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Agenda
Human Resources Committee
Jefferson County Courthouse
311 S Center Ave, Room 112
Jefferson, Wl 53549

Tuesday, March 15, 2016 @ 8:00 a.m.

Committee Members: James Braughler, Chair; Jim Mode, Vice-Chair; Greg David,
Secretary; Paul Babcock; and Michael Wineke

Call to order

Roll call (establish a quorum)

Certification of compliance with the Open Meetings Law
Review of the Agenda

Citizen comments - Members of the Public who wish to address the Committee on
specific agenda items must register their request at this time

Communications
Approval of February 16, 2016 minutes
First quarter, 2016, Retirement Recognitions to be presented to County Board

Discussion and possible action to eliminate one vacant part-time Disabled Benefit
Specialist position, eliminate one vacant part-time ADRC Specialist position, eliminate
one part-time Elderly Benefit and create one full-time Elderly and Disabled Benefit
Specialist position at Human Services

Discussion on assigning future agenda items on Task Force assignments ~ Review
Human Resources policy and operations countywide in classification and compensation;
Enterprise Resource Planning software technology options; Professional development
and training opportunities; recruitment and retention strategies; succession planning
strategies

Discussion and possible action to amend the County’s HIPAA Notice of Privacy
Practices

Convene into closed session pursuant to Wisconsin State Statues Section 19.85 (1)(b),
consideration of employee discipline and Wisconsin Statutes Section 19.85 (1)(g),
conferring with legal counsel concerning strategy to be adopted by the County with
respect to litigation regarding an Equal Employment Opportunity claim in which it is or
is likely to become involved.

Reconvene into open session for consideration and possible action regarding items
discussed in closed session

Review Human Resources Department monthly Financial Report from December, 2015



15.  Report from Human Resources Director

e oR

€.

f.

Human Resources January and February, 2016 monthly Reports

Vacant Position requests

Emergency Help requests

Summary of additional step(s) and/or benefits offered to new and current
employees

Reclassification Recommendations

Leave of Absences approvals

16.  Set next meeting date and agenda

17.  Adjournment

Next scheduled meeting: Tuesday, April 19, 2016 @ 8:30am.

A quorum of any Jefferson County Committee, Board, Commission or other body, including
the Jefferson County Board of Supervisors, may be present at this meeting.

Individuals requiring special accommodations for attendance at this meeting should contact
the County Administrator 24 hours prior to the meeting at 920-674-7101 so appropriate

arrangements can be made.



10.

HUMAN RESOURCES COMMITTEE
MEETING MINUTES
February 16, 2016 @ 8:30am
Jefferson County Courthouse, Room 112

Call to Order: Chair, Jim Braughler called the meeting to order at 8:30am.

Roll Call: Present: Jim Braughler {Chair), Jim Mode (Vice Chair), Greg David (Secretary). Pau!
Babcock, and Michael Wineke. Excused: Others present: Staci Hoffman, Terri Palm, Benjamin
Wehmeier.

Certification of compliance with the Open Meetings taw: Confirmed by B. Wehmeier, County
Administrator.

Review of Agenda: Reviewed with no changes.

Citizen Comment: None.

Communications: Recommendation of the reclassification request for the Register of Deeds

position was distributed.

Approval of the February 4, 2016 minutes. Motion by J. Mode, second by P. Babcock, to
approve the February 4, 2016 minutes as amended, by including a second to item #9. Motion
approved as amended 4:0, with 1 abstain (G. David).

Discussion and possible action establishing wages and benefits for the 2017-2020 term for the
constitutional elected officials of County Clerk, Register of Deeds and Treasurer. Motion by M.
Wineke, second by G. David, to recommend salaries as proposed, starting at step 7 of
applicable pay grade, with a 1% for each year of the four year term. Motion carried 5:0.

Next Meeting date and agenda items: Next scheduled meeting set for Tuesday, March 15,
2016 @ 8:30am.

Adjournment: Motion by G. David, second by }. Mode. Motion Carried 5:0. Meeting
adjourned at 8:39a.m.
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NEW POSITION COVER FORM

This is a request for 1 new position

Department/Facility: Human Services

Subdepartment/Unit: Aging Division

Proposed Job Title: 1 Full time Elderly and Disabled Benefit Specialist
Requested by: Kathi Cauley

Provide a brief summary of the purpose and duties of the new position.

We currently have one part time Elderly Benefit Specialist position. Alyssa Kulpa
is in this position.

We have one part time Disabled Benefit Specialist and one part time ADRC
Specialist position. Both of these positions are empty at this time.

All three positions have experienced high turnover and have been very difficult to

recruit for.
We would like to combine these positions into one full time Benefit Specialist

position.
What are the consequences if this position is not approved?

If this position is not approved we will not meet our ADRC contract obligations
and not be able to meet the need for benefit counseling. Additionally, the part
time Elderly Benefit Specialist is actively seeking full time employment. .

How would this position be funded?
ADRC funds per the contract with the State..

Please state the position or person previously responsible for the duties being
performed by the new position, and the degree of involvement/responsibility
this position will still have.

Part time workers were responsible. WE have one remaining part time worker and
we believe she would apply.

Please indicate what, if any, staffing changes you foresee in the next 5 years.
We are uncertain what changes may come in the State contract in 2 years. We do
have a rapidly growing number of elderly citizens who are in need of these
services.



REQUEST TO FILI1. A NEW POSITION

1. Position to be filled: Benefit Specialist full time
Department/Unit: Human Services
Approximate Hours: 40 hrs./week

Grade 6 20.90 per hour $68,814 with health & retirement

2. Why is the position vacant? This position is new. .

3. What efforts have you made to change the position?
3 part time to 1 full time

4. What would happen if the position is not filled?
First, we would not spend our State allocation and have to return funds.
Secondly, we would have to pay social workers, with higher salaries and high
case loads, to do this work. Lastly, elderly and disabled citizens would not
have the benefit counseling and enrollment that is needed. This would
increase county levy costs.

5. Your recommendation, including anticipated date to fill? I am requesting to
fill these positions on 4/12/14 after County Board approval.

Submitted by: Kathi Cauley, Director Date: 3/1/16
Human Services



RESOLUTION NO. 2015-
Eliminate a part-time Elder Benefits Specialist position, a vacant part-time Disabled Benefit Specialist
position, a vacant part-time Aging & Disability Resource Specialist I position and create one full-time

Elderly and Disabled Benefit Specialist position at Human Services

Executive Summary

Jefferson County currently has one full-time and one part-time Elder Benefits Specialist positions that
provide benefit counseling and education, legal information, advocacy and representation to County residents 60 years of age
or older. The County also has one full-time and one vacant part-time Disabled Benefit Specialist position, which provide
similar services to disabled, adult residents. In addition, the County has fo _Z:Agmg and Disability Resource Specialist I/If
pos;tlons and one vacant part-time Aging and Disability Resource Specialist I position that provide a variety of counselling
services to the elder and disabled aduits of Jefferson County, With: tensifying need and demand to provide these
crucial services, and with the fast-growing population of both elderly and disabled adults in Jefferson County, it is becommg
even more critical to provide consistency to these residents. Unfortunately, the as been a high-level of turnover in the
non-benefited, part-time positions, hindering the ability to pro_: ide consistent contmmty f care.

The Human Services Director, with the support 0 t'he Human Services Board ind the County Administrator, is
requesting the elimination of one part-time Elder Benefits Spemahst position, one vacan"_f part-time Disability Benefits
Specialist, one vacant part-time Aging and Disability Resource Specialist I position and creatio  of one full-time Elder and
Disabled Benefits Specialist. This new position ( 10 hoth the clderly and disabled adult citizens of
Jefferson County. Although the part-time Elder Benefits ‘Specialist position is currently filled, the incumbent will have the
opportunity to apply for the full-time position. Additxonal:- federal and state funding is available to cover any additional
expenses of a full-time position. On March 15, 2016 _the Human Resources Committee reviewed the request from the
Human Serv1ces Director and is recommendmg the ehmmatlon of e aforeméntloned part-time positions and creation

| and the creation of one full-time Elder and Disability Beneﬁts
rvxces to both ‘County residents 60 years of age and older and disabled
adult residents.

NOW, THEREFORE BE IT RESOLVED .that the 2016 County Budget setting forth position allocations and
funding at the Human Services Department be and is hereby amended to reflect the above change, to become effective

upon passage.

Fiscal Note: The annual difference of cos iminating the three part-time Elder Benefits Specialist, Disability Benefits Specialist
and Aging and Disability Resource Spéc alist | positions and creating a full-time Elder and Disability Benefits Specialist is an
additional $2,673. This position Is fully funded by Federal and State dollars available with the ADRC contract and Federal Draw
Down.  Although, no tax levy is required, a budget amendment is required for the additional Federal Draw Down. County Board
approval requires a two-thirds vote of the entire membership (20 votes of the 30 member County Board).

Ayes Noes Abstain Absent Vacant
Requested by
Human Resources Committee 04-19-16
Terri M. Palm: 03-10-16
REVIEWED: Administrator ____ ; Corp. Counsel ____; Finance Director
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TERRI PALM KOSTROSK!

HEFFERSON COUNTY Human Resources Director
KAREN MUNDT
HUMAN RESOURCES Benefits Administrator
Courthouse Room 111
JEFFERSON, WISCONSIN 53549 CASEY RADTKE
Telephone (920) 674-7102 Human Resources Coordinator

KiM EGGERS
Safety Coordinator

NOTICE OF PRIVACY
PRACTICES

THIS NOTICE DESCRIBES HOW MEDICAL INFORMATION ABOUT YOU MAY BE
USED AND DISCLOSED AND HOW YOU CAN GET ACCESS TO THIS
INFORMATION. PLEASE REVIEW THIS NOTICE CAREFULLY.

We are required by federal and state law to maintain the privacy of your health information. We are also required
to give you this notice about our privacy practices, our legal duties, and your rights concerning your health
information. We must follow the privacy practices that are described in this nofice while it is in effect. This notice
takes effect April 14, 2003, and will remain in effect untit we replace it. it describes the practices we follow in
administering our heaith, dental, and long term care policies, and the contracting of the Employee Assistance
Program (EAP).

We reserve the right to change our privacy practices and to amend this notice at any time, as long as such
changes are consistent with applicable law. We reserve the right to make changes in our privacy
practices and notice effective for all heaith information that we maintain, including health information we created
or received before we made the changes. If we make material changes to our practices, we will promptly
revise our notice and make it available to you.

Organizationsandinsurance Policies Covered bythis Notice

This notice applies to the Group Health Plans (each a "Health Plan" and collectively, the "Plans") maintained by
the Plans' sponsor, Jefferson County (the "Plan Sponsor'/"Employer”), and to the dental, and long term care
policies, and the Employee Assistance Program (EAP), offered by Jefferson County. This notice applies to all of
the Health Plans sponsored by the employer. References to "we" and "us" throughout this notice means the
Plans. Each of the Plans will use and disclose your health information as described in this notice and each is
obligated to comply with the terms of this notice. The Plans may provide benefits through a health insurance
issuer or health maintenance organization ("HMO"). The health insurance issuer or HMO may have its own
policies and notice regarding your heaith information and you should review those notices for information about
how the insurance issuer or HMO will handle your medical information that is in its possession.

UsesandDisciosuresofHealth Information

We use and disclose health information about you for purposes of payment functions and health care operations.

HR/HIPAA — Notice of Privacy Practices 04/ 1/07
Rev. September, 200§
Rev. March £5, 2016-HR Committes



Health Care Operations: We may use and disclose your health information for a variety of insurance-related
activities, such as:

« Quality assessment and improvement activities.

= Activities designed to improve health or reduce health care costs.

« (Clinical guideline and protocol development, case management, and care coordination.

= Contacting health care providers with information about treatment alternatives and other related functions.

= Credentialing activities.

« Underwriting, premium rating, or other activities relating to the creation, renewal, or replacement of a contract of
health insurance.

= Conducting or arranging for medical review, legal services, and auditing, including fraud and abuse defection
programs.

= Business planning and development, including cost management and analyses and formulary development.

« Business management and general administrative activities, such as customer service and resolution of internal
grievances.

There are several other situations in which we may be required or permitted to disclose your health information;

Public Benefit: We may use and disclose your health information as authorized by law for the following purposes
deemed to be in the public interest or benefit:

»  Asrequired by law; for example, when required by a court order in medical malpractice litigation.

= Health oversight activities such as audits, investigations, inspections, licensure, and other proceedings related to
oversight of the health care system.

« Judicial and administrative proceedings.

= Tolaw enforcement officials pursuant to a court order or subpoena; for example, to identify a crime victim.

= To coroners, medical examiners, and funeral directors; for example, to identify a deceased person.

« Fororgan and tissue donation.

= To avert a serious threat to health or safety.

=  As authorized by state worker's compensation or similar laws.

Health-Related Products or Services: We may use your health information to contact you about other available
health plan coverages that could enhance or substitute for your existing health pian coverage, or concerning health-
related products or services that add value to, but are not part of, your plan of benefits. We may disclose your health
information to a business associate to assist us in these activities. We may also use your health information to
communicate with you for medical case management or to direct or recommend alternative medical treatments,
therapies, heaith care providers, or health care settings. We will not disclose your health information to other entities
for marketing purposes.

Restrictions on Other Uses or Disclosures Without Your Written Authorization: Except as described in this
notice, we will not use or disclose your heaith information without written authorization from you. f you do authorize
us to use or disclose your health information for another purpose, you may revoke your authorization in writing at any
time, and we will no longer use or disclose your health information for the purpose you previously autharized. Your
revocation will not affect any use or disclosures permitted by your authorization while it was in effect.

Your IndividualRights With Respect foYour Health Information

Please see the contact information at the end of this notice about how to implement these rights and find out what
costs might be involved.

2 HR/HIPAA — Notice of Privacy Practices 04/11/0:
Rev. September, 200¢
10 Rev. March 15, 2016-HR Committes



Access:  You have the right to inspect and get copies of any of your health information that we have used to
make decisions about you. You must make such a request in writing. We have the right to charge you a
reasonable fee for expenses associated with your request. We encourage you to contact us to clarify the scope of
the information you may be requesting.

Amendment: If you believe that your health information records are inaccurate or incompiete, you may request
that we amend those records. Your request must be in writing and must explain why the information should be
amended. We may deny your request for certain reasons; for example, if the information was not created by us, or
if we determine that the information is correct and accurate. If we deny your request, we will provide you with a
written explanation, and you may respond with a statement of disagreement which will be appended to the
information you want amended.

Restrictions: You have the right to request, in writing, additional restrictions on the uses and disciosures of your
health information. We are not required to agree to those restrictions.

Confidential Communication: You have the right to request that we communicate with you about your health
information by reasonable alternative means or at an alternative location if our normal means of communication
endangers you. We will attempt to honor reasonable requests for alternative confidential communications.

Accounting of Disclosures: We are required to keep a record of certain disclosures of your health information,
and you have a right to request a list of these disclosures, which is called an Accounting of Disclosures. This
accounting would include, for example, the types of disclosures identified above under the Public Benefit section, if
any such disclosures have occurred. Your request must be in writing. We will provide one list per 12-month
period free of charge; we may charge you for additional lists.

Paper Copy of Notice: You have a right to request and receive a paper copy of this notice at any time. You
may also obtain a copy of the current version of this notice at our web site www.jeffersoncountywi.qov.

QuestionsandComplaints

If you want more information about our privacy practices or have questions, please contact the Human
Resources DirectorTesi-Palm at 920-674-7103. Alternatively, you may contact us using the information listed
at the end of this notice.

If you believe we may have violated your privacy rights, or if you disagree with a decision we made about any of
the rights described in this Notice, you may file a complaint with us using the contact information below. You
may also file a complaint with the Secretary of U.S. Department of Health and Human Services. We support your
right to have your health information treated in a private fashion. We will not retaliate in any way if you choose to
file a complaint.

Contact:
Human Resources Benefifs Administrator, Privacy Officer
Jefferson County Courthouse, Room 111
311 & Center Ave
Jefferson, Wl 53548
Telephone: 920-674-8634

HR/HIPAA — Notice of Privacy Practices 04/11/07
Rev. September, 200§
11 Rev. March 15, 2016-HR Committes






clh

%SE'S6 LF0F 000007 {£y99) 00°000°T £5°E56 £E'ER 6L ONILVIITING B ONILNIYd €TETES
%ZE'T9 oT'S6v 00°0EET {oT"c6v) 00'0€E"T ¥8'9€8 £8°01T - SINGdNS IDHH0 ZIETLS
YIL'LL ros 00'0se {zT08) 00°0SE 82692 LT6T L09E AN3IY X089 B IDVISOd TTETES
%96°ZE §2'gre'z 00°00S°E (9z'ors'z) 00005 PLEST'T L0162 T0'652 YMIHOS B LNEINDA ¥AINdINDD EDETES
i0/A1a# {stat) - §t'9T - 5%'97 - - SdN INAYIS 130HYd AILINN BEZLES
i0/AICH {coe62) - 00'66¢ - 00°66¢ - 00667 SONIHSINHNL % JHNLINYNG  EFPZTES
0/AI04 LSTIV'T - {L5vTPT) - {LSvIr'T) - {£5vTrT) SIQUNS NY1d X314 SOTTES
%58'80T (gz2'gs€) 00'8k0'y £2'85¢ 00’80’y £2'90% £E'LEE - 140ddNS YILNdWOD 962125
%t0'9g 10°2vS 00'0s2'T {tozws) 00°0S2'T 66'L0L LT+0T 0%°Z71T Q3LVI3Y LNINLINEDIAY 62ZTTS
%ivTTT (sz'ovg) 00°0SL'E se'ove 00°054°¢ ST065Y 08'2Z1E 00052 SNOILYDISSY1D NOILISCd  £2712S
%000 0005z 00052 {00'0s2) 00 0sz . £8'07 - SIINONODYT 9ZZIZS
%I8TEE {8v°9z¢'aT) 000002 897291 00000, BF'OZZ'¢T £E'E8S 79'691 SZTNOLLDAS SZZTS
%000 000005 00°000°S {00°000's) 00°000°S - L9091y - INVIINSNOD 072125
%ELLL 05190 00 0FZ'BL {05190} 00 0rT'8T 098411 00'oes'L 00'5P0'T AHIS IYNOISSIIONG HIHIO 6IZTZS
%000 00'008 00°C08 {00008} 00008 - £9'99 - HOLVELIAYY BTTTIZS
%L¥'56 £8'ay1 00°0FZ'E {e='ot1} 000vTE LT'E60'E 00042 aT'LLT INVINSNI TYINIG ££1218
%00°00T - 00°05L - 00'05L 0005 0579 - NOILNGMINDD WS4 OSTZIS
%888 92T 00°01T {eozm) 00'0TT £EL6 LT LTE INYHNSNI FAN SPTZIS
%ET 00T (gg'szz) 00¥Z9TS 85'S7Z 00v79TS 85°6V8'Z5 £LSBE'Y (AR AONVYNSNI HLTYIH v91Z1s
%9796 00'2es 00'6TZ'¥T (oorzes) 00'6TZVT 00 £89°ET T6V8T'T £6'70T'T (¥3A01dW3I} INFWIYILIY ZHTZTS
%T9Z0T {¢TsT) 00'T06'sT LTSTY 00'T06'ST {T9TE9T 80°SZET S0 TFE'T ALIMNDIS YOS TYIZIS
in/Ana# (sT'€89°c} - SZ'E89°E - STE89'E - €L (dINODISNOANYTTIDSIN-SIDYM OSELTS
i0/naH (556578} - §5°652°8 - 55'652'8 - S5°0T8T AVd AYAIIOH-539VM OVETTS
%Y1 E0T (z6'zT) 00'60F Z6'ZT 00'60F 6'Ter 80'PE et AVd ALIAJONDT-SIDVAL OEETTS
i0/NQH (ot"t+9'9T) - v vr9'9t - Sb'tbe9L - 0£'6€5'8 Avd NCILVOVA-SIOVM 0ZET1S
i0/AI04 (£vg60'g) - L78B0’S - Ly860°S - L8799F'E JAVITADIS-SIOVM OIETTS
i0/AIGH (68°ZT) - 68721 - 68°ZT - - AWILYIAO-SIDYM 0ZTTTS
i0/AI0H (9r Ev9'ET) - AW EVIET - Sy'Ev9'El - GR'GSLE HYINDIY-SIDYM OTZTIS
%0P €8 P2 PT9YE 00'069°80Z {rarr9're) 00°069°80T SUSHOPLT £E8°06E'LT 88 v¥9's HYINOIY ININVINHIEAUVIYS OTTTIS
io/aa#
umm_uzm JO mc. 1IeWway “_.wm_u:m aoueepn umMﬁ:m {ENy ..—mw_usm {eny Co_wa_.._Umwﬁ_ ASQUINN 3229
mmmu:wuhwn_ Enuuy 12104 Umum‘:u._n_ Q1A QLA Eo_‘an_ =N _uo_‘_m.n_ uaind
sainypuadxl
%5666 (eT'0v) {00°6¢6'0LE) ET0 {00°676'04E) (£83'888'CLE) (SL°0T6°0E} {88'v060E) 5/E10L
%0005 {00rst) {ooog} 00°sT (00 oe} (borsT) {052} - 334 INIWADYIGIY 390vE  PEOTSE
%8TLE {£1°52) {ooor) £T'SE (00'av) (egvT) {e£g) - AJODOLOHd AiMYd ILVAINd ZOOTSY
%00°00T - {00's58°0LE) - (o0'sse’nLs) {00'658'0LE) {z6'v06'05} {88'#06'0€E) SIKVI ALYICH TYHINID 0OTTTP
i0/AaH
138png 10 dujueway 138png AnUBLIBEA 19dpng leniyy 188pny |en)y uopdiussag 1BQLINY 120%
sfepaniag |enuuy P10 pajelold QLA alh poLI3d WalnD pPoLIag 1UaIND
SankigAoy
510T Jeaj
7T poiad W
atoz/1/¢ uey 21eQ 582IN0S3Y UBWNRY




£l

TS'R08'G 00'00¥TT (15'808'9) 00'00v'ZT 6" T65'S FEEEQT 01°580F M S53UISNY |BJ0 )
i0/na# - - - - - - - selo)
i0/AIQH
iO/NQ#

@3png 1O EMOETE Vapng SIUBLIER 1580ng fenioy 198png [EnoY uondissag BOUINN 1Y
efeluaniad enuuy |el0L p3IBiCId QiA Q1A PO 1UaLND pouad juasng
(s95n) 5924N08 BudUEUIL JAYID

%1786 ¥9'3¥3'c 00'67€'¢8E r9'88'9) 00'6ZE'ERE 9E08Y'9LE 8O PY6TE 86'686VE s|eioL
%S0'66 96°0T 009517 (96'07) 00'95T'Y PO'SPTT ££°96 ¥9°86 ADNVHASNI HIHLO 61GI6S
%ESTE ZE'SET QUEZET (ze'96T) 00'EZE'Z 89421T 85'E6T SE'6T (S1S1)2077V ¢¥D SWIISAS SIN OTOTLS
%8298 95'020'1 00'T2LL (95°0z0°T) 00'ZTL'L ¥ T0L9 05°E¥9 {os'61} NOILYDOTY dNOUD 3d SIN 600TLS
BLEE Or'9£1'T 009411 (ot"9ET'T) 00'9L1'% 09'6¢ 00'86 {or8e0'T) NQILYIOTIY ONILYDI1dNA S00TLS
%6T'80T {64°%) 00°L¥S 6Lr 00°L9S 6LT65 35'SY 77 68 NOILYIOTTY ANOHdI1AL dl $00TLS
%G ¥L T T A 00041 (sz82T) 00°0Ls SLTY LTHT - X7 8 3NOHJI1L STZEES
%1SCT 88'8ZSZT 00000 %t (8887571} 00°000'%T (4R TE £9'991°T - STVIMILVIA ONINIVYL 0SEZES

i0/nas {oo'€) - Q0°8E - 00'8E - - ST10L '8 1IAVHL H3HIO BEETES
%06 0v 00 LPT'T 00011 (00 £p2'T) 00'0TE'Z 00°€98 £8°6/1 - ONIDACT SEEZES
Y%LT6T DLT9Z 00'0LE (0sv92) 00'0LE 0£'80T £8'0€ - SIVElN SEEZES
%000 00'00% 00005 (00'008) 00005 - I19'1y - TAAVHL WIDHINWNOD PEETES
%S YZT (8¢ TrT) 00645 BEZYL 0O'BLS RE'TZL $T'8y - IDVITIN ZEEZES
%L9'9Y 0O'9S0°T 00'086'T {oor9s0'T) COORE'T 008 005917 - NOILYYISIDIY SZEZES
BITEE EVETO'Y 00000y (eveTOY) 0o'000's £5°986'T 00008 08485 NOILINDOD3Y 2TA0dNG  /SETES

i0/nag 98'8€ - {08'8¢) - {om'RE) - - 135310/5¥D TSETES
%eT 08y (51'ssy) 00'SZT SUsib 0o'set €1'009 ot {rorzt) ONISILYIAQY STETES
%L LST (65 167) 00015 65¥67 00°0TS 6508 05Ty - $3INA dIHSYITNIIN FTETES
%IEPT COTLET 000097 {00 3LE'T) 00'009°'T 0062t EEEET - MV 8 XYL-SNOILd¥ISaNS ETETES

I0/AICH {86862} - 86862 - 86'867 - - LINIFWGINTI 20 SINALE TIVING PIETES




¥l

162L6'6 00°000°0€ [£6°2£6) 0000008 £0°£20'02 00°005°Z P YS0'ST HuN ssavisng [BJ0]
0/mas M - - E - - - SJEI0)
0/AIGH#
iDfAIOH
133png 0 Suujeway 198png Ijueilep 195png |emoy 302png 1eniay UORELIISB( Jaguiny 300v
Fgejuaalag |enuy 18104, paje0id ata ala poiad LD poLiad Jua.un)
. — [$350)) $92IN0S BulIUBUL J2YIH
%L8'SE 85'568'F 00°09%'91T (85°508"%) C0'09%'9T1 ZFH59TIT 00°50£'6 60'9/19¢ 5|B30%
10/MGH# (£5°122) - £5'122 - (57122 - ¥ IONVENSNI HIHLO 6ISTES
%EDTE GE'TE 00°L8€ {6€°2¢) 00°L8E T9'#SE STTE £5°¢ (SIS0 dUD SINILSAS SIN DTOTLS
%E8'98 65611 0C'806 (65°6TT) 00°B06 188 9L (Lo NOILY20TIV dNOYD 3d SIN 600145
%64 L0T {9z'v1} 08T 9T'VT 00'€8t 9T’ L6T S'sy 1962 NOILYIOTIV ANCHAI1IL dI $00TLS
%01 6% 02'558 00'089'T {02'958) 00°089°T 08428 000t B STYIHALYIN DNINIVYL 0SETES
%ES'TIT {r1°0g) 00'0¥%1 PI'0E 00'0FT PTOLT L9'TT - ONIDAO0T 9EEZES
YUGEER bzl 00'sL (9vz1} oorss ] 529 - SIW3IWN SEETES
HIO'6S YOET C0'sL (reez) 00°5L 941G 529 - IOVIIG EEETES
%SL ST {00 vEE) 00019 00°bEE Q0018 00°¥16 £8°08 - NOILVYLSIOIY SZTECES
l0/AIa4 (ocare) - 00012 - o001z - - $3NA dIHSHIAWIAIN  PEETES
%00°0 00°007°T 0000t (00°002'T} 00'002'T - 00001 - MVT8 XYL-SNOIEAMISENS £ZETES
%EL'S ST0ESE 00°002°ZE (52°0£9%) C0°002°ZE SL°695'8Y EE'EBIT ¥LGH0'6T ININGINDI 40 SWALE TIVAIS PLETES
%00'0 0005 00'05 (0008) G005 - (TF - ONLIYIGN0 8 ONILNEd  ETETES
10/MO# {£2'01) - 22°0T - 001 - 0E0 53114dNS 31440 ZTETES
%000 600 0002 {ooroz) 000z - 191 - AN3Y X0 8 I9¥ISOd TTETES
%856 LAy 00°080°T {sz'st) 00°0R0‘T SLEEO'T 0608 265 TINVHNSNIIWINIG ELTTTS
%00°00T - 00052 - 00°052 0oose €802 - NOLLNAIMINOD ¥Sd  OSTTIS
LT LL ot 00°9€ {v0'8) 00°9€ [Tk d oo €E7 JONVHMSNI 347 SPTZIS
%9.°00T (eoter) 00°206°5T 01T 00°Z06'ST E(ET09T LTSZE'T 5811 IDNVENSNI HLIWAH +HIETS
%O 00T {r£9T) 00'¥99's 9T [slvi: L 2'08G'E E£'S0E LEETE (HIAOMINI) LNTNIBILAE Z01ZTS
BLY LG 0E'40T 0022y {0gv01) 00°ZTT'Y 0LLT0YY 0S'EVE ES'E9€ ALEMDIS WIDOS THITIS
j0/ma# {0e°5£6) - 0E'5L6 - 056 - - IdIWODISNOINYTIIISHA-SIDYM  05E1LS
o/nas (0£°6L0°Z) - 0L6L0'T - OL'BLOT - 62'99% AVd AVOTOH-SIDYM OPETIS
10/na# (62'296°T) - B2'TSE'T - [Tardvg - L5'Er'T Avd NOILVIVA-SIDVM 0ZETIS
10/nag {18'6Z8'T) - T8'678'T E 18'6Z8'T - - 3AVITADIS-SIDYM OTETIS
%EG'LE L1005 CO'BLB'ES (£v'005'9) DG8L8'ES ESLLELY £8'68Y'Y ST'ERE'? BYINDIY ININYINYI-AYVIVS OTTTIS
0/ Na%
188png JO Buime ey Jedpng ..uu.r_m_hg J28png enloy 198png |eniay uciduasag JAGWNN 100y
mMmucwu._un_ fenuLy leyo ] paleldld als QEA poLad JuaInD Doilgd 3ua.N)
. "~ saJniipuadxg
%86'501 GE/IL'S (00°05t'98} (65°2591°5) {00°091°48) _{6£°229'16) {00'502°L) fepreziyy EEEN
%S ZIT 62491 (0020214} (682916} {corLoz'TH) {6EvLE DY) {Z6'SEV'E) {egr0seL) SINAYIS GIYHS LAODYILNI S0THLY
%00°00T - (00'g52°sH) - (00°¢s2'sy) {00°EST"SY} {(80°TLL'E) {ZTTLLE) SIAVL ALHIdCH IWEINID 00TTTY
jo/AIaE
) Fuiueway 199pnn SouBlEn, ¥3png 2Ny 18hpng [enioy T DE]e Taquiny 1oy
vmmu:mu._mn_ |enuy 1BID: paleloyy aiA ala poLRd LR pouad jua.un]
B — sonusAay
ST0Z L3I0
A pouag w
9107/1/¢ uey 3leq AJoJeg-$20UN053Y URLINE






JEFFERSON COUNTY TERR} PALM KOSTROSKI

HUMAN RESOURCES Director - Human Resources
Courthouse
311 S. Center Ave. - Room 111 Be n‘;ﬁg E:Id:?n?s[::at or
JEFFERSON, WISCONSIN 53549
Telephone (920) 674-7102 CASEY RADTKE
Fax (920) 675-0068 Human Resources Coordinator
KIM EGGERS

Safety Coordinator
Human Resources Department

Monthly Report
January, 2016

Issues/Items for January, 2016:
e Personnel issues:

o 2 performance-related concerns/investigatory issues, resulting in:
= | counseling with recommended training
» 1 verbal warning with a Performance Improvement Plan
1 employee health-related concerns
1 employee accommodations
I extensions of leave of absences
0 terminations of employment

o O O ¢

o Trainings
o Lock out/Tag out training attended by 9 staff on January 14, 2016, provided by OSHA Compliance,
sponsored by the Jefferson County Area Safety Network
o Human Resources Director and Benefits Administrator attended Wisconsin Public Employers
Labor Association conference in Wisconsin Dells on January 21 - 22

s Recruitment and Retention

o Recruited for 5 positions and received/reviewed 131 applications

o Processed 8 new hires

o Processed 7 employee separations/seasonal layoffs

o Processed 2 status changes

o Completed and/or reviewed 17 reference checks, 3 education checks and 2 caregiver background
check on 5 candidates, of which 4 applicants were extended an offer and 3 applicants accepted, 0
applicant declined and 1 offer is pending.

» Employment Law and Personnel Ordinance activity

o Computed part-time and pro-rated accruals for 430 employees for sick, vacation and random hours,
ensuring the January 1, 2016 balance was correct in all systems

o Received one Bullying in the Workplace complaint, under investigation
Continued investigation of a claim of a HIPAA violation from a member of the public.
Investigation is still ongoing

o Monitored 52 active approved FMLA requests, both new and continuing

o Received 5 First Report of Injuries, of which 3 were reportable

o Accommodated 0 disability requests
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Safety
o Safety Training provided to Central Services staff by Kim Eggers, Safety Coordinator, January 6,

2015
o Purchased Fire Extinguisher Simulator to provide training to all County employees

Miscellanecus

o Implemented the 1% wage adjustment for Non-represented employees, 3% adjustment for Sheriff
Union employees, processed Elected Official increases, processed 8 reclassifications

o Responded to 1 Open Records request

o Responded to I Employee request to view personnel file

o Completed/updated 5 job descriptions, working toward the goal of completing job descriptions for
over 200 positions

o Provided popcorm to all County employees on National Popcorn Day

Action Items for February, 2016:

Develop goals for Human Resources Staff for 2016

Coordinate Safety Committees at Highway and Countywide

Complete 10 job descriptions

Provide a “brown bag” safety training for department heads

Educate employees on voluntary benefits (Long Term Disability, Short Term Disability, Vision, etc.)
Conduct Employee Voluntary Benefit Survey and prepare an RFP based on employee response
Conduct Employee recognition/satisfaction survey

Schedule one recognition event

Complete HIPAA training for appropriate staff

Develop Workplace Violence policy

Develop Alcohol and Drug Use in the Workplace policy

Conduct management professional development survey

Respectfully Submitted,

Terri M Palm
Human Resources Director
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JEFFERSON COUNTY TERRI PALM KOSTROSKI

HUMAN RESOURCES Director - Human Resources
Courthouse
311 S. Center Ave. - Room 111 Bt ot
JEFFERSON, WISCONSIN 53549
Telephone (920) 674-7102 CASEY RADTKE
Fax (920} 675-0068 Human Resources Coordinator
KIM EGGERS
Safety Coordinator
Human Resources Department
Monthly Report
February, 2016

Issues/Items for February, 2016:

Personnel issues:

O

o Cc 0 ©

4 performance-related concerns/investigatory issues, resulting in:
» | counseling with recommended training
& ] verbal warning with a Performance Improvement Plan
» | written warning with a Performance Improvement Plan
= | pending

2 employee health-related concerns

2 employee accommodations

1 extensions of leave of absences

0 terminations of employment

Trainings

O

HR and Administration staff attended FMLA/Workers Comp/ADA training in Waukesha, February
11,2016

Webinar by the National Public Employers Labor Relations Association on Workplace Violence,
February 11, 2016

HR Staff attended Federal Medical Leave Act Basic Training in Madison on February 25, 2016

Recruitment and Retention

(o]

O
O
O
o}

Recruited for 10 positions and received/reviewed 170 applications

Processed 12 new hires

Processed 3 employee separations/seasonal layoffs

Processed 1 status changes

Completed and/or reviewed 45 reference checks, 8 education checks and 6 caregiver background
check on 18 candidates, of which 16 applicants were extended an offer and 15 applicants accepted,
2 applicants declined and 1 offer is pending.

Emplovment Law and Personnel Ordinance activity

o]
(0]

Completed one Bullying in the Workplace complaint, training advised

Completed one on-going investigation of a claim of a HIPAA violation from a member of the
public. Received and completed an investigation of a new HIPAA violation concern. No discovery
of a violation on either counts

Monitored 66 active approved FMLA requests, both new and continuing.

Received 7 First Report of Injuries, of which 5 were reportable

17



o Accommodated O disability requests

o Received an EEO complaint from former employee. Working with Corporation Counsel and
WMMIC for resolution.

Safety

o Provided Hazard Communication Training at Highway

o Participated in newly revamped Highway Safety Committee meeting

o Assisted in completing the Tier II reporting (mandatory reporting to state of hazardous chemicals
used), combining the Sheriff and Highway departments reporting, saving the County time and
money

Miscellaneous

o Responded to 2 Open Records requests

o Responded to 1 Employee request to view personnel file

o Completed/updated 2 job descriptions, working toward the goal of completing job descriptions for
over 200 positions

o Participated in communication and working with departments in resolving issue of an odor

throughout the Courthouse due to melted batteries, requiring Fire Department on site for four hours

Action Items for March, 2016:

Develop goals for Human Resources Staff for 2016

Coordinate Safety Committees Countywide

Complete 10 job descriptions

Provide a “brown bag” safety training for department heads

Educate employees on voluntary benefits (Long Term Disability, Short Term Disability, Vision, etc.)

Conduct Employee Voluntary Benefit Survey and prepare an RFP based on employee response

Conduct Employee recognition/satisfaction survey

Schedule one recognition event

Complete HIPAA training for appropriate statf

Develop Workplace Violence policy

Develop Alcohol and Drug Use in the Workplace policy

Conduct management professional development survey

Respectfully Submitted,

Terri M Palm
Human Resources Director
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Report to Human Resources Committee
March 15, 2016

Monthly Accomplishments/Goals:
e Januvary and February, 2016 reports included

Yacant Position requests anthorized to fill. The County Administrator and Human Resources Director have reviewed

the following vacant position requests since the January, 2016 Human Resources Committee meeting:

Clerk of Courts
¢  Administrative Assistant Il
¢ Circuit Court Commissioner
Fair Park
e Summer Laborer
e Summer Office Worker
Highway
» Summer Help
e Highway Workers x 4
Human Services
¢ Administrative Assistant I
o Adult Protective Services Case Manager
» Community Support Program Professional I
e Economic Support Worker I/11
Parks
e Summer Help
Sheriff
»  Administrative Assistant |
» Deputy, Part-time
UW Extension
 Summer Intern
Zoning
s On-site Waste Systems Technician

Emergency Help Reguests. The following emergency help requests were received since the January, 2016 Human
Resources Committee meeting:

¢ None to report

Hiring Above Minimum Step. hiring with Additional Benefits and/or additional steps for current emplovees:
¢ Four Highway workers were recently hired, starting at step 5 of the appropriate pay grade.

» An individual in a Behavioral Health Specialist position recently achieved his licensure, moving him from step
1 to step 4 of the appropriate grade.

» A Registered Dietician was recently hired, starting at step 4 of the appropriate pay grade and an additional
week of vacation after one full year of service.

Reclassification Requests.
e A reclassification request for the Register of Deeds was recently submitted, resulting in no grade

change.
Leave of Absence Approvals.
e One Personal Leave of Absence request extending beyond 4 months was requesting, with the
approval of a 4-month extension following expiration of FMLA.

Respectively submitted,

Terri M Palm

Human Resources Director 19






