
HUMAN RESOURCES COMMITTEE MEETING MINUTES 

January 16, 2018 @ 8:00 a.m. 

Jefferson County Courthouse, Room 112 
 
 

1. Call to Order:  Meeting called to order by Human Resources Committee Vice Chair, Jim Mode, at 8:30 a.m. 
 

2. Roll Call: Present:  Greg David, Jim Mode (Vice Chair), Michael Wineke and Lloyd Zastrow (Secretary).  Excused: 

Jim Braughler (Chair). Others present: Karen Mundt (Benefits Administrator) Blair Ward (Corporation Counsel), 

Benjamin Wehmeier (County Administrator) Carla Robinson (Clerk of Courts) Joe Nehmer (Parks Director) Kevin 

Wieseman (Parks Supervisor), Sheriff Paul Milbrath and Barb Frank (County Clerk ). 

 

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

4. Review of Agenda:  No changes. 
Item 12 was removed from the agenda. 

5. Public Comment 
None 

6. Approval of December 6, 2017, Human Resources Committee Minutes 
Motion by Wineke , second by Zastrow, to approve the Human Resources December 6, 2017 minutes as 

presented. (Ayes-All) Motion carried. 

7. Communications 
None 

8. Retirements 
A list of upcoming retirements was provided for review. These retirees will be recognized at the February County 

Board meeting. No action taken. 

 
9. Establish salaries for the 4-year term, from 2019-2022, for the positions of Clerk of Courts an. 

A copy of a previous resolution for the committee to review. An internal survey was conducted by HR staff to 

find comparable salaries for the Clerk of Courts and Sheriff salaries. The average for the Clerk of Court was 

$64,257 and $85,012 for the Sheriff.  

Motion by Mode; second by Zastrow, to accept the resolution and forward it to the County Board for their 

consideration. (Ayes-All) Motion carried. 

 

10. Discussion and possible action to eliminate one vacant, full-time Construction and Maintenance Lead Worker 
position, to create one full-time, Building and Grounds Maintenance Worker II position, and to increase the 
hours of the part-time (9-month) Building and Grounds Maintenance Worker II position to a full-time Building  
and Grounds Maintenance Worker II position at the Parks Department 
A draft of the resolution was provided for review. Nehmer reviewed the reasons for the position change. 

Motion by Mode; second by Wineke to accept the resolution and forward it to the County Board for their 

consideration (Ayes-All) Motion carried. 

 

11. Update, discussion and possible action regarding the 2018 Classification and Compensation Study 
Mundt gave an update on the Classification and Compensation Study and reviewed the future timeline. 

A list of cost of living salary comparables was provided for review. Wehmeier explained the information on the 



report. There will be both public and private sector data considered. No action taken. 

 

12. Convene into closed session pursuant to Wisconsin State Statutes Section 19.85 (1)(b), for considering dismissal, 
demotion, licensing or discipline of a public employee 
The committee did not convene in closed session. 

 

13. Report from Human Resources Director 
a. December, 2017, monthly accomplishments and goals 
b. Vacant position requests 
c. Emergency Help requests 
d. Leave of Absence requests 
e. Additional Steps and/or Benefits and/or Interim Appointments provided to employees 
f. Compensatory, Vacation and Holiday carryover and forfeiture amounts 

Mundt covered the December 2017, monthly accomplishments and goals; the vacant position and emergency 
help requests; a Leave of Absence denial, and additional steps/benefits provided to current employee(s). 
Detailed report is available online or by request. 

14. Set next meeting date and agenda items 
February 20, 2018 at 8:30 a.m. Future agenda items: Update  
 

15. Adjournment    Motion by Zastrow, second by David, to adjourn. (Ayes-All) Motion Carried. Meeting 
adjourned at 8:55 a.m. 
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To:  Jefferson County Employees 

  Human Resources Committee 

  County Board Supervisors 

 

From: Terri Palm, Human Resources Director 

 

Date: February 20, 2018 

 

RE:  Update on Classification and Compensation Study 

 

In October, 2017, Jefferson County prepared a Request for Proposals for a Classification and 

Compensation Study on all County classified positions, excluding deputies and detectives.  This study 

includes looking at positions for internal equity, looking at compensation and benefits based on external 

comparables and market conditions, recommending a pay plan structure, recommending FLSA exempt 

status for positions, reviewing and updating job descriptions, and reviewing and recommending 

compensation and benefit policies based on market and best-practices throughout government structures.  

In November, 2017, Administration and Human Resources reviewed the 11 proposals submitted and 

narrowed it down to 3 finalists.  The finalists were reviewed by an Employee Focus Group and the 

Human Resources Committee.  The Focus Group consists of 10 employees that represent: a variety of 

departments and functions; exempt and non-exempt staff; long-term and short-term employees; and 

employees of different ages, sex and other backgrounds.  On November 28, 2017 the Human Resources 

Committee and Employee Focus Group listened to a presentation from each of the three finalists, with 

follow up questions from the focus group.  On December 6, the Human Resources Committee 

Recommended the Austin Peters Group, Inc. (APG) to complete a Classification and Compensation 

Study for Jefferson County, which was approved by County Board on December 12, 2017. 

 

In early January, 2018, APG met with all department heads and division managers via a Skype meeting.  

During this meeting, APG reviewed who the Austin Peters Group, Inc. is, what the scope of services for 

the project are, the expectations of department heads in the process, what the project principles are and 

what this study is not about.   

 

The Project Principals include: 

 Project uses outside consulting team to eliminate bias in both internal and external reviews for 

job classification. 

 Interviews are structured.  

 Questionnaires are structured. 

 Employee and Manager input are critical. 

 Process looks at the position not the person. 

 Project will focus on a longer term phasing of recommendations, if appropriate. 

 Project is intended to get the pay system in alignment with the market. 

TERRI PALM KOSTROSKI 
Human Resources Director 
 
KAREN MUNDT 
Benefits Administrator 
 
CASEY RADTKE 
Human Resources Specialist 
 
KIM EGGERS 
Safety Coordinator 

 

 



The Study is Not: 

 A process for identifying job cuts, efficiencies, or process improvements. 

 A workload study about one department’s performance vs. another. 

 A listing of pay cuts. 

 A workload study. 

 About personalities or people, but it is about the positions. 

 About rewarding top performers or disciplining poor performers. 

 An avenue to raise all employees’ pay, but a process to treat employees uniformly and fairly.   

 

Department heads were also provided a market questionnaire to complete and return to APG.  This 

questionnaire was used to assist APG in gathering data from local and regional competitors.  This 

included information such as where employees are recruited from by position; what positions there is 

high turnover in; the reasons managers think employees resign from positions with the County; which 

positions, if any, managers feel are underpaid and why; and, what changes in a profession may have 

occurred that may make it difficult to recruit, attract and retain staff.  From this survey and other 

resources, APG developed a list of private and public-sector employers to be considered to gather 

comparable market data.  This list is attached (Appendix A).  The salary and benefit survey was 

distributed to each of the comparables mid-January, with the expectation to have them returned to APG 

to begin analysis by mid-February. 

 

All employees were asked to complete a position evaluation questionnaire that asked the same questions 

of everyone.  These questions included: 

 Provide the top 10 essential functions  

 What is a regular day is like? 

 When you come to work, how do you know what needs to be accomplished? 

 Describe the kinds of decisions that you were required to make in past week, or the most difficult 

situation(s) you faced? 

 When you need help solving a problem, who or where do you go?  Please provide an example. 

 List the Education and Experience required and preferred 

 List any certificates, licenses and registrations required and preferred 

 List any areas of study required and preferred 

 List any other skills and abilities required and preferred 

 List any other qualifications required and preferred 

 

Each employee was also asked to rank the level of several specific skills necessary for the position, 

including language, mathematical and reasoning skills.   Information was also gathered regarding each 

position in regards to budgetary impact, supervisory responsibilities and types of contacts made with 

internal and external citizens or customers.  Finally, employees listed any physical, mental or other 

environmental requirements for their position.  Each questionnaire was submitted to the department head 

and then to Human Resources to review all questionnaires for completeness prior to being submitted to 

APG. 

 

During the weeks of January 29 and February 5, 2018, two consultants from APG spent six days, on-site, 

interviewing ALL employees in classified, non-represented, positions.  Each interview was scheduled for 

20 minutes, and if there wasn’t enough time, or if an employee was not able to meet in person with a 

consultant, employees were provided the consultants’ contact information to follow up.  The purpose of 

the interview was to review the position questionnaire and allow employees an opportunity to discuss 

their job face-to-face with APG.  The consultant also completed on-site tours of each department to help 

them better understand the work environment and conditions.  They took the additional time to see 

several area parks and, thanks to receiving some snow during their visit, even do a ride-along with a 



Highway Worker plowing snow.  On the last day on-site, APG met with all department heads to review 

their time on-site and to review and provide guidance on the department head’s role and responsibility in 

reviewing the recommendations in the weeks to come. 

 

The next steps of the Classification and Compensation Study 

 

 In 6 weeks following the interviews and on-site tours (approximately the weeks of March 12-19), 

APG will provide Department Heads with a draft on internal equity for the positions within their 

individual departments.  Department heads will review for internal equity within their 

department and any questions or difference that they may find compared to APG’s 

recommendation. 

 In another 6 weeks, around April 30, Department Heads will be provided a draft of findings with 

preliminary range recommendations and financial impact.  At this step the market data is 

combined with the internal equity/ratings. 

 Following 2 more weeks, around May 14, APG will provide draft job descriptions for review.  

This may or may not incorporate all job descriptions. 

 Approximately the week of June 4, APG will hold any employee appeal meetings.  More 

information about this process will be available as this date approaches.  In addition, APG will 

formulate a final recommendation and meet with the governing body.   

 On or around June 19, APG will convey final documents and guidance on implementation to 

Human Resources staff 

 Additional Committee meetings may be necessary to discuss implementation, pending the actual 

financial impact.  It was the desire of Administration to have a recommendation before July, 

2018, so that any implementation plan approved could be incorporated with the 2019 budget. 

 

These are tentative dates and may change, dependent on receiving completed market surveys, response 

time from department heads regarding internal equity issues, the number of appeals, the availability and 

need to have additional Human Resources Committee meetings, and any number of unforeseen or 

uncontrollable circumstances. 

 

If there are any questions about the Classification and Compensation Study so far, or expectations going 

forward, please let me know.  I will start a Q & A document for any general questions, because if one 

person has the question, there is a high probability that someone else has the same question.  Please don’t 

hesitate to call me at X7103 or email me at terrip@jeffersoncountywi.gov. 

 

 

 

mailto:terrip@jeffersoncountywi.gov
















FROM 2017 12 TO 2017 12

ACCOUNTS FOR: ORIGINAL TRANFRS REVISED AVAILABLE PCT

APPROP ADJSTMTSBUDGET ACTUALS ENCUMBRANCESBUDGET USED

12302 Safety

12302 411100 General Property Taxes                                                       (46,581.00)$ -$        (46,581.00)$ (46,581.00)$ -$        -$           100.00%

12302 474106 Intergovt Shared Services                                                    (43,026.00)$ -$        (43,026.00)$ (43,903.80)$ -$        877.80$     102.00%

TOTAL REVENUE (89,607.00)$ -$        (89,607.00)$ (90,484.80)$ -$        877.80$     100.98%

12302 511110 Salary-Permanent Regular                                                     57,367.00$  -$        57,367.00$  47,385.62$  -$        9,981.38$  82.60%

12302 511310 Wages-Sick Leave                                                             -$             -$        -$             4,948.55$    -$        (4,948.55)$ 0.00%

12302 511320 Wages-Vacation Pay                                                           -$             -$        -$             2,414.26$    -$        (2,414.26)$ 0.00%

12302 511340 Wages-Holiday Pay                                                            -$             -$        -$             2,246.84$    -$        (2,246.84)$ 0.00%

12302 511350 Wages-Miscellaneous(Comp)                                                    -$             -$        -$             445.62$       -$        (445.62)$    0.00%

12302 511380 Wages-Bereavement                                                            -$             -$        -$             673.31$       -$        (673.31)$    0.00%

12302 512141 Social Security                                                              4,389.00$    -$        4,389.00$    4,291.21$    -$        97.79$       97.80%

12302 512142 Retirement (Employer)                                                        3,901.00$    -$        3,901.00$    3,948.32$    -$        (47.32)$      101.20%

12302 512144 Health Insurance                                                             16,783.00$  -$        16,783.00$  16,887.66$  -$        (104.66)$    100.60%

12302 512145 Life Insurance                                                               28.00$         -$        28.00$         51.80$         -$        (23.80)$      185.00%

12302 512150 FSA Contribution                                                             250.00$       -$        250.00$       250.00$       -$        -$           100.00%

12302 512173 Dental Insurance                                                             1,080.00$    -$        1,080.00$    1,080.01$    -$        (0.01)$        100.00%

12302 531303 Computer Equipmt & Software                                                  1,000.00$    -$        1,000.00$    -$             -$        1,000.00$  0.00%

12302 531312 Office Supplies                                                              50.00$         -$        50.00$         19.66$         -$        30.34$       39.30%

12302 531313 Printing & Duplicating                                                       25.00$         -$        25.00$         58.95$         -$        (33.95)$      235.80%

12302 531320 Safety Supplies                                                              150.00$       -$        150.00$       118.79$       -$        31.21$       79.20%

12302 531322 Subscriptions                                                                -$             -$        -$             558.34$       -$        (558.34)$    0.00%

12302 531324 Membership Dues                                                              350.00$       -$        350.00$       285.00$       -$        65.00$       81.40%

12302 532325 Registration                                                                 1,010.00$    -$        1,010.00$    230.00$       -$        780.00$     22.80%

12302 532332 Mileage                                                                      75.00$         -$        75.00$         50.00$         -$        25.00$       66.70%

12302 532335 Meals                                                                        75.00$         -$        75.00$         -$             -$        75.00$       0.00%

12302 532336 Lodging                                                                      164.00$       -$        164.00$       -$             -$        164.00$     0.00%

12302 532350 Training Materials                                                           1,000.00$    -$        1,000.00$    -$             -$        1,000.00$  0.00%

12302 571004 IP Telephony Allocation                                                      137.00$       -$        137.00$       93.98$         -$        43.02$       68.60%

12302 571005 Duplicating Allocation                                                       -$             -$        -$             22.67$         -$        (22.67)$      0.00%

12302 571009 MIS PC Group Allocation                                                      985.00$       -$        985.00$       1,071.90$    -$        (86.90)$      108.80%

12302 571010 MIS Systems Grp Alloc(ISIS)                                                  490.00$       -$        490.00$       474.27$       -$        15.73$       96.80%

12302 591519 Other Insurance                                                              298.00$       -$        298.00$       241.68$       -$        56.32$       81.10%

TOTAL Safety                        89,607.00$  -$        89,607.00$  87,848.44$  -$        1,758.56$  98.04%





FROM 2017 12 TO 2017 12

ACCOUNTS FOR: ORIGINAL TRANFRS REVISED AVAILABLE PCT

APPROP ADJSTMTS BUDGET ACTUALS ENCUMBRANCESBUDGET USED

12301 Human Resources

12301 411100 General Property Taxes                                                       (379,572.00)$ -$            (379,572.00)$ (379,572.00)$ -$        -$             100.00%

12301 451002 Private Party Photocopy                                                      (20.00)$          -$            (20.00)$          (13.00)$          -$        (7.00)$          65.00%

12301 451034 Badge Replacement Fee                                                        (20.00)$          -$            (20.00)$          (8.00)$            -$        (12.00)$        40.00%

TOTLAS (379,612.00)$ -$            (379,612.00)$ (379,593.00)$ -$        (19.00)$        99.99%

12301 511110 Salary-Permanent Regular                                                     158,643.00$  -$            158,643.00$  140,013.86$  -$        18,629.14$  88.30%

12301 511210 Wages-Regular                                                                37,277.00$    -$            37,277.00$    42,814.57$    -$        (5,537.57)$   114.90%

12301 511240 Wages-Temporary                                                              -$               -$            -$               110.50$         -$        (110.50)$      0.00%

12301 511310 Wages-Sick Leave                                                             -$               -$            -$               3,892.60$      -$        (3,892.60)$   0.00%

12301 511320 Wages-Vacation Pay                                                           -$               -$            -$               10,935.13$    -$        (10,935.13)$ 0.00%

12301 511330 Wages-Longevity Pay                                                          264.00$         -$            264.00$         263.75$         -$        0.25$           99.90%

12301 511340 Wages-Holiday Pay                                                            -$               -$            -$               8,128.63$      -$        (8,128.63)$   0.00%

12301 511350 Wages-Miscellaneous(Comp)                                                    -$               -$            -$               3,281.41$      -$        (3,281.41)$   0.00%

12301 511380 Wages-Bereavement                                                            -$               -$            -$               171.30$         -$        (171.30)$      0.00%

12301 512141 Social Security                                                              14,821.00$    -$            14,821.00$    15,401.47$    -$        (580.47)$      103.90%

12301 512142 Retirement (Employer)                                                        13,340.00$    -$            13,340.00$    14,233.67$    -$        (893.67)$      106.70%

12301 512144 Health Insurance                                                             53,821.00$    -$            53,821.00$    54,074.86$    -$        (253.86)$      100.50%

12301 512145 Life Insurance                                                               47.00$           -$            47.00$           42.56$           -$        4.44$           90.60%

12301 512150 FSA Contribution                                                             750.00$         -$            750.00$         750.00$         -$        -$             100.00%

12301 512173 Dental Insurance                                                             3,240.00$      -$            3,240.00$      3,245.57$      -$        (5.57)$          100.20%

12301 521218 Arbitrator                                                                   800.00$         -$            800.00$         800.00$         -$        -$             100.00%

12301 521219 Other Professional Serv                                                      19,203.00$    18,968.00$ 38,171.00$    28,618.75$    -$        9,552.25$    75.00%

12301 521225 Section 125                                                                  27,264.00$    -$            27,264.00$    25,642.69$    -$        1,621.31$    94.10%

12301 521226 Ergonomics                                                                   250.00$         -$            250.00$         -$               -$        250.00$       0.00%

12301 521227 Position Classifications                                                     3,750.00$      -$            3,750.00$      6,750.00$      -$        (3,000.00)$   180.00%

12301 521228 Labor Negotiations                                                           -$               -$            -$               117.50$         -$        (117.50)$      0.00%

12301 521229 Recruitment Related                                                          1,000.00$      -$            1,000.00$      476.35$         -$        523.65$       47.60%

12301 521296 Computer Support                                                             4,404.00$      -$            4,404.00$      4,636.39$      -$        (232.39)$      105.30%

12301 531298 United Parcel Service                                                        -$               -$            -$               41.18$           -$        (41.18)$        0.00%

12301 531303 Computer Equipmt & Software                                                  500.00$         -$            500.00$         392.75$         -$        107.25$       78.60%

12301 531311 Postage & Box Rent                                                           400.00$         -$            400.00$         245.05$         -$        154.95$       61.30%

12301 531312 Office Supplies                                                              730.00$         -$            730.00$         449.80$         -$        280.20$       61.60%

12301 531313 Printing & Duplicating                                                       1,000.00$      -$            1,000.00$      1,085.90$      -$        (85.90)$        108.60%

12301 531323 Subscriptions-Tax & Law                                                      1,600.00$      -$            1,600.00$      1,486.75$      -$        113.25$       92.90%



12301 531324 Membership Dues                                                              610.00$         -$            610.00$         409.09$         -$        200.91$       67.10%

12301 531326 Advertising                                                                  -$               -$            -$               88.50$           -$        (88.50)$        0.00%

12301 531357 Employee Recognition                                                         6,000.00$      -$            6,000.00$      5,533.29$      -$        466.71$       92.20%

12301 532325 Registration                                                                 1,330.00$      -$            1,330.00$      545.00$         -$        785.00$       41.00%

12301 532332 Mileage                                                                      394.00$         -$            394.00$         338.36$         -$        55.64$         85.90%

12301 532334 Comercial Travel                                                             -$               450.00$      450.00$         442.60$         -$        7.40$           98.40%

12301 532335 Meals                                                                        335.00$         -$            335.00$         268.94$         -$        66.06$         80.30%

12301 532336 Lodging                                                                      1,224.00$      1,182.00$   2,406.00$      1,969.76$      -$        436.24$       81.90%

12301 532339 Other Travel & Tolls                                                         -$               65.00$        65.00$           65.00$           -$        -$             100.00%

12301 532350 Training Materials                                                           16,000.00$    6,000.00$   22,000.00$    5,828.57$      -$        16,171.43$  26.50%

12301 533225 Telephone & Fax                                                              50.00$           -$            50.00$           48.36$           -$        1.64$           96.70%

12301 571004 IP Telephony Allocation                                                      411.00$         -$            411.00$         281.94$         -$        129.06$       68.60%

12301 571005 Duplicating Allocation                                                       233.00$         -$            233.00$         204.73$         -$        28.27$         87.90%

12301 571009 MIS PC Group Allocation                                                      5,912.00$      -$            5,912.00$      6,431.43$      -$        (519.43)$      108.80%

12301 571010 MIS Systems Grp Alloc(ISIS)                                                  2,938.00$      -$            2,938.00$      2,845.60$      -$        92.40$         96.90%

12301 591519 Other Insurance                                                              1,071.00$      -$            1,071.00$      829.92$         -$        241.08$       77.50%

12301 592006 WRS Interest                                                                 -$               -$            -$               (45.85)$          -$        45.85$         0.00%

TOTAL Human Resources               379,612.00$  26,665.00$ 406,277.00$  394,188.23$  -$        12,088.77$  97.02%
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Human Resources Department 

Monthly Report 

January, 2018 

 

Issues/Items for January, 2018: 

 

 Personnel issues:   

o 2 new and 1 ongoing performance-related concerns/investigatory issues, resulting in: 

 1 counseling 

 0 extensions of probationary periods 

 1 verbal warning 

 0 written warning 

 1 Performance Improvement Plan 

 0 suspensions 

 0 voluntary resignations 

 0 terminations of employment 

 0 other 

 0 investigations on-going 

o 1 computer/phone record searches 

o 0 employee privacy complaint investigation 

o 0 new employee health-related concerns 

o 1 ergonomic review of work station, conducted by Safety Coordinator 

o 0 employee accommodation, not Leave of Absence 

o 0 extensions of leave of absences, 0 as accommodations 

o 0 denial of leave of absence 

o 1 individual employee EAP referrals, 0 work-related and 1 personal 

o 0 termination, non-disciplinary 

 

 Benefits: 

o Coordinated Health Insurance meeting with municipalities and Dodge County to continue 

exploring other health insurance options, including a consortium 

 

 Professional Development/Trainings: 

o Attended WPELRA conference, Sheboygan, WI.  January 25 – 26 

o Attended “Engaging Government Employees” webinar hosted by IPMA, January 18 

o Attended “Putting the Y in Safety” at UW Extension, sponsored by JCHRMA 

 
TERRI PALM KOSTROSKI 

Director - Human Resources  

 

KAREN MUNDT 

Benefits Administrator 

 

CASEY RADTKE 

Human Resources Specialist 

 

KIM EGGERS 

Safety Coordinator 

 

 

 

 



 

 Recruitment and Retention: 

o Recruited for 3 positions and received/reviewed 168 applications 

o Processed 10 new hires and 5 promotion/transfers and 1 interim promotion.   

o Processed 8 employee separations/seasonal layoffs 

o Processed 3 status changes 

o Completed and/or reviewed 24 reference checks, 1 education checks, 3 caregiver background 

checks, 0 credit check and 5 criminal record checks on 3 candidates, of which 7 applicants 

were extended an offer and 0 are pending.  7 applicants accepted and 0 applicant declined. 

 

 Employment Law/Personnel Ordinance/Employee Labor Relations: 

o Monitored 61 active FMLA requests, both new and on-going.   

o Received 9 First Report of Injuries, of which 2 were reportable 

o Accommodated 0 new disability requests 

o Denial of 0 sabbatical leave of absence 

o 0 bullying/hostile work environment investigation  

o 0 age discrimination concern investigated 

o 0 HIPAA violation investigation, 0 ongoing 

o 0 FMLA violation investigation 

o 0 retaliation violation investigation 

o 0 Unemployment Appeal 

o Continue to monitor 3 on-going Worker’s compensation claims and 1 new Worker’s 

Compensation claim 

 

 Safety: 

o Monthly Safety Topic:  Walking and Working Surfaces Safety Awareness 

o Continue LOTO Procedures Project 

o Continue Job Hazard Assessments Project 

o Initiated a county-wide chemical list update 

o Implemented MSDS On-line.  Initiated uploading SDS sheets for chemicals used throughout 

the County 

o Conducted 0 ergonomic assessments 

o Developed Contagious Disease form for the Jail Kitchen to be used on all new and current 

employees 

o Quarterly Safety meeting, Thursday, January 4 

 

 Employee Recognition and Appreciation: 

o Distributed 44 Birthday cupcakes for birthdays for the month of January 

o Distributed 9 Years of Service Thank you cards and gifts/gift options for the month of 

January 



Miscellaneous: 

o Computed vacation carryover requests of 1914.88 hours, compared to 2224.75 hours in 2017, 

with 368.25 hours forfeited. 

o Computed 37.75 hours of Holiday requests carried over into 2018. 

o Paid out 5,258.86 hours of compensatory time, equaling $142,593.52, exclusive of WRS 

and FICA. 

o Coordinated interview schedules for all employees, except represented law enforcement, to 

meet with the Austin Peters Group over a 6-day period. 

o Completed/updated 1 job descriptions, working toward the goal of completing job 

descriptions for over 200 positions 

o Drafted 2 resolutions for Committee/Board 

o Responded to 2 open records request, both regarding employee records 

o Implemented pay increases for all classified employees 

 

Action Items for February, 2018:   

 Assist as needed with on-site interviews for the Classification and Compensation Study 

 Develop an employee focus group for Health Insurance Options 

 Complete 10 job descriptions 

 Participate in ERP training discussions 

 Continue to monitor and enhance LEAN project of reducing recruitment time 

 Offer a Safety Training opportunity 

 Complete Evacuation maps for remainder of county facilities 

 Complete Job Hazard Assessments and create a Personal Protection Chart countywide 

 Complete Job Hazard Assessments with Maintenance staff 

 Complete LOTO training with Parks  

 Complete a safety/building walkthrough and chemical inventory at Parks 

 Complete Independent Contractor audit 

 Set up Internal Mass Alert Notification System 

Respectfully Submitted, 

 
Terri M Palm 

Human Resources Director 



Report to Human Resources Committee 

February 20, 2018 
 

 

MONTHLY ACCOMPLISHMENTS/GOALS: 

 January, 2018, report included 

 

 

VACANT POSITION REQUESTS AUTHORIZED TO FILL:  The County Administrator and Human Resources 

Director have reviewed the following vacant position requests since the January 16, 2018 Human Resources Committee 

meeting: 

COUNTY CLERK  

 Deputy County Clerk/Deputy Elections Clerk – Part-time 

 

ECONOMIC DEVELOPMENT 

 Increase of Program Assistant hours from part-time to full-time, money available in 2018 budget 

 

HUMAN SERVICES 

 CCS Facilitator 

 Juvenile Justice Worker 

 

 

 

EMERGENCY HELP REQUESTS:  The following emergency help requests were received since the January 16, 

2018 Human Resources Committee meeting. 

 Approval for clerical assistance at the Fair Department for 8 hours/week to assist with website updates, 

software setup for fair entry and mailings. 

 Approval for Family Development Worker assistance at Human Service to assist in coverage during a leave of 

absence. 

 

 

LEAVE OF ABSENCE REQUESTS:  There was no new Leave of Absence requests since the last meeting, to extend 

the leave through the end of the calendar year.   

 

 

HIRING ABOVE MINIMUM STEP, HIRING WITH ADDITIONAL BENEFITS AND/OR ADDITIONAL 

STEPS FOR CURRENT EMPLOYEES: 

 1 request for extra step denied 

 

Respectfully Submitted, 

 
Terri M Palm 

Human Resources Director 
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