
















 

 

JEFFERSON COUNTY 

HUMAN RESOURCES 
Courthouse 

311 South Central Ave - Room 111 
JEFFERSON, WISCONSIN 53549 

Telephone (920) 674-7102 
Fax (920) 675-0068 

 
 

To: Jefferson County Board of Supervisors 

FROM: Human Resources Committee 

DATE: February 16, 2021 

RE: Update regarding Resolution 2020-14, Approving Suspension of Personnel Policy Provisions 
 
 
On June 16, 2020, the Jefferson County Board of Supervisors approved Resolution 2020-14, Approving Suspension of 
Personnel Policy Provisions.  This resolution approved several suspensions of personnel provisions and authorized the 
County Administrator the authority to modify the current suspensions or approve additional personnel provision 
suspensions to ensure the protection of employees, clients/customers, and the public.  This authorization was granted 
through December 31, 2020, with an additional provision authorizing the Human resources Committee to extend the 
County Administrator’s ability to temporarily suspend personnel provisions as deemed necessary. 
 
On November 17, 2020, the Human Resources Committee met to discuss the possible extension of providing the County 
Administrator the authority to modify or suspend personnel policies.  In consideration of the increasing number of 
COVID-19 cases in Jefferson County and cases directly impacting Jefferson County employees and departments, the 
Human Resources Committee took action to extend the County Administrator’s authority to modify or suspend 
personnel policies as deemed necessary through March 31, 2021, or unless further action was taken to modify this date.   
 
On February 16, 2021, the Human Resources Committee again met to discuss the possible extension of providing the 
County Administrator the authority to modify or suspend personnel policies.  In consideration of the COVID-19 still being 
prevalent not only throughout Jefferson County, but throughout the world, and in consideration that the Coronavirus 
vaccine is still in the first stages of ad41ministration, the Human Resources Committee took action to extend the County 
Administrator’s authority to modify or suspend personnel policies as deemed necessary through June 30, 2021, or unless 
further action was taken to modify this date. 
 
The following personnel policy provisions have been suspended and/or modified since the adoption of Resolution 2020-

14.  These modifications are approved through June 30, 2021, unless otherwise notified or modified prior to June 30, 
2021: 
 
1.  COMPENSATORY TIME 

a. Jefferson County’s Personnel Ordinance states that exempt employees who are eligible for 

compensatory time at an hour-for-hour basis may accrue compensatory time for all hours worked over 

40 hours/week.   

i. Public Health Nurses and the Public Health Nurse Manager may accrue compensatory time on 

an hour-for-hour basis for COVID-19 related activities for the first five hours of actual hours 

worked over 40 hours per week.  
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ii. Public Health Nurses and the Public Health Nurse Manager may be compensated overtime, paid 

at a rate equal to the regular rate of pay, for any hours worked over 45 hours per week on 

COVID-19 related activities. 

iii. Public Health Nurses and the Public Health Nurse Manager may accrue up to 480 hours of 

compensatory time on an hour-for hour basis for actual hours worked over 40 hours per week. 

iv. The Vaccination Clinic Coordinator may be compensated overtime, paid at a rate equal to the 

regular rate of pay, for any hours worked over 40 hours per week on COVID-19 related activities. 

b. Jefferson County’s Personnel Ordinance states that compensatory time for exempt employees needs 

to be used by November 30 of each year or the balance is forfeited.  Any remaining compensatory 

balances as of November 30, 2020, for exempt Public Health Nurses and the Public Health Nurse Manager 

will be carried over into the new 2021 comp year.   

 

2. FACE COVERINGS:  Jefferson County employees will follow State orders during the duration of said orders. 

 

3. FAMILIES FIRST CORONAVIRUS RESPONSE ACT (FFCRA):  The Families First Coronavirus Response Act expired on 

December 31, 2020.  Employees requiring quarantining or isolating after December 31, 2020, will be required to use 

accrued or unpaid time.  The County will allow the use of sick pay during quarantine, even in circumstances that 

would not otherwise qualify.  Employees should still complete the questionnaire form that advises on quarantine 

and isolation timeframes, as well as the FFCRA paperwork for tracking purposes only.  Should the new federal 

administration approve paid leave for COVID-19 related absences that is retroactive, the County needs a method to 

track these absences; therefore, the FFCRA form will be required. 
 

4. ISOLATION AND QUARANTINE: 
a. Isolation Periods:  Employees who test positive for COVID-19 will be required to isolate for 10 days from 

the onset of symptoms, or if no symptoms, 10 days from the date the test was taken.  Employees should 
continue to complete the COVID-19 questionnaire form.  Human Resources will follow up with either the 
employee, the employee’s supervisor, or both, to confirm the isolation period. 

 

b. Quarantine When In Close Contact With Someone Positive For Covid-19:  On December 2, 2020, the 

Centers for Disease Control (CDC) published updated guidance that relaxes its requirements for 

quarantine periods for people exposed to COVID-19 through “close contacts.” Previously, people with 

close contacts—generally defined as having been within 6 feet of someone who has COVID-19 for a total 

of 15 minutes or more in a 24-hour period—were required to quarantine for 14 days after the last date 

of contact. The new guidelines offer options to reduce the recommended quarantine period.  Jefferson 

County will follow the following guidelines:    

• Quarantine the 14 days if able to work remotely 

• Quarantine for 10 days for positions unable to work remotely.  Highly prefer negative PCR 
COVID test at 7 days after contact.  Must continue to self-monitor and take extra precautions 
through the 14-day period. 

• Quarantine for 7 days for positions in critical and/or public safety positions, providing there is a 
negative test at 5-6 days after contact.   

 
Employees should continue to complete the COVID-19 questionnaire form.  Human Resources will 
follow up with either the employee, the employee’s supervisor, or both, to confirm the quarantine 
period. 
 



 

 

c. Family Members Who Are Required To Quarantine (Contact of a Contact):  If a family member is required 
to quarantine because of potential exposure or travel history and is awaiting test results or to see if they 
get symptoms, it is currently not expected that the entire family quarantine. Instead, it is recommended 
to practice social distancing within their home. If the results came back positive, or the person develops 
symptoms, then the entire household/contacts would be expected to quarantine in accordance with 
close contact guidance. 

 
d. EXCEPTION to quarantine:  If you have documented proof that you have received the entire series of the 

COVID-19 vaccination, and are a close contact after 14 days of the final vaccination series and 41before 
90 days of the last of the series, as long as you do not exhibit any symptoms of COVID-19, you will not 
need to quarantine. 

 
5. REPORTING TO WORK SICK:  Remember, if you are sick, you need to stay home.  If you report to work with a fever 

or other upper respiratory symptoms such as difficult breathing or cough, you will be sent home and allowed to use 
sick pay or other accrued time.   

 
6. SCHOOL AND DAY CARE CANCELLATIONS:  Employees who have children in schools or day cares that have been 

cancelled, and whose children are not old enough to care for themselves, will be allowed time off from work without 
being penalized.  However, in turn, we are asking employees to try to locate other care for their children that you 
are comfortable with, such as a relative or neighbor.  If/when that is not possible, please talk with your supervisor to 
see if there is an alternate work schedule you can do.  This may include working a different shift, telecommuting, or 
another arrangement.   If the only option available for you is to take time off of work, employees will be allowed to 
use voluntary furlough, with approval of your department head.  Employees may also use vacation pay, floating 
holiday pay, random hours, or compensatory time, prior to using unpaid time.  Sick pay may be used only after 40 
hours of other accruals are used.  Voluntary furlough can be used at any time during the absence for school and day 
care closings.   The voluntary furlough hours may be taken in as small as 15 minute increments, pending approval of 
your department head.  The FFCRA paperwork must be completed to track time off due to COVID-19 cancellations 
and to be eligible for credit, pending any new legislation in 2021. 

 
7. SICK LEAVE:  With the approval of the department head, new employees may access sick pay immediately (prior to 

the 6-month probationary period).  Also, with the approval of Human Resources and/or County Administrator, 

employees may be able to use accruals already earned for 2022.  This will reduce the amount of vacation received in 

January 2022.    

 

8. TELECOMMUTING GUIDELINES:  The telecommuting guidelines provided in March 2020, will continue.  Employees 

will be expected to have prior approval for remote work and while remote working, will continue to represent the 

county in the same professional manner as is expected if physically at work.  This includes: 
 

• Dressing and acting professionally as if you were meeting in person (i.e. No sweatshirts/ripped jeans; no 

eating during meetings;  

• Keeping your camera on during meetings.  If your camera is off, or you do not have one, the reason should 

be noted; 

• Working during your normal work hours, unless approved otherwise by your department head and 

communicated to co-workers; 

• Checking phone messages regularly throughout the day.  Phone messages should not be older than 24-hours 

unless you have changed your voice message that you are out of the office (i.e. vacation) and unable to 

return messages promptly.  Checking voice messages can be done by calling 920-674-7600 and following the 

prompts to enter your extension and your ID for retrieving messages. 



 

 

• Reporting your time accurately and following other time-keeping work rules, such as two 15-minute paid 

breaks, unpaid 30-minute meal break, calling in absences as required by your supervisor, etc. 

 

9. TRAVEL:  COVID-19 is still prevalent in Wisconsin, the United States, and throughout the World.  Both international 
(overseas) and U.S. travel continues to be risky and the spread of COVID-19 can change quickly, including in areas of 
travel destinations.  If an employee must travel, they should prepare for: 

o Changing travel restrictions. 

o New requirements for airline passengers traveling to the U.S. from a foreign country. 

o Staying in-place if become sick, which could mean isolating or quarantining at your travel destination, 

thereby postponing your return. 

o Planning for the impact of being away from your home for an extended period of time if required to 

isolate or quarantine in-place. 
. 

a. International travel:  International travel is deemed not safe because COVID-19 continues to spread all over 
the world and is discouraged by the County, but not prohibited. If traveling to another country, check with 
your destination's Office of Foreign Affairs or Ministry of Health or the US Department of State, Bureau of 
Consular Affairs, Country Information page for details about entry requirements and restrictions for arriving 
travelers. 

As of January 26, 2021, there are new requirements for all air passengers arriving to the US from a foreign 
country to get tested no more than 3 days before their flight departs and to present the negative results or 
documentation of having recovered from COVID-19 within the past 90 days to the airline before boarding 
the flight. Details of the CDC order and recommendations for after international travel can be found at the 
CDC International Travel site.   If, despite these recommendations, you choose to travel, the following will be 
required upon return: 

• Self-monitor for symptoms of COVID-19 for 14 days, including check your temperature twice daily 
and if you develop symptoms like fever, cough, shortness of breath, call your doctor and stay home. 

• Get tested with a viral test 3-5 days after travel AND stay home and self-quarantine for a full 7 days 
after travel. 

o Even if you test negative, stay home and self-quarantine for the full 7 days. 
o If your test is positive, isolate yourself to protect others from getting infected. 

• If you don’t get tested, stay home and self-quarantine for 10 days after travel. 

• EXCEPTION to quarantine:  If you have documented proof that you have received the entire series of 
the COVID-19 vaccination and travel after 14 days of the final vaccination series and return before 
90 days of the last of the series, as long as you do not exhibit any symptoms of COVID-19, you will 
not need to quarantine. 

 
b. Travel Out of State:  If traveling out of the State of Wisconsin and traveling by airplane, train, or boat 

(including riverboat), employees will be required to follow the same guidelines as international travel.  Upon 
return: 

• Self-monitor for symptoms of COVID-19 for 14 days, including check your temperature twice daily 
and if you develop symptoms like fever, cough, shortness of breath, call your doctor and stay home. 

• Get tested with a viral test 3-5 days after travel AND stay home and self-quarantine for a full 7 days 
after travel. 

o Even if you test negative, stay home and self-quarantine for the full 7 days. 

https://www.cdc.gov/coronavirus/2019-ncov/travelers/testing-international-air-travelers.html
https://www.cdc.gov/coronavirus/2019-ncov/travelers/testing-international-air-travelers.html
https://www.cdc.gov/coronavirus/2019-ncov/travelers/testing-air-travel.html
https://www.cdc.gov/coronavirus/2019-ncov/testing/diagnostic-testing.html
https://www.cdc.gov/coronavirus/2019-ncov/if-you-are-sick/isolation.html
https://www.cdc.gov/coronavirus/2019-ncov/travelers/testing-air-travel.html
https://www.cdc.gov/coronavirus/2019-ncov/testing/diagnostic-testing.html


 

 

o If your test is positive, isolate yourself to protect others from getting infected. 

• If you don’t get tested, stay home and self-quarantine for 10 days after travel. 

• EXCEPTION to quarantine:  If you have documented proof that you have received the entire series of 
the COVID-19 vaccination and travel after 14 days of the final vaccination series and return before 
90 days of the last of the series, as long as you do not exhibit any symptoms of COVID-19, you will 
not need to quarantine. 

 

c. Travel, Work-Related:   Work-related travel outside of Jefferson County to attend conferences, work with 
clients and/or inmates, and other approved work-related events are not prohibited at this time, but require 
prior approval by your department head.  Department heads must review the employee’s request, activities 
required during travel, and other safety concerns related to COVID-19 transmission and approve requests if 
travel is critical for the employee’s job (ie. transport of an inmate) or if the risk of transmission is low (ie.  
Conference hotel has taken physical distancing precautions, etc.).  If travel by airplane, train, or boat is 
required, quarantine restrictions will be in place: 

• Self-monitor for symptoms of COVID-19 for 14 days, including check your temperature twice daily 
and if you develop symptoms like fever, cough, shortness of breath, call your doctor and stay home. 

• Get tested with a viral test 3-5 days after travel AND stay home and self-quarantine for a full 7 days 
after travel. 

o Even if you test negative, stay home and self-quarantine for the full 7 days. 
o If your test is positive, isolate yourself to protect others from getting infected. 

• If you don’t get tested, stay home and self-quarantine for 10 days after travel. 

• EXCEPTION to quarantine:  If you have documented proof that you have received the entire series of 
the COVID-19 vaccination and travel after 14 days of the final vaccination series and return before 
90 days of the last of the series, as long as you do not exhibit any symptoms of COVID-19, you will 
not need to quarantine. 

 

10. VOLUNTARY FURLOUGH:   With Department head approval, employees may use unlimited amount of voluntary 

furlough prior to utilizing accrued benefits.  During this specific time only with voluntary furlough, the County will 

continue to calculate your benefits based on the unpaid voluntary furlough and will continue your health/dental 

insurance, providing the employee continues to pay his/her share of premiums.  Employees using voluntary furlough 

may not carryover accrued time into 2022. 

 

 
 

 
 
 

 

https://www.cdc.gov/coronavirus/2019-ncov/if-you-are-sick/isolation.html
https://www.cdc.gov/coronavirus/2019-ncov/travelers/testing-air-travel.html
https://www.cdc.gov/coronavirus/2019-ncov/testing/diagnostic-testing.html
https://www.cdc.gov/coronavirus/2019-ncov/if-you-are-sick/isolation.html
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