
02.03.07 Discharge of 
Classified Employee

Presenter
Presentation Notes
This training provides an overview of the Discharge of a Classified Employee procedure



Why This Procedure Is Important

This AMOP provides leaders with the procedure for bringing 
Charges for Discharge against an employee in the classified 

service who has violated Civil Service Rules or departmental work 
rules, acted in such a manner as to be shown to be incompetent 

to perform the duties of their assigned position, or to have 
otherwise merited discharge.
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Presentation Notes
This procedure outlines the process for seeking the discharge of a Civil Service employee who has acted in a manner which warrants discharge from Milwaukee County.



To Whom Does This Procedure Apply?

This procedure applies to all Milwaukee County employees in the 
classified service which are not specifically excluded by Wisconsin 

Statue 60.03.
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Typically, most Milwaukee County employees are in the classified service and are considered protected by the Civil Service Rules.  Wisconsin Statue 63.03 expressly excludes certain positions – mostly higher level positions such as department heads, elected officials and their deputies, employees of the District Attorney’s office, Transit employees, student interns, and those otherwise excluded by the Civil Service Commission.



Here Is What the Procedure Says:

• When an employee in the classified service has acted in such a  
manner that merits discharge, Written Charges for Discharge 
may be considered.

• Leaders should collaborate with their HR Business Partner, who 
will confer with Corporation Counsel prior to filing Written 
Charges for Discharge to ensure there is sufficient evidence to 
support the charges.
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When an employee can be shown to have violated a departmental work rule or a Civil Service Rule (VII, Section 4).  This could be performance-based or behavior-based.  Typically, prior corrective action efforts have been made to call attention to the behavior or performance deficits and provide the employee with an opportunity to improve.  Occasionally, an employee’s behavior is egregious enough that immediate termination may be sought.

It is of critical importance that leaders and managers confer with their HR Business Partner when they wish to consider the termination of a classified employee.  HR Business Partners will collaborate with leaders to gather the evidence surrounding the misconduct or poor performance.  HR Partners will then work with Corporation Counsel to ensure there is sufficient evidence to support the Written Charges for Discharge.  




• The HR Business Partner will prepare the Written Charges 
against Civil Service Employees and will refer to Milwaukee 
County Ordinance Appendix A – Civil Service Rules for the 
Milwaukee County Government, Rule VII, Section 4 – Causes 
for discharge, suspension or demotion and/or reevaluation, and 
Rule II, Section 5 – Disqualification. 
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The HR Business Partner will refer to Civil Service Rule VII, Section 4 – Reasons for Discharge when the Written Charges for Discharge are drafted to ensure the appropriate reason for discharge is referenced in the charges.



• The Leader will review and sign the Written Charges for 
Discharge recommending the discharge of the employee in the 
classified service.

• The HR Business Partner will submit the finalized Written 
Charges against Civil Service Employees to the PRB/CSC.
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The Leader – typically the Department Head, will sign the Written Charges for Discharge recommending to the Personnel Review Board that the employee be discharged.  The HR Business Partner will submit the final Written Charges for Discharge to the PRB/CSC.

http://county.milwaukee.gov/ImageLibrary/Groups/cntyPersonnelEthics/PRBDisciplineFiles/DIS_Form.pdf


• An employee may be suspended from duty with pay pending 
the investigation of the behavior or performance by the 
department.

• Typically, an employee against whom Written Charges for 
Discharge have been filed will be suspended from duty without 
pay pending a hearing before the PRB/CSC.   
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There may be situations where an employee is suspended from the workplace, pending an investigation, prior to Written Charges for Discharge are filed.  Some instances of where this may be appropriate would include a threat of violence, or employee theft of Milwaukee County property.  In these cases, the employee is suspended with pay.  At the time Written Charges for Discharge are submitted to the PRB/CSC, an employee is suspended from the workplace without pay.



• The PRB/CSC will serve the employee with a copy of the 
Written Charges for Discharge and a date to appear at a 
hearing before the PRB/CSC to offer a defense.

• At the hearing, the PRB/CSC will determine whether the Written 
Charges for Discharge should be upheld.
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The PRB/CSC serves the employee with the Written Charges for Discharge and provides a notice of hearing where the employee will appear.  This notice must be within 21 days of the filing of the charges.  The PRB/CSC will hear the case, review the evidence and listen to witness present testimony.  After hearing both sides present argument, the PRB/CSC will make the determination as to whether the Written Charges for Discharge will be upheld.



Quiz Questions?
After reviewing the Procedure, you will be asked the 

following questions to complete the training:



1. True or False?
A Leader or Manager can decide to discharge an employee without 

conferring with their HR Business Partner.
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True or False. A Leader or Manager can decide to discharge an employee without conferring with their HR Business Partner.
False- Leaders should collaborate with their HR Business Partner, who will confer with Corporation Counsel prior to filing Written Charges for Discharge to ensure there is sufficient evidence to support the Charges.



2. At what point in the discharge process is an employee suspended without pay?
A. When the Leader signs the Written Charges for Discharge. 
B. When the Leader meets with the employee to advise that Written Charges for 

Discharge are being filed. 
C. Immediately.
D. None of the above.
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At what point in the discharge process is an employee suspended without pay?
A. When the Leader signs the Written Charges for Discharge. 
B. When the Leader meets with the employee to advise that Written Charges for Discharge are being filed. 
C. Immediately 
D. None of the above
	*Answer: B. When the Leader meets with the employee to advise that Written Charges for Discharge are being filed. 




3. Who prepares the Written Charges for Discharge and submits them to the PRB/CSC?

A. The HR Business Partner
B. The Employee’s Manager

C. Corp Counsel
D. Both A & B
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Who prepares the Written Charges for Discharge and submits them to the PRB/CSC?
A. The HR Business Partner
B. The Employee’s Manager
C. Corp Counsel
D. Both A & B
*Answer: A. The HR Business Partner will submit the finalized Written Charges for Discharge to the PRB/CSC.
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