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17 DEAPRTMENT OF HEALTH SER/ICES DHS 5.05

Chapter DHS 5
PERSONNEL ADMINISTRATION IN LOCAL HUMAN SERVICES AGENCIES

DHS5.01 Purpose. DHS 5.05 Training and employee development.

DHS 5.02 Delegation of authority DHS 5.06 Separation and performance evaluation.
DHS 5.03 Recruitment, selection and appointment. DHS 5.07 Equal employment opportunity and appeals.
DHS 5.04 Classification and compensation plan. DHS 5.08 Political activity

Note: Chapter PW-R 10 as it existed on July 31, 1981, was repealed and a neynderrepresenteid the work force to help ensure they are among

chapteHSS 5 was createdfeftive August 1, 1981Chapter HSS 5 was renumbered f f
chapteHFS 5 under s. 13.93 (2m) (b) 1., Stats., and corrections made under s. 1g.§candldates from whom appointments are made.

(2m) (b) 6. and 7., StatsRegistey April, 1997, No. 496Chapter HFS 5 was enum- (b) The recruiting program shall be designed to meet current
beredto chapter DHS 5 under s. 13.92 (4) (b) 1., Stats., and cections made  andprojected work force needs and shall be tailored to the number
under s. 13.92 (4) (b) 7., StatsRegister November 2008 No. 635 L ! .

andtype of positions to be filled and to labor market conditions.
(2) SELECTION AND APPOINTMENT. Selection procedureshall

DHS 5.01 Purpose. The purpose of thishapter is to licant attribut f fulo
ensurefair and eficient personnel administration of local aging 2SS€Spplicant attributes necessary for successfulpetior
nance shall be based upon the duties and responsibilities of the

mental health, alcohol and other drug abuse, developmental di to be filled and shall provide for the appropriate ranking of

abilities, public health, income maintenance and social SerVicapplicantsfrom themost qualified to the least qualified which
positionssupported by federal funds which require f@tsonnel shall constitute the employment list,

standardson a merit basis be establishadd maintained. The - .

departmenbf health services, pursuaiat ss.46.016 49.78 (4) . (&) Appointments shall be made from employment lists estab

and(7), 51.42 (7) (b)51.437 (16)and227.11(2), Stats., shall lishedon the basis of the relative abiliknowledge and skills of

ensurethe continued receipt of those federal funds by providirf§e applicants.

direct merit personnel services to local employees or assigning(b) The number of applicants to be considered for employment

thatresponsibility to local employers. shallbe determined prior to the initiation of any selection proce
History: Cr. RegisteyJuly, 1981, No. 30yeff. 8—1-81; corrections made under dure.

51393 (12;32(?2)7(5)%t_"j‘tgiaetgcfégs’t\é?‘ﬁg\‘,%%bzeoroz“og‘é’Ni?%"sfgec“"” made (c) Job related minimum training and experience requirements

shallbe established for each job. The requirements shall be met

DHS 5.02 Delegation of authority. (1) OFFER AND by all candidates in order for them to be eligible for examination

ACCEPTANCEOF DELEGATION. Determination by the departmesft @ndappointment. _ ) _
healthservices that the local employer has af stapability to (d) Permanent appointments shall be contingent upon satisfac
administerthis chapteshall lead to an &ér by the department of tory performance by the employee during a fixed probationary
healthservices of delegation, and acceptance of ttfat shall period.

makethe local employer responsible for the administratioisf (e) Temporary appointments shall have a reasonable time
chapter. limit. If the employment lists of eligible applicants are available,

(2) PERIODICEVALUATION BY THEDEPARTMENT. () The depart theynormally shalbe used for filling temporary positionsefi-
mentof health services shalbntinue periodic evaluations of thePoraryappointments may be made to provide for maintenance of
performanceof the local employer to ensure that this chapter gSsentiabervices in an emgency situation.
beingadministered fairly and iently. (3) CAREERADVANCEMENT. Only employees who successfully

(b) Any violations of merit principles discovered by thecOmpletea fixed probationary period may be promoted to higher
departmenbf health services in its evaluation of the local employ€Ve! jobs provided the agency ensures that all those considered
er’s performance shalie reported to the employer for correction€ligible for promotion are qualified for the job.

. h . . - History: Cr. RegisterJuly, 1981, No. 307ef. 8—1-81.

(c) Failure by the employer to correct violations identified by
the dep_artment of health services may result in withdrawtheof  DHS 5.04 Classification and compensation plan.
delegation. Equitableand adequate compensation shall be provided.

(3) ADMINISTRATION BY THE DEPARTMENT. The department of (1) CrassiFicaTion PLAN. The classification plan shall be
healthservices shall administer this chapter until such time asiaintainedon a currenbasis. It shall include all job groupings
determineshat the local employer has a &tafpability to admin  with similar duties, responsibilities, training arekperience
isterthe chapter and agrees to administer it, or following a-detegquirementsind other characteristics to which commontijths
minationthat an employer has failed torrect violations identi  andcompensation provisions may be applied. It shall be utilized
fied and reported to the employer by thepartment of health for decision makingn compensation, selection, employee devel
services. . . opmentand other personnel program activities.
e e,k cggectons made under* (2) CowpensaTIoNPLAN. The compensation plan shafsign

pay rates or ranges to thefdient job groupings in the classifica

DHS 5.03 Recruitment, selection and appointment. tion plan on acurrent basis and shall take into account the respon
Recruitmentselection and appointment of appli%gnts for emplo;?IbIIIty and dificulty of the work and theompensation needed to
mentand advancement of employestall be on the basis of theirCOHmpEt,e'n the I_abor market.

. o A istory: Cr. RegisterJuly, 1981, No. 307eff. 8-1-81.
relative ability, knowledge and skills.

(1) RecruiTMENT. Recruiting eforts shall ensure that inter  DHS 5.05 Training and employee development.
estedand qualified applicants from outsitlee employing agency (1) EMPLOYEE TRAINING. Employees shall biained as needed
areconsidered for employment. to assure high quality performance.

(&) Emphasis shall be placed on recruitinfpee$ to attract (2) ORGANIZED TRAINING PROGRAMS. Omganized training pro
minorities, women and members of other groups substantialramsshall be established as needed for the purpose of enhancing
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DHS 5.05 WISCONSINADMINISTRATIVE CODE 18

the knowledge, proficiengyability and skills of employees in tion, as provided in subcH. of ch. 111, Stats., and relevant federal

orderto keep them abreast of current developments in their ocstatutesincluding, but not limited to, the Equal Employment

pationalfields in order to assure high quality performance.  OpportunityAct of 1972 42 USC 2000e-200647), the Rehabi
History: Cr. RegisterJuly 1981, No. 307efl. 8-1-81. litation Act (29 USC 701-70Q the Age Discrimination in

Empl 2 21- he E A
DHS 5.06 Separation and performance evaluation. Urgg%ge;t]Aaﬁtb(EQagi?eg to SI?))sgrsdolr[ws? quabay Act @9

Employeesshall beretained on the basis of the adequacy of their (2) AFFIRVATIVE ACTION. An affirmative action plan shall be

performance. developedand implemented timcrease the utilization of women,

(1) EwpLovEE EvaLUATION. Employeesshall be evaluated yingrities anchandicapped persons previously underutilized and
periodicallyon a job related basiy their supervisors to ascertainyngerrepresentel theidentification of goals and establishment
the adequacy of their job performance in relation to agency perfef timetables formulateto correct substantial disparities. The
mancestandards. _ _ _ planshall include:

(a) Performance evaluations determined through a joint 3y provision for the collection and maintenance of data on
review by supervisor and employee of job results achieved Shéﬂplicantsand employees by race, sex, ethnic group and handi
bethe basis for personnel actionsésognize or to reward supe cappedstatus to determirtiae impact of the selection process on
rior performance. L ) the composition of the work force;

__(b) Where performance deficiencies exist, a performance ) periodic evaluation of results to assess tfezgfeness of
improvementplan shall be initiated by the supervisor and thg,o plan in achieving both lorigrm and interim goals on a timely
employee. basis;and,

(c) Procedures shall be established to provide for the transfer(c) Prohibitions against unlawful discrimination.
demotion,or dischage of employeewhose performance cortin (3) AppEALS. In the event of demotion or separation, perma

ggf’rte%g? inadequate after reasonablleres have been made to nentemployees shall be provided with the right to appeal through
) animpartial process that may be recommendatory or enforceable
(2) LAYOFFS AND SEPARATIONS. Employees who have cem gn the employerAppeals of alleged discrimination of an appli

pleteda fixed probationary period shall not be subject to Ryogantor employee shall also be provided through an impartial pro
exceptfor reasons of curtailment of work or lack of funds. cessthat shali result in timelyenforceable decisions.

(a) A layoff procedure to reduce theork force shall be devel  History: Cr. RegisterJuly, 1981, No. 307ef. 8-1-81.
opedbased upon an evaluation of performance and length-of ser o o
vice that shall ensure the retention of the most compstatior DHS 5.08 Political activity. (1) RESPONSIBILITY OF
employees. LOCAL GOVERNMENTs. Local employers shall inform their
(b) Employees who have completed a fixed probationa! ployeesof their political rights and of prohibited practices

periodshall not be dischged except for good cause. Grounds fofinderthe Hatch Act§ USC 1501-1508

dischargenclude, but are not limited to, irfigfiency, neglectof (2) POLICIES CONCERNINGPOLITICAL ACTIVITY. (&) Policies on
duty, official misconduct or malfeasance irfioé. political activity shall be adopted and enforced to ensure that all
History: Cr. RegisterJuly 1981, No. 307ef. 8-1-81. employeedave the right to express their views as citizens, to pur

) suetheir legitimateinvolvement in the political system and to
DHS 5.07 Equal employment opportunity and vote.
appeals. Fair treatment of applicants amtnployees in all () Policies on political activity shall ensure that employees
aspectf personnel administration shall be assured. not engage in or be subject to coercion for political purposes or

(1) EQUAL EMPLOYMENT OPPORTUNITY. Fair treatment and seekcandidacy for public dite in a partisan election.
freedomfrom unlawful discrimination in personnel administra History: Cr. RegisterJuly 1981, No. 307eff. 8-1-81.
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