














































































Personnel Policy Review 
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Outline  

•Reference Information 
•Background  
•Purpose 
•Procedure 
•Guiding Principals 
•Employee Questions/Answers 

•Questions 
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Reference Information 

Material from January 14, 2020 Board Meeting 
 

 

 

1. Jefferson County Personnel 
Policies Memorandum 

2. Summary of Section of 
Personnel Policy Proposals 

3. Draft of Personnel Policies 
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Background/Purpose 
  

1. Applicability 

2. Conflicting Policies/Practices 

3. Sensible/Functional 
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Applicability 
 
 

Last major Revisions: 
•  Some sections following Act 10 
•  December, 2004 
•  January, 1986 
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Conflicting Policies/Practices 

• Identified practices that did not have a policy, and 
created one (i.e. Travel) 

• Reviewed if current policies reflect actual practice (i.e.  
Use of Comp Time) 

• Compared policies with other County documents 
(benefit documents) to ensure consistency 

• Compared current personnel policies with each other 
within the Personnel Ordinance 
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Sensible/Functional 
 

• Ensure written for entire employee population 
• Policies should be short and easy to understand 
• Employment laws sometimes make shortness a challenge 

• Family and Medical Leave Act 
• Harassment and Discrimination laws 

• Avoid overly legalistic language 
• Do we really need a policy on this topic? 
• Avoid information that changes frequently (i.e.  Specific 

social media) 
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Purpose 
1. Communication Resource 

• County mission, values, policies, procedures and 
benefits 

2.  Limits Legal Liability 

• Protects against discrimination and unfair treatment 
claims 

• Explains and complies with applicable laws 

3.  Employee Resource 

• Helps orient new employees 

• Answers questions that arise during employment 
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Procedure 
  

1. Discussions with Management Team February, 2019 

2. Updates to HR Committee beginning in March, 2019 

3. Hired Consultants April, 2019 

4. Meetings with Management Team and Consultants 

5. Employee Work Groups 

6. Draft distributed to County Board and Employees, January, 2020 

7. Employees provided an opportunity to comment/provide feedback 

8. Review of comments and reconsideration of policy modifications 

9. Introduce final section which includes benefits and leaves of absences, 
following same procedure 

10. Determine implementation date(s) 

11. Final recommendation for Board 

12. Training for managers 

13. Training for employees 
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Guiding Principles 

1.Consideration of all “players” 

2.Follow County’s Guiding Principles 

3.Transparency and Mutual Interest 

4.Consistency and Fairness 

5.Flexibility 
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Consideration of All Players 

1.Employees 

2.The County 

3.Citizens/Stakeholders 
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County Guiding Principles 
1. We will work to maintain the “small town feel” that is part of what 

defines Jefferson County.  

2. We will value conservation and our natural resources. We are 
respectful stewards of our finite natural resources.  

3. We will manage County resources in a financially prudent manner.  

4. We will make policy decisions in an open and transparent manner.  

5. We will manage our human capitol with the same amount of 
responsibility as we do other aspects of our business. Our staff is not 
just a means to an end but people with ideas and abilities.  

6. We will encourage collaboration among departments, in our towns, 
cities and municipalities and in our region.  

7. We will work to find a balance between preserving our agricultural 
heritage with business and residential development.  

8. We will commit to the health and well-being of all our stakeholders 12 



Principle of Transparency and Mutual 
Interest 

 

We consider all employees as part of the organization’s 
team and value their participation and input in the 
formulation of policies.  A large number of concerns 
that arise due to misunderstanding or disagreement 
can be addressed and avoided. 

Employees should know that that the interest of 
management is common with the employees and all of 
our main goal is to serve the public in the most efficient 
manner possible. 
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Principle of Consistency and Fairness 

One of the most common themes HR 
hears from employees is they want to 
be treated fairly.  They want 
consistency and uniformity in applying 
policies, standards, and expectations 
given similar situations.  
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Principle of Flexibility 

A personnel policy should be such that it can 
adapt to changes in the County based on its 
needs, operations, and management. 
Policies providing the umbrella for which 
departments can function will allow 
flexibility in times of growth and change. 
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Employee Questions/Answers 
• Section 100 – Introduction (4 comments) 

• Section 200 – Employment Categories (20 comments) 

• Section 500 – Employee Files and Records (1 comment) 

• Section 600 – Hours of Work, Scheduling, and Closures (29 comments) 

• Section 800 – Travel (5 comments) 

• Section 900 – Promotion, Demotion and Transfer (2 comments) 

• Section  1000 – Compensation (25 comments) 

• Section 1200 – Professional Development, Training, and Licensing (1 comment) 

• Section 1300 – Benefits (2 comments) 

• Section 1600 – Employee Conduct and Work Rules (13 comments) 

• Section 1900 – Alcohol and Other Drug Abuse Policy (1 comment) 

• Section 2000 – Harassment (1 comment) 

• Section 2100 – Discipline and Termination (9 comments) 

• Section 2200 – Grievance Procedure (3 comments) 

• Section 2300 – County Constitutional Officers (1 comment) 

• Section 2400 – Separation of Employment (2 comments) 

• Miscellaneous  (10 comments) 
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Introduction 
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200.1 – Employment Categories 
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200.3 – Conditions of Ongoing 
Employment Eligibility 
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200.3 – Conditions of Ongoing 
Employment Eligibility 
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200.4 – Recruitment and Selection 
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Section 500 – Employee Files and 
Records 
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Section 600 – Hours of Work, 
Scheduling, and Closures 
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Section 600.1 – Hours of Work, 
Non-Exempt (hourly) employees 

 

24 



Section 600.2 – Hours of Work, 
Exempt (salaried) employees 
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Section 600.3 – Work Schedules 

 

26 



Section 600.4 – Volunteering and 
Secondary Employment 
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Section 900 – Promotion, 
Demotion, and Transfer 

 

28 



Section 800 –  Travel 
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Section 1001.1 –  Pay Plan 
Administration 

 

30 



Section 1001.2 –  Job Change 
Implementation 
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Section 1001.3 –  Pay During Inclement 
Weather, Emergencies, and Closures 
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Section 1001.4 –Additional Pay for 
Non-Exempt (Hourly) Positions 
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Section 1001.5 –Compensation for 
Exempt Positions 
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Section 1200 – Professional 
Development, Training, and Licensing 

 

35 



Section 1300 – Benefits 
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Section 1600 – Employee Conduct 
and Work Rules 

 

37 



Section 1600.1 - Attendance 

 

38 



Section 1600.3 – Disclosure and 
Confidentiality 

 

39 



Section 1600.5 – Fraternization 

 

40 



Section 1600.6 – Dress Attire, 
Appearance, and Demeanor 

 

41 



Section 1600.8 – Secondary 
Employment 

 

42 



Section 1600.9 – Smoke Free, Vape 
Free and Tobacco Free Workplace 
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Section 1600.11 – Weapons in the 
Workplace 

 

44 



Section 1900 – Alcohol and other 
Drug Abuse Policy 

 

45 



Section 2000 – Harassment 

 

46 



Section 2100 – Discipline and 
Termination 

 

47 



Section 2200 – Grievance Procedure 

 

48 



Section 2300 – Constitutional 
Officers 

 

49 



Section 2400 – Separation of 
Employment 

 

50 



General Comments 

 

51 



Please send questions/comments to Terri Palm, Human 
Resources at terrip@jeffersoncountywi.gov or 920-674-7103 52 

mailto:terrip@jeffersoncountywi.gov
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