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YOUR COUNTY GOVERNMENT AT WORK - SCHEDULE OF MEETINGS 2015-2016

Elections
February 16, 2016
April 5, 2016

COMMITTEE / BOARD ROOM/TIME MAY| JUN | JUL | AUG| SEP | OCT | NOV | DEC | JAN | FEB | MAR| APR
Administrative & Rules
Administration & Rules/ICC Committee Last Wednesday; 27 24 29 26 30 28 25 30 27 24 30 27
8:30 a.m. / 9:00 a.m 8:30 a.m. Rm 112 18 15 20 17 21 19 16 21 18 15 21 18
ICC 3rd Monday
Blue Spring Lake Mgmnt District Called by President
Bi Monthly 3rd Wed
Gountylboand afHiealth 1:00 p.m. Conf. Rm 20 15 16 20 16
. ] 4th Thursday
Economic Development Consortium 8:30 a.m. UWX Rm 12 28 25 23 27 24 28 25 24 28
. . 1st Thursday
7
Fair Park Committee 8:00 a.m. Conf. Rm 7 4 2 6 3 1 5 3 7 4 3
. 2nd Monday
11 8 14 11
Farmland Conservation Easement 12:30 p.m. Rm 203 11 8 13 10 14 12 9 14
) . 2nd Thursday
Finance Committee 8:30 a.m. Rm 112 14 11 9 13 14 8 12 10 14 11 10 14
. ) 1st Tuesday
2 1 5
Highway Committee 8:00 a.m. Hwy Office 5 2 7 4 1 6 3 1 5
Historic Sites 4th Thursday
PreservationCommission 6:30 p.m. UWX 28 . 23 27 24 22 A u 2 25 24 28
] 3rd Thursday
Home Consortium Board 9:00 a.m. Waukesha 21 18 16 20 17 15 19 17 21 18 17 21
. 3rd Tuesday
Human Resources Committee 8:30 am. Rm 112 19 16 21 18 15 20 17 16 19 16 15 19
. 2nd Tuesday 12
Human Services Board 8:30 a.m. Workforce 12 9 14 1 8 13 10 8 12 9 8
. 1st Wednesday
Infrastructure Committee 9:00 am. Rm 112 6 3 1 5 2 7 4 2 6 3 2 6
Jefferson County Library Council 7:00 p.m. TBD
. . 3rd Saturday
Lake Ripley Management District 9:00 a.m. Oakland 16 20 18 15 19 17 21 19 16 20 19 16
Land & Water Conservation Committee |00 Vednesaay 20| 17| 15| 19| 16| 21| 18| 16| 20| 17| 16 | 20
8:00 a.m. Rm 112
4th Friday
Law Enforcement Emergency Mgmt 8:30 a.m. Rm 112 22 26 24 28 25 23 22 26 n 22
Mid-WI| Federated Library Systems Bd . 5= ) 26 30 28 25 29 27 24 29 X X X X
6:00 p.m. Horicon
) 1st Monday
4
Parks Committee 9:30 a.m. Rm 202 4 1 6 m 5 2 7 4 1 7
. h ; Last Monday 1
Planning & Zoning Committee 8:30 a.m. Rm 203 X 29 27 31 28 26 30 28 25 29 28 25
. . . . 3rd Thursday
7 21
Planning & Zoning Public Hearing (PH) 7:00 p.m. Rm 205 21 18 16 20 17 15 19 17 21 18 1
Planning & Zoning Board of Adjustment 2nd Thursday
(Site Inspections followed by PH) 1:00 p.m. Rm 203/205 14 | 1 9 13 | 10 8 12 10 | 14 | 11 | 10 | 14
Mon prior to PH
7 11
Planning & Zoning Site Inspections 8:00 a.m. Rm 203 L4 8 g 10 n 5 7 g it g
" . ' A Called by Chair X
Solid Waste & Air Quality Committee 8:00 a.m. Rm 203 X 19 X X X 16 X 18 X X X
University Extension 2nd Monday
Education Committee 8:30 a.m UW Rm 12 1 8 13 10 14 12 9 14 11 8 14 11
Utility Tax Association Quarterly Called by Chair or the Board
] . Annually ;
Veterans Service Commission 2:30 p.m. Rm 112 Called by Chair
. A ! . 1st Friday
WI River Rail Transit Commission 10:00 a.m. Dane Cty 8 5 10 7 1 9 6 4 8 5 4
COUNTY BOARD gnd Tuesday 122 o411 ]| s |13|1w0]s | x| o] e]12
7:00 p.m. *Monday
7:00 p.m. Budget Public Hearing 27

Board of Canvass
February 22, 2016
February 23, 2016

April 11, 2016
April 12, 2016

Finance Committee
Budget Hearings
September 16, 2015
September 17, 2015
September 18, 2015

WI Counties
Annual Conference
September 20-22, 2015

County Fair
July 8-12, 2015

Clean Sweeps
August 22, 2015 Fort Atkinson

September 19, 2015 Watertown
October 2, 2015 Whilewater
April 9, 2016 Fair Park
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JEFFERSON COUNTY
HUMAN RESOURCES
DEPARTMENT

2014 Annual Report






The Jefferson County Human Resources Department is pleased to provide the 2014 Human
Resources Annual Report and the opportunity to share an overview of the department’s programs,
initiatives and accomplishments. The Human Resources Department strives to provide the highest
level of public service and reflects this through focusing on our objective to be a customer service
focused Team dedicated to being a resource to staff, managers, Board Supervisors and citizens of
Jefferson County.

In June, 2014, Kim Eggers was hired into a newly created position of a full-time Safety
Coordinator. When the Board authored the creation of the Safety Coordinator position, it was a
dedication to commit the County to create a culture that takes safety into consideration in everything
we do. This has been a collaborative effort between Jefferson and Walworth County and our
two counties share Kim’s expertise on a half-time basis, eac ing the first six months of having
this position, safety audits were conducted, hazards entified, corrections were either
implemented or plans of corrections were made, po ining plans were started, and
goals/plans of action going forward were develop on of department heads and
employees has been overwhelming. They are
guide and direct this change. In a few short i
areas and departments throughout the County.
2015.

impact made in many
further successes in

icated to include:
or health insurance, which included
to a low-deductible plan and the

Other accomplishments/goals that
e Successfully implemented a ¢

lans and then on the change
esources processed over 475

e Recommended revi to the Personnel Ordinance, updating over 16 sections.

e Provided training courses on Supervisor Responsibility and other Employment Law issues,
including Supervisory FMLA training presented by Human Resources Specialist, Tonia
Mindemann.

e Provided a Benefits Fair for all County Employees in October, including arranging for our
Health Department to be a provider with the major HMOs in Jefferson County’s State Health
Insurance Program in order to administer flu shots.



e Established a policy and procedure manual governing HIPAA for Jefferson County. The
manual outlines best practices to ensure compliance with HIPAA regulations, including
sample forms, reporting mechanisms and training guidelines.

The remainder of this report highlights information on the “normal and regular” functions of the HR
Department, including Recruitment and Retention, Compensation and Benefits, Training and
Development, Safety and Health, Employment Law, Employee and Labor Relations, and specific
goals for 2015.

Respectfully Submitted,

Terri M Palm-Kostroski
Human Resources Director &







PERSONNEL SUMMARY - The Human Resources Department staff includes: Terri Palm-
Kostroski, Human Resources Director; Ellen Braatz, Benefits Administrator; Tonia Mindemann,
Human Resources Specialist and Kim Eggers, Safety Coordinator. In addition, Tammie Jaeger,
Administrative Secretary, provides administrative assistance whenever possible.

In 2014 the Human Resources Department served over 654 employees and elected officials
annually in a variety of functions, summarized in the following sections:

RECRUITMENT AND RETENTION - Human Resources supervises and participates in
recruitment, interviewing, testing, selection, orientation and gaaluations of all employees. In
2014, this included:
e Prepared and placed 73 employment advertisem d job postings, in addition to ads
for ongoing recruiting efforts, resulting in 2,82
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15.24% 15.14% 17.01%

Number of employ8 ; 536 547 558

Full-time Equivalents 459.2 470.2 477.62




COMPENSATION AND BENEFITS - Human Resources also plans, directs, evaluates and
explains the employee benefits program, including Health and Dental insurance, the Wisconsin
Retirement System, Voluntary Life and Disability Insurance plans, two Deferred Compensation
plans, Section 125b plan, as well as vacation, sick and holiday accruals; researches, evaluates
and recommends new benefits, including implementation of new benefits; acts as liaison or plan
administrator with various insurance carriers and fosters effective relationships with client
representatives. The Human Resources Department coordinated the SEVENTH annual Benefits
Fair with representatives from a majority of our benefit providers. With the cooperation of the
Health Department, a flu clinic was also set up during the benefits fair for employees.

1. LIFEMATTERS (EAP)
e Utilization was up from 1.6% to 2.2%

e 11 employees and/or family members an

LifeMatters services

/supervisor/HR staff accessed

2. RECLASSIFICATIONS

3.
[ ]
®
®
4.
e Participated
requests
5.
With Nationwide and Wisconsin Deferred
o deferred compensation administrators
6.
and Dental insurance related transactions for employees and
7.

e Enrolled 45 employees into the Wisconsin Retirement System.

8. ACCRUED BENEFITS
e 21,841 hours of sick time used that was NOT covered under FMLA, costing the
County approximately $608,676, inclusive of WRS and FICA. This does NOT
include lost productivity or overtime. This computes to an average of 46.25 hours
PER eligible employee...or nearly 5 3/4 days. In addition, there was 2,141.50 hours
of unpaid leave NOT contributed to voluntary furlough, FMLA or military leave!
THIS EQUATES TO 11.5 FTEs!



TRAINING AND DEVELOPMENT.

Schedule & Location:

SAFETY and HEALTH

Quarterly webinars — WMMIC presents about twenty 30-minute webinars each quarter
on a variety of topics, including Safety and Environment, Human Resources, Corrections,
Law Enforcement and Management.

August 14, 2014 — “Bullying in the Workplace”. A half-day presentation by Attorney
Bob Gregg, Boardman Law Firm attended by 15 supervisors.

September 24, 2014 — “HIPAA Training” provided to 15 managers and HIPAA site
Privacy coordinators. This was conducted by Boardman Law Firm.

October 26, 2014 — “Effective Hiring Practices”. |-day presentation by Attorney
Kyle Guyla to 6 supervisors.
November, 2014 — “Customer Service Essenti A presentation by Empathia was
given to 42 employees addressing the necessit : r service in the public sector.
November, 2014 — “Diversity in the ‘ presentation by Empathia
provided to all Human Services and He
November, 2014 - “Leading a Tea

1.

recommending changes to upd® ati ety material based on the
policies and conduct training for\ghh affc :

monized System: Working with all
emicals used by Jefferson County.
Mety Data Sheets for all chemicals.

cpartments, best practice ideas for equipment and
and documented specialized training for equipment.

Accident Inves
corrective actions
accidents.

ocess updated to identify root cause, short term or long term
0llow-up training to eliminate workplace injuries and repeat

Develop a Contractor Safety Policy / Agreement to assure that all contactors and their
representatives follow Jefferson County safety policies and assure that contractor
employees and their representative follow all applicable State and Federal Regulatory
Policies and Procedures to protect employees and the environment.



EMPLOYMENT LAW

Americans with Disability Act and Americans with Disability Act Amendments.
Ensure compliance with the Federal and Wisconsin regulations governing Disabilities in
the Workplace. Assisted in 17 reasonable accommodations for employees.

COBRA. Complied with 98 Cobra notifications.

Fair Labor Standards Act (FLSA). The FLSA establishes minimum wage, overtime
pay, recordkeeping, and child labor standards affectin -time and part-time workers in
the private sector and in Federal, State, and local g ents. The Human Resources
department manages employee time-keepin m and ensures accurate time-
entry into payroll/HR system.

Family Medical Leave Act (FMLA).
o 123 employees used their prot ights /or State FMLA.
o 18,841 hours of protected FM , sli ¢ than 9.00 FTE!

Harassment and Discrimjmati . S nfair practice
complaints.

HIPAA (Health Informatlon §
with new regulapi

ility Act. Ensure compliance
ental, and the LifeMatters
f breaches that were both

bed 21 Reportable First Report of Injury forms.
o 97da [ misg ork involving 2 cases of employees

EMPLOYEE _AND LABOR RELATIONS - Human Resources participates in labor

negotiations with Jefferson County’s Law Enforcement Union also taking a lead in investigations
of grievances and complaints.

3 grievances received

1 grievance arbitrations filed. All settled either prior to or in mediation process
16 disciplinary investigations completed

16 changes to the Personnel Ordinance Handbook



GOALS FOR 2015
1. Create electronic position descriptions and performance evaluations that accesses one
data base and eliminates duplicate of entry. As the Human Resources Department
completes updating over 220 job descriptions, data will be entered into a system that
both job descriptions and performance evaluations can automatically be
created/distributed.

2. Complete the third stage of an on-line application process. Applicants can now apply on
line (first stage) and HR and supervisors can revigg and screen applicants on-line
(second stage). The next stage is to track which ates were interviewed and to
have letters thanking them for applymg and/or i ing be automatically sent out via

training program for
electronically
ary expenses for

With a pending retirement in the
ill begin later in 2015. We are fortunate

@fon program. One of the greatest challenges of new
understand the County’s specific policies. Human Resources
a training program and presentations to develop skills crucial
| management.




