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AMENDING CHAPTER 18 OF THE DANE COUNTY CODE OF ORDINANCES,
REGARDING UPDATES TO THE CIVIL SERVICE ORDINANCE

The County Board of Supervisors of the County of Dane does ordain as follows:

ARTICLE 1. Unless otherwise expressly stated herein, all references to section
and chapter numbers are to those of the Dane County Code of Ordinances.

ARTICLE 2. Section 18.04(1) is amended to read as follows:
(1) Affirmative action officer shall mean the Director of the Ocffice

or such other employee as the County
Executive may designate.

ARTICLE 3. Section 18.05(1)(a) is amended to read as follows:

(1)(a) Three assistants and one Chief of Staff to the County Executive, who,
regardless of working title, shall be the only staff authorized for the County
Executive by the County Board under s. 59.031(3), Wis. Stats., and whose
compensation shall be set in the annual budget, and who shall receive such
county benefits as are provided by the County Executive-to-unrepresented

managerial-and professional-employees;

ARTICLE 4. Section 18.05(1)(h) is amended to read as follows:

(1)(h) Managerial-professional interns , provided that the
employment of any person in any such position shall not continue beyond 24
months from the date of first employment and provided further that such persons
shall be employed at a rate of pay not to exceed the rate set forth in sec.
18.16(1); and

ARTICLE 5. Section 18.06(7) is amended to read as follows:
(7) To the extent that the Employee Benefit Handbook contains provisions that
are in conflict with the provisions of this ordinance, the provisions of the

Employee Benefit Handbook-this ordinance shall govern.

ARTICLE 6. Section 18.09(3) is amended to read as follows:

(3) Application procedure. An application form provided by the Division shall be
by all applicants. _shall require data

concerning the applicant's education, training, experience, noncitizenship work

visa status, residence and other pertinent information. No questions relating to

political affiliation or religious faith shall be asked of any applicant or any other

information prohibited by law.
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ARTICLE 7. Section 18.09(5) is amended to read as follows:
(5) Whenever an employee becomes unable to perform his or her job due to

phyS|caI or emotlonal dlsablllty er—ether—eauses—suehempleyee%ha#be

pes&ble—apph&ahen—ef—seetm%—ef—tms—ehaptep that emplovee has the right

to contact the ADA Coordinator and request a reasonable accommodation that
would allow the employee to perform all the essential functions of his/her job.
The reasonable accommodation process is governed by state and federal law
and overseen by the Division.

(a) At the employee’s request, a representative may receive any ADA-related
notices and attend any meetings with the ADA Coordinator.

(b) If the ADA Team determines that there is no effective reasonable
accommodation that would allow the employee to perform all the essential
functions of his/her current job, then the County shall offer the employee
‘reassignment” as a reasonable accommodation.

1. The Division is responsible for working with the employee in the reassignment
process.

2. “Reassignment” may only be to a current vacant position within the employee’s
employee group or bargaining unit or to a vacant position in other employee
groups, provided the employee meets all the minimum qualifications of the
position and is able to perform all the essential functions of the new position with
or without a reasonable accommodation. The vacant position may be a lateral
move or a demotion position. “Reassignment” is never to a vacant promotion
position.

3. Once the employee accepts the offer of reassignment, the employee will lose
his/her right to return to his/her former position.

4. “Reassignment” does include an eighty four (84) day trial period. If the
employee is not successful within the eighty four (84) day trial period, the
employee may choose to be placed on leave of absence (if he/she qualifies for a
leave) or a layoff (if he/she qualifies for a layoff) or a reassignment to another
vacant position.

(c) Once the reasonable accommodation of “reassignment” is offered by the ADA
Team, the County shall notify the relevant representative of the employee’s right
to reassignment. If the employee has not requested involvement with a
representative as allowed under sub (a.) above, the County will only share the
employee’s confidential information with a representative as allowed under state
and federal law.

ARTICLE 8. Section 18.09(11)(a) is amended to read as follows:

(11)(a) Eligibility lists shall be established consisting of the names of all persons
who have taken an examination or examinations, ranked in the order of their
scores on the examination(s). The Division shall, as soon as possible thereafter,
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notlfy appllcants of the|r placement on the ellglbles Ilsts Pﬂer—teepeepu#ment—the

eﬁeet.— The Division may terminate an existing eligibility I|st prlor to its scheduled
expiration by written decision. In establishing the duration-er-early termination of
an eligibility list, the Division shall take into account affirmative action objectives,
the number of well-qualified candidates, projected future turnover in the
classification, labor market considerations, the County’s experience in previous
recruitments for the same or similar vacancies, and budgetary constraints,
together with such other factors as are labor market and job-related.

ARTICLE 9 Sectlon 18. 09(11)(d) is deleted in its entlrety

ARTICLE 10. Section 18.09(12)(a) is amended to read as follows:

(12)(a) Mandatory reemployment. Employees laid-offshall be placed on the
reemployment lists for their classification of employment prior to layoff or for
other classifications that they qualify for that are equal to or below the pay range
of their classification in the order of seniority. Retention on the reemployment list
shall continue for ere-yeartwenty-four (24) months after the effective date of
separation from service. Employees on the reemployment list shall be given
preference over all new applicants or promotions for all positions for which they
are interested, can qualify for and shall be reemployed in the order of their
seniority. An appointing authority may reject such employees only by giving
written notice of the reasons to the employee and the Division. Any employee so
rejected shall have the right of appeal in the same manner as an employee
terminated for just cause. Employees reappointed within the 42-twenty-four (24)
month period above shall return to County service at the same salary level or as
nearly as possible to the dollar amount of their previous salary unless that
amount exceeds the maximum or, where appropriate, the minimum of the range
to which they are reappointed. Such employees shall also receive full credit for
all prior service but shall not receive credit for the time they were separated from
county service.

ARTICLE 11. Section 18.09(13) is amended to read as follows:

(13) Major Restructuring. The provisions of this section shall apply only to those
managerial employees who have been laid off in
the course of a major restructuring of a department or departments, designated
as such by the County Board, and who are actively seeking full-time paid
employment in their respective professions and who have not obtained or been
offered other county employment.
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ARTICLE 12. Section 18.09(14)(a) is amended to read as follows:

(a) Except as provided in paragraphs (c) and (d) each certification list shall
contain the names of the highest qualified candidates for the position. For each
open recruitment, tFhe appointing authority shall-specify-in-advance-of

B e e e
certificationist receive an eight (8) candidate certification list. For each
promotional recruitment, the appointing authority shall receive a four (4)
candidate certification list. If more than one vacancy with the same job
specifications exists in the same department, one additional name shall be
certified for each additional vacancy. Persons who qualify for a certification list
shall be placed on the list in rank order based upon their composite scores with
the name of the highest scoring candidate appearing first provided that names
obtained from the mandatory reemployment list shall all be at the first rank.

ARTICLE 13. Section 18.09(14)(b) is amended to read as follows:

(b) If an eligibility list exists for a vacant position other than for one specified in
par. (c) or (d) below, the Division shall certify from the eligibles list the names of
the highest ranking persons who are willing to accept appointment. If two or more

candldates are t|ed for the Iast rank to be certlfledepmmerethan%hepeqw%ee

e, then all

such addltlonal candldates shall be placed on the certlflcatlon I|st

ARTICLE 14. Section 18.09(14)(c) is amended to read as follows:

(c) If an eligibility list exists for a vacant entry level deputy sheriff position, the
Division shall certify from the eligibility list the names of the twenty highest
ranking persons who are willing to accept appointment, unless there are fewer
than twenty quallfled applicants. If two or more candldates are tied for the
twentieth rank o ‘ A
ranking-eligible;-then aII such addltlonal candldates may be placed on the
certification list.

ARTICLE 15. Section 18.09(14)(d) is amended to read as follows:

(d) If an eligibility list exists for a vacant entry level food service worker position, a
certified nursing assistant position, or a social worker in child protective services,
or-a-vacantattendant-pesition, the Division shall certify from that list the names of
the twenty highest ranking candidates or all persons on the list if there are fewer
than twenty candidates. If two or more candidates are tied for the twentieth rank

eanel+elate—then aII such addltlonal candldates shaII also be placed on the
certification list.

ARTICLE 16. Sectlon 18. 09(14)(e) is deIeted in its entlrety
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ARTICLE 17. Section 18.14(1) is amended to read as follows:

(1) All newly hired employees shall be on probation. -feraperiod-oftimeas
specified-inthe-Employee-Benefit Handbook-Those hired to positions allocated

to the managerial salary schedule shall be on probation for one (1) year and such
employees may, after serving their initial six months of employment, take
accumulated vacation as well as receive salary step increases in accordance
with section 18.25 of this chapter.

ARTICLE 18. Section 18.16(1)(f) is amended to read as follows:

(1)(f) Limited term employees shall not be hired or retained in any
managerial/professional classification at range M-8 or above without express
budget authorization or approval of the Personnel and Finance Committee,
except in the following circumstances:

1. limited term employees may be hired in existing permanent
managerial/professional classifications in order to meet workload demands,
except in classifications for which the ordinances expressly indicate the number
of positions authorized;

2. limited term employees may be hired in existing permanent
managerial/professional classifications in order to temporarily fill existing
permanent managerial positions when the incumbent is on leave or
which are temporarily vacant.

ARTICLE 19. Section 18.23(3) is amended to read as follows:
(3) Reclassified and Reallocated positions. If; undersee—18-45(3)-or{4)-an

incumbent elects to stay in a reclassified or reallocated posmon he or she shaII

elas&#eatten—placed in the step in the new salarv range that is nearest but not

less than, one step above the salary of the employee prior to the reclassification
or reallocation. If the resulting increase is less than a full step in the new range,
an additional step shall be granted and the resulting salary will not be in excess
of the maximum of the range. A full step in the new range shall be computed by
subtracting step A of the new range from step B of the new range.
Notwithstanding the foregoing provision, the County Executive may authorize a
higher salary range for a reallocated employee when exceptional internal or
external equity reasons require it. If a position is reclassified or reallocated to a
lower salary range and the incumbent elects to stay in the position, the salary
range for the reclassified or reallocated position shall remain as it existed prior to
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reclassification or reallocation until the incumbent leaves the position or until
such time as the incumbent declines an appointment to a position in a salary
range equal to the salary range of his or her position prior to reclassification or
reallocation. The merit date of the employee shall change to the effective date of
the reclassification or reallocation. The incumbent of a position reclassified or
reallocated to a lower pay range shall be automatically certified for every opening
for which he or she is qualified by the employment standards and for which the
salary range is equal to or higher than the salary range of the position prior to
reclassification or reallocation.

ARTICLE 20. Section 18.24(4)(g) is amended and (h) and (i) are created to read
as follows:
(4)(g) At the conclusion of steps (a-e) the Committee and Board shall vote on any
such resolution as a whole. However, if any party has engaged the independent
consultant under (f), the Committee and Board shall vote to accepter, reject

the final recommendations of the consultant

IO
1<

ARTICLE 21. Section 18.25(1)(b) is amended to read as follows:

(1)(b) Upon earning 6-5- the requisite number of longevity credits set forth in the
salary schedule published by the Department of Administration and being
certified for permanent employment by the appointing authority, the employee
shall be advanced to the salary range step immediately above the step at which
he or she was hired.

ARTICLE 22. Section 18.25(1)(c) is amended to read as follows:
(1)(c) Prior to each of the dates on which an employee will have accumulated
number of longevity credits, the employee
relations division shall provide the appropriate appointing authority with notice of
the employee's eligibility for a merit increase. If the appointing authority
determines that the performance of the employee has been satisfactory and that
the employee has demonstrated increased proficiency, the employee shall be
advanced one step on the assigned salary range. If the appointing authority
does not so determine, the employee shall not receive the merit increase. The
notification of approval or denial of the merit increase shall be sent to the
Controller and the employee not later than the last working day prior to the date
upon which the requisite longevity credits have been earned. If the increase is
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denied, the employee so affected shall, upon request, be given a written
statement of the reasons. An employee who was denied the merit increase may
nonetheless, upon the decision of the appointing authority, be granted the merit
increase at the beginning of any biweekly payroll period thereafter.

ARTICLE 23. Section 18.25(3) is amended to read as follows:

(3) An employee who is promoted shall be placed in the step in the new salary
range that is nearest, but not less than, one step above the salary of the
employee prior to the promotion. If the resulting increase is less than a full step
in the new range, an additional step shall be granted and the resulting salary will
not be in excess of the maximum of the range. A full step in the new range shall
be computed by subtracting step A of the new range from step B of the new
range. Notwithstanding the foregoing provision, the County Executive may
authorize a higher salary range when the promoted employee has exceptional
qualifications or when effective recruitment requires it. The employee’s merit
date will change to the date of the promotion. Upon satisfactory completion of
6.5the required longevity credits in the new position, the employee shall receive
the next step in accordance with sub. (1) unless he or she is already at the
maximum of the range. Remaining steps shall be granted or denied as outlined
in sub. (1), with longevity credits for the purpose of determining eligibility for merit
increases to be computed from the date of promotion.

ARTICLE 24. Section 18.25(4) is amended to read as follows:

(4)(a) Supervisory and management exception. Notwithstanding anything to the
contrary in this chapter, an employee serving in a supervisory or management
position shall be paid_the greater of either the rate as provided in the managerial
salary schedule or at a rate WhICh is 105% of the pay that thesuch employee
would earn, w /iy
member of an employee group, if holdlng a posmon in the hlghest pay range he
or she supervises or manages_with the same number of accrued longevity
credis, eedemealioemadion ne oo o cenncnd g e e mocnrinl sl
professional salary schedule,whicheveris-greater.

(b) Rate of pay. When calculating the 105% rate of pay, overtime and differential
pay earned by an individual in the supervised position are not included in
determining the rate of pay.

ARTICLE 25. Section 18.27 is amended to read as follows:

18.27 PROFESSIONALAND-MANAGEMENT SALARY EQUITY FUND.

(1) Subject to funding in the adopted annual county budgets, a prefessionaland
management salary equity fund is established. The fund may be used to pay
salary and related fringe benefit costs resulting from salary equity awards to
employees not represented by employee group representation. Salary equity
awards include any salary adjustment required under section 18.25(4) of this
ordinance or a salary change associated with an approved reallocation of a
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position to a higher pay range to address market place salary requirements or
internal inequities in the management pay plan.

(2)(a) The Controller may authorize expenditures from the

management salary equity fund to implement the provisions of sections 18.25(4)
or 18.26 of this ordinance upon a determination that the budget of the affected
department would otherwise be insufficient to accomplish the action authorized
by the ordinance.

(b) The Controller shall authorize other expenditures from the fund where
specifically approved by the County Board and County Executive through
resolution approving reallocations.

ARTICLE 26. Section 18.29(2) is amended to read as follows:
(2) Leave of absence without pay. Fhe-Ceounty-shall-provide-leave-to-employees

(a) The appointing authority may grant leave of absence requests 0 a
/confidential , sheriff department deputy, sergeant, or
lieutenant that do not exceed 30 days. For leave of absence requests that
exceed 30 days in length, upon recommendation of the appointing authority, the
Division may grant to an employee who falls into one of the aforementioned
cateqgories a leave of absence without pay for a period not to exceed one year.
An Such an employee shall be entitled to return to the position he or she left
before the end of the leave by giving 14 days notice. In making application, the
employee shall submit a written application stating the reason for requesting a
leave of absence. The Division may require the employee to submit a doctor's
statement if the leave is requested for health reasons.
(b) On request of a managerial/confidential employee, sheriff department deputy,
sergeant, or lieutenant the-empleyee-and with written approval of the appointing
authority, the Division may grant a leave of absence of up to one year to an
employee who accepts either a non-civil service or provisional appointment or a
promotion, demotion or transfer to another position within county government, on
such terms as are specified in sub. (a).
(c) Only when the Board elects or appoints a county employee specified in sub.
(a) to fill the unexpired term of an elected official may the committee grant a
leave for a period in excess of one year, but in no case shall a leave be granted
beyond the length of the unexpired term.
(d) If an appointing authority refuses to recommend or the Division refuses to
grant a requested leave of absence the employee may appeal to the committee.
(e) No appointing authority shall allow an employee_specified in sub. (a) to be
absent for more than 30 days of a calendar year, in addition to sick leave,
vacation, holidays, overtime or temporary disability under the Worker's
Compensation Act without the approval of the Division or the Committee.
(f) Any employee specified in sub. (a) who is discharged or voluntarily separated
from county employment while on a leave of absence granted under this section
shall also lose all rights to return to the position for which the leave is granted,
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provided that in the case of a discharge from a nontenured position, the
appointing authority who approved the leave may permit the employee to return
to the tenured position if he or she determines that the grounds for the discharge
do not constitute just cause. An employee who is suspended from one position
while on leave from another position shall not have the right to return to either
position until such time as the suspension is fully served.

(g) No employee specified in sub.(a) may be granted a leave of absence for
medical reasons in accordance with sections (a), (c) or (¢e) above until such
employee has exhausted all accrued sick leave remaining in that employee's
account.

ARTICLE 27. Section 18.29(9)(f) is amended to read as follows:

(9)(f) Those managerial employees who are not entitled by law
or labor agreement_to be paid overtime shall have, as a condition of their
employment, a job to perform and they shall be allowed to establish their working
hours accordingly, with the approval of the appointing authority, which shall
average on an annual basis 40 hours per week. However, time and one-half
payment for hours worked over forty per week and for hours worked on holidays
is authorized for employees employed in registered nursing classifications at the
hospital and home.

ARTICLE 28. Section 18.29(13) is amended to read as follows:

(13) Services as election official.

(a)A /confidential employee appointed to serve as an election official
may use his or her vacation, holiday and overtime credits during the period of
time he or she would have been scheduled to work and serves as an election
official. In such case, the /confidential employee receives normal pay
and in addition is allowed to retain any compensation received for serving as an
election official.

(b) For such time as a /confidential employee is serving as an
election official during the 24 hour period of an election day, and is not using
vacation or holiday or overtime credits, he or she shall remain on the payroll and
receive the difference between his or her regular salary and the amount received
for serving as an election official.

(c) A /confidential employee who serves as an election official shall
provide the appointing authority with at least 7 days notice of anticipated service
as an election official.

[EXPLANATION: This amendment updates various provisions in Chapter 18 to
reflect current practice, and modifies other provisions to create additional
recruitment and retention incentives.]
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