in typing or any equivalent combination of training and
experience.

Required Knowledges, Skills, and Abilities:

(a) Working knowledge of business English and spelling.

(b) Ability to type from clean copy and correct copies from
corrected manuscript and to set up and type simple tabular
statenents.

(c) Ability to make simple computations and tabulations with
reasonable skill and accuracy.

(d) Aptitude for clerical operations.

(e) Ability to understand and carry out oral and written instructions.

(f) Ability to meet the public and to get along well with others.

Personal Attitudes _and Attributes: Aptitude for office work; neat-
ness in. appearance and work; accuracy in detail; willingness and
adaptability; alertness; good memory; discretion in maintaining
confidentiality.

Physicél Characteristics: Good physical condition.
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