








 

 

Agenda 
 

Human Resources Committee 
Jefferson County Courthouse 

320 S Main St, Room 112 
Jefferson, WI 53549 

 
August 7, 2012 @ 10:30 a.m. 

 
Committee Members:  James Braughler, Chair; Greg David; Pamela Rogers, Secretary; 

     Jim Schroeder, and Dick Schultz, Vice-Chair 
 

1. Call to order 
2. Roll call (establish a quorum) 
3. Certification of compliance with the Open Meetings Law 
4. Review of the Agenda 
5. Citizen comments 
6. Approval of July 17, 2012 minutes 
7. Communications 
8. Discussion with Charles Carlson from Carlson Dettmann Consulting to provide a 

status update on the Classification and Compensation study and possible action 
giving direction to proceed with the study, including but not limited to determining 
where Jefferson County should position itself in the market and how employees will 
receive pay increases in the future 

9. Consideration to eliminate or unfund a full-time vacant AODA Therapist/OWI 
Assessor position and create a full-time AODA Assessor/Counselor/Human 
Services Professional I position 

10. Review and approval of the 2013 Human Resources Budget 
11. Convene into closed session pursuant to Wisconsin State Statues Section 19.85 

(1)(b), consideration of employee discipline 
12. Reconvene into open session for consideration and possible action regarding items 

discussed in closed session 
13. Review and consideration to amend Personnel Ordinance HR0520 Grievance, 

Resolution Process, to re-define the role of an Independent Hearing Officer  
14. Set next meeting date and agenda  
15. Adjournment 

 
Next scheduled meeting:  August 28, 2012 @ 8:30 a.m. 

 
The Committee may discuss and/or take action on any item specifically listed on the agenda 

 
Individuals requiring special accommodations for attendance at the meeting should contact the 

County Administrator 24 hours prior to the meeting at 920-674-7101 so appropriate arrangements 
can be made. 







REQUEST FOR NEW POSITION 
 
 

1. Position to be filled:  AODA Assessor/Counselor/Human Services 1  
 
 Department: Human Services   Hours: Full time days 
 
  Grade and Pay Range: Grade 20  
 
 Cost:  $283 increase but more revenue potential Benefits: Yes 
 
We would unfund the AODA Assessor position and fund a AODA 
Assessor/Counselor/Human Services 1 position. 
 
Current Position Salary $44,445.94 Fringe $22,907.06 Total Cost $67,353 Family Coverage 
New Position       Salary $53,234.64 Fringe $14,401.36 Total Cost $67,636 Single Coverage                        
              
Fiscal Note (how is position funded):  By Intoxicated Driver Assessment Fees, by revenue 
for treatment, and by Client Fees (over 200%).    Zero Tax Levy. 
In 2011 there were 385 Intoxicated Driver Assessments for $113,574 in revenue and 
$94,526 in revenue from the OWI surcharge. 
 
The new position would also capture more revenue by providing AODA counseling 
services.  
 
2. Please indicate how many other full-time, part-time (benefited) and part-time 
(nonbenefited) positions are currently allocated to this classification.  Please include how 
many of these are vacant. 
 
In Grade 20 there are 12 positions with no vacancies. 
 
 
3. Why is the position vacant?  
 
The AODA assessor position is vacant due to an employee’s discharge.    
 
4.       What efforts have you made to change the position? 
 
This would be a new position with the expanded duties of providing group and individual 
AODA counseling for adolescents and adults.  We are seeing a huge increase in the need for 
AODA treatment.  This position would also bring in more revenue then. 
 
5. What would happen if the position is not filled? 
 
We could not meet the mandate that counties provide Intoxicated Driver assessments and 
we could not meet the need we are seeing for AODA treatment services. 
 



6. Your recommendation, including anticipated date to fill?  The position be filled by 
9/1/12.  
 
Submitted by: Kathi Cauley    Date:  8/1/12  

























HR0520 GRIEVANCE RESOLUTION PROCESS.  (cr. 09-13-11, Ord. 2011-12) 
A. POLICY.  Jefferson County will endeavor to treat all employees equitably 

within established County and department policies or procedures and state or 
federal guidelines affecting the workplace.  If an employee does not feel that fair 
treatment within the established policies, procedures, or state or federal 
guidelines has been applied to a discipline, termination or workplace safety, the 
employee has the right to discuss the matter with representatives of Jefferson 
County and/or to request formal consideration of their grievance under the 
Grievance Resolution Process.  The Grievance Process will be available to all 
employees except civil service law enforcement personnel. 

 
 The Grievance Resolution Process is designed to assist employees in resolving 

grievances within specific parameters.  The Grievance Resolution Process is 
intended to resolve grievances about application or administration of existing 
Jefferson County policies in light of the existing policy or past application of the 
policy.  The Grievance Resolution Process is not intended to consider grievances 
regarding Jefferson County policies or as a mechanism to change an existing 
policy.  Grievances are restricted to discipline, termination of employment or 
safety.  The Grievance Resolution Process is not intended to hear grievances 
regarding application of issues related to health, disability or other insurances.  
No retaliatory action will be taken against any employee for proper and good 
faith use of the Grievance Resolution Process or participation in processing of a 
grievance.  [am. 3/13/12, Ord. 2011-30] 

B. PROCEDURAL ISSUES. 
1. Administration.  The Director of Human Resources will supervise and 

administer the grievance process and is further charged with being an 
advocate and counsel to assist employees in this process.  Supervisors and 
Department Heads should keep the Director of Human Resources informed 
of all grievances in progress. 

2. Employee Representation.  Employees may be accompanied by a 
representative of their choice at any level of the grievance procedure after 
the appeal to the department head provided the employee notifies the 
County at least 24 hours ahead of the meeting that the representative will 
attend and who the representative will be.  The representative is allowed to 
help the employee present their grievance but no step in the procedure is 
intended to be a legal proceeding.  Employees may contact their 
representative to discuss their problem only during break periods, lunch 
periods, before or after work, or at any time when they are not on duty. 

3. Timelines.  Failure to process a grievance by the grievant within the time 
limit, or agreed upon extensions, shall constitute waiver of the grievance 
which will be considered resolved on the basis of the County's last answer.  
Failure of a management representative to meet the time limits shall cause 
the grievance to move automatically to the next step in the procedure.  To 
encourage that grievances are addressed in a prompt manner the time limits 
set by this policy are intended to be strictly observed and may not be 
extended except in extreme circumstances and then only upon the express 
written consent of the parties. 

4. Exclusive Remedy.  This procedure constitutes the exclusive process for 
the redress of any employee grievances as defined herein.  However, 
nothing in this grievance procedure shall prevent any employee from 
addressing concerns regarding matters not subject to the grievance 
procedure with administration and employees are encouraged to do so.  
Matters not subject to the grievance procedure that are raised by employees 
shall be considered by administration which has final authority, subject to 
any applicable Board policy or directive, to resolve the matter. 

C. DEFINITIONS.  



1. Days:  Regular business days, Monday through Friday, other than 
weekends and holidays regardless of whether the employee or his or her 
classification is scheduled to work.  The time within which an act is to be 
done under this policy shall be computed by excluding the first day and 
including the last day. 

2. Grievance:  Any written statement that an employee submits regarding 
established policies, practices or decisions about the employee’s wages, 
hours of work, status, or other terms and conditions of employment will be 
considered a formal grievance.  Only grievances regarding discipline, 
termination and workplace safety will follow this Grievance Resolution 
Procedure.  All other grievances may be addressed under HR0560. 

3. Discipline:  Any action that results in documentation to the employee’s 
record, including verbal or written warning, suspension with or without pay, 
involuntary demotion, or involuntary termination of employment. 

4. Employee: Any full or part-time employee of Jefferson County, including 
temporary, seasonal and occasional employees.  This does not include 
elected officials or independent contractors. 

5. Safety:  Those conditions related to physical health and safety of employees 
enforceable under federal or state law, or County rule related to: safety of 
the physical work environment, the safe operation of workplace equipment 
and tools, provision of protective equipment, training and warning 
requirements, workplace violence and accident risk. 

6. Termination: Any involuntary separation from Jefferson County 
employment.  This would not include retirements, voluntary resignations, 
lay offs, separation from service due to business closures, separation by 
mutual agreement, or termination for similar reasons. 

 D. STEPS TO RESOLVE THE GRIEVANCE: 
STEP 1: Discussion with Supervisor:  Any employee having a grievance 

regarding application of a department or county policy should first 
discuss the problem with their immediate supervisor.  If the problem 
is not settled to the employee’s satisfaction, the employee may 
present their grievance according to the procedures below.  If any 
employee is uncomfortable addressing the grievance directly with the 
supervisor, the employee may request assistance from the Human 
Resources Director or County Administrator. 

STEP 2: Appeal to Department Head:  The employee should submit the 
written grievance to the Department Head within ten (10) days of the 
date of the incident or decision that caused the grievance.  The 
Department Head shall give a written answer within ten (10) days of 
receipt of the grievance, with a copy to the Human Resources 
Director. 
The written grievance must include:  the name and position of the 
grievant; a clear and concise statement of the grievance; the issue 
involved; the relief sought; the date the incident or alleged violation 
took place; the specific section of the Policy Manual or workplace 
safety rule alleged to have been violated; and the signature of the 
grievant and the date.  The grievance may be denied if any of this 
information is omitted.  (See attached Grievance Procedure Form). 

STEP 3: Appeal to County Administrator:  If the employee is not satisfied 
with the Department Head’s response, the grievance may be 
presented to the County Administrator.  The grievance should be 
submitted within five (5) days from the date of delivery of the 
Department Head’s answer.  After receipt of the written grievance by 
the County Administrator, a meeting should be held to discuss the 
complaint at a mutually agreeable time between the County 
Administrator and the employee, preferably within ten (10) days of 



receipt of the written grievance.  Within ten (10) days after the 
meeting, the County Administrator shall respond to the grievance in 
writing, with a copy to the Human Resources Director.   

 
The County Administrator shall also determine if the grievance is 
timely, if the subject matter of the grievance is within the scope of 
this policy and otherwise properly processed as required by this 
policy. If the County Administrator is aware of other similar pending 
grievances, the County Administrator may consolidate those matters 
and process them as one grievance.   

 
The decision at the third step may be appealed by a written statement 
of the grievant forwarded to the Human Resources Director 
describing the reason for appeal.  This written statement shall be 
submitted within five (5) days from the date of delivery of the 
County Administrator’s answer.   

 
If the decision at Step 3 is based in whole or in part on the basis of 
timeliness, scope of the grievance process or other failure of the 
grievant to properly follow the process the matter shall be referred to 
the Human Resources Committee who shall determine whether the 
matter should be processed further. If the Third Step decision is on 
the merits of the grievance only the grievance will be referred to an 
Impartial Hearing Officer (IHO).   

STEP 4: Request for Hearing by an Impartial Hearing Officer: The IHO 
will be designated by the County Administrator.  Any costs incurred 
for or by the (IHO) will be paid by the County.  The IHO will 
convene a hearing in the manner the IHO determines necessary.  The 
IHO shall have the authority to administer oaths, issue subpoenas at 
the request of the parties, and decide if a transcript is necessary.  The 
IHO may require the parties to submit grievance documents and 
witness lists in advance of the hearing to expedite the hearing. The 
burden of proof shall be “a preponderance of the evidence”.  In 
termination and discipline cases, the County shall have the burden.  
In workplace safety cases, the employee shall have the burden.  The 
IHO may apply relaxed standards for the admission of evidence, 
including allowing the admission of hearsay.  The IHO may request 
oral or written arguments and replies.  The IHO shall provide the 
parties a written decision.  

 
The IHO may only consider the matter presented in the initial 
grievance filed by the employee.  The IHO shall have no power to 
add to, subtract from or modify the terms of the Board policy or rule 
that forms the basis for the grievance. 

STEP 5: County Board Review:  Either party may appeal an adverse 
determination at step four to the County Board, by filing written 
notice appealing the decision of the IHO in the County 
Administrator’s Office within ten (10) days of the decision of the 
IHO.  The County Board shall within thirty (30) days after 
submission of the appeal schedule the review of the IHO's decision. 
The review will be conducted by the Board during a closed session 
meeting unless an open session is requested by the employee.  The 
Board may make its decision based on the written decision of the 
IHO or the Board may examine any records, evidence and testimony 
produced at the hearing before the IHO.  A simple majority vote of 
the Board membership shall decide the appeal within twenty (20) 



days following the last session scheduled for review. The Board will 
issue a final written decision which shall be binding on all parties. 



Jefferson County Grievance Procedure Form 
 

This form is intended to assist employees in filing a formal grievance in accordance with the Jefferson County 
Grievance Resolution Process.  For specific information regarding the process, how to file a grievance, grievance or 
appeal deadlines or other information related to the process or how to file, please consult the Grievance Resolution 
Process in the Personnel Ordinance or the Human Resources Department. 
 
Instructions: 
This form is beneficial in filing a grievance but not required.  After step one (discussion with your supervisor) a 
written grievance is required.  At a minimum the written grievance must include the following: 

 
Employee (Grievant) Name:           
 
Employee (Grievant) Position/Job Title:          
 
Date of Incident or alleged violation:          
 
Please state the specific section of the Personnel Ordinance, Personnel policy or workplace safety rule alleged 
to have been violated:           
              
 
Please provide a clear and concise statement of the grievance, including action taken against the employee:   
 
             
 
              
 
              
 
Please describe the issue involved (summary of relevant facts, witnesses, identification of supporting 
evidence, etc.):            
 
              
 
              
 
              
 
What efforts have been made to informally resolve the grievance?       
 
              
 
              
 
What relief/remedy is sought?           
 
              
 
 
 
              
Employee Signature       Date 
 
 
Received by:             
  Human Resources Representative    Date 
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