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OBJECTIVES, SCOPE AND RESPONSIBILITY
3.01 Purpose.
To establish a system of Human Resources Administration that meets the needs of Dunn
County Government. This system shall include policies and procedures to recruit, select,
develop and maintain an effective, efficient and responsible work force for the County
while complying with Federal and State laws and regulations.

Nothing contained in this chapter is intended to diminish an employee's rights under
Federal or State law or regulation.

3.02 Responsibilities and Authority.
(1) The County Board shall:
(1) The County Board shall:

(a) Authorize by ordinance any amendments to the Human
Resources code;

(b) Authorize any changes to ordinance or policy that result in
changes to employee wage structures; modifications to
employee benefit premium contributions and policies
establishing paid leave entitlements; and any other policy
changes that would increase County expenditures related to
employee compensation and benefits.

(2) The Committee on Administration shall:

(a) Adopt policies consistent with this chapter;

(b) May provide direction to the County Manager on changes to existing
human resources policies or the development of new policies;

(c) Approve and forward compensation and benefits policy recommendations
to the County Board,;

(d) Review and approve requests for changes to full-time equivalency or
staffing levels;

(e) Review and approve requests for new and modified job titles and
subsequent placement on adopted pay structures.

(3) The County Manager shall:

(a) Authorize procedures consistent with this chapter;

(b) Administer the human resources ordinance and human resources
policies, and perform those functions provided therein;

(c) Delegate the administration of the human resources ordinance and
human resources policies when appropriate;

(d) Provide proposals to develop and maintain a compensation plan and pay
structures;

(e) Review and provide recommendations for any changes to full-time
equivalency, job titles, and pay grade amendments;

(f) Review and approve to initiate the recruitment process and hiring for all
budgeted position vacancies;

(g) The County Manager is authorized to review and approve requests for
exceptions to established recruitment, hiring, and placement provisions,
including starting salary, vacation schedule placement, and the granting
of leave balances. Such exceptions may be approved at the time of hire
or, in accordance with applicable County policy, during the course of an
employee’s service.

(h) Approve travel and relocation costs of applicants.

(4) The Human Resources Director shall:

(a) Lead strategic efforts and make operational decisions in areas of
personnel management including employment and recruiting, training
and development, compensation, benefits, employee relations, labor
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negotiations, personnel records, risk management and health and safety;
(b) Recommend changes to human resources policies;
(c) Monitor temporary assignments and use of overtime;
(d) Maintain a list of full-time equivalency for each position;
(e) Provide recommendations for full-time equivalency (FTE) changes or
authorized staffing capacity; and
(f) Maintain a list of approved job titles and establish and maintain job

descriptions for each job title.

(5) Department and Division Heads shall:

(6)

(a) Enforce the human resources ordinance and human resources policies

as they pertain to their respective departments and keep employees
informed of its provisions;

(b) Recommend to the Human Resources Director any amendments to the

human resources policies which could improve county operating
efficiency or employment relations;

(c) Delegate appropriate authority to subordinate supervisory personnel in

enforcing the ordinance and the human resources policies;

(d) Immediately notify the Human Resources Director of any known changes

in personnel and participate in the selection of replacement employees or
delegate appropriate authority to subordinate supervisory personnel,;

(e) The department head is responsible for managing the department. The

board or commission will serve in an advisory or policy-making role.
Managers and Supervisors shall administer and enforce policies consistent
with this chapter in a fair and impartial manner.

3.03 Rights of the County.
The County of Dunn reserves all rights governing employment it has under state and

federal law.

3.04 Definitions.

(1)

(2)
(3)

(4)
(S)
(6)

(7)

Appointing Authority. The person, governing body or designee, who has the
authority granted by law or ordinance to appoint an individual to or remove
an individual from positions in county service. The county manager will
appoint heads of all departments and offices except as provided by law. The
head of each department or office will appoint all subordinate personnel.
Committee. The Committee on Administration

Department Head. The employee responsible for the overall operation of a
department.

Oversight Committee. Board, committee, or commission designated to
oversee a particular department.

Supervisor. The person responsible for the assignment, direction and
evaluation of the work of another employee.

Position. A specific employment assignment held by an individual within the
County, authorized through the budget and associated with an established
job title and job description. Each position has an assigned full-time
equivalency (FTE) and represents a distinct role with defined duties,
responsibilities, and reporting relationships. Multiple authorized positions,
each with an assigned FTE, may be associated with the same job title.
Full-time Equivalency (FTE). The expected number of hours assigned to a
position over the course of a fiscal year. One (1.0) FTE shall represent a
position assigned two thousand eighty (2,080) hours annually, based on an
expectation of forty (40) hours per week for fifty-two (52) weeks. FTE values
may be assigned in fractional increments to reflect part-time or reduced-
hour positions. FTE designations shall be used to define the authorized
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staffing level of individual positions and to determine the total personnel
resources allocated to a department, program, or function. The total number
of FTEs assigned to a particular function reflects the County’s authorized
staffing capacity for that area and shall be used for budgeting, reporting,
and compliance with applicable federal and state laws.

(8) Regular Position. A budgeted position established to support the ongoing
operations of the County. Regular positions may be either full-time (30 or
more hours per week) or part-time (fewer than 30 hours per week) and are
not limited in duration. Employees in regular positions may be eligible for
benefits in accordance with County policy and applicable federal and state
laws.

(9) Temporary Position. A temporary position is established for a defined period,
typically not exceeding twelve (12) months, to fulfill specific short-term
operational needs, including project-based work, workload fluctuations, or
replacement coverage. Temporary positions may be full-time or part-time,
but do not confer regular employment status. Employees in temporary
positions are not eligible for benefits unless required by law.

(10) Casual Position. An on-call or intermittent position in which the employee
works on an as-needed basis, with no minimum or regular schedule. Casual
employees are not eligible for benefits except as mandated by law and have
no expectation of ongoing employment beyond individual work assignments.

(11) Seasonal Position. A seasonal position is established for a recurring period
of the year during which additional staffing is required, such as summer or
winter months. Seasonal employment shall not exceed one thousand forty
(1,040) hours within a calendar year. Seasonal employees may be scheduled
full- or part-time and are not eligible for benefits except as required by law.
Seasonal positions shall be limited in duration and tied to predictable
seasonal operational needs.

(12) Pay Structure. The system that is adopted by the County to establish and
maintain standardized compensation ranges associated with each job title.
The pay structure includes defined minimum and maximum rates of pay
and serves as the foundational framework for managing employee
compensation. It is designed to support internal equity, external
competitiveness, and fiscal responsibility in alignment with the County’s
operational and budgetary priorities.

3.05 Scope.
Unless otherwise indicated by law or statute, this chapter shall govern the workplace
policies for all employees and departments of the County.

Employees represented by unions to the degree that this chapter discusses matters
primarily related to wages, hours and conditions of employment; and municipal
employees represented by unions to the degree thatthis chapter discusses base wages.
Those provisions of this Chapter not addressed in the relevant collective bargaining
agreements that pertain to work rules, prohibited subjects of bargaining, general County
operation, or any other right reserved by Dunn County, shall apply to all employees of
the County.

3.06 Human Resources Policies.

In addition to the Human Resources Ordinance, the County may create and maintain
human resources policies. In the event of contradictory language, this chapter shall
prevail.






POSITION ADMINISTRATION

3.07 Purpose.

To provide a method of maintaining organization of positions throughout the County to
ensure effective budget tracking and planning can occur. To provide an accurate
inventory of position information which includes job title, department and/or division,
incumbent, and full-time equivalency.

3.08 Responsibilities.

The Administration Department, Human Resources Division shall be responsible for
maintaining the inventory of positions. The Administration Department, Human
Resources Division shall be responsible for ensuring that employees receive proper pay
and benefits as determined by the full-time equivalency and status of the position
occupied.

3.09 Position and Full time Equivalency Inventory.
The Administration Department, Human Resources Division shall review requests to
amend the status of all positions.

The County Manager shall review and determine adequate staffing levels and
recommend any amendments to full-time equivalency (FTE) to the Committee on
Administration.

Each full-time equivalency within a position shall have a designated status such as
regular, temporary, casual, or seasonal.

The County Manager shall review and authorize hiring for all temporary, casual, and
seasonal positions, subject to the availability of funding.

3.10 Job Titles and Descriptions.

Each position within Dunn County shall have a designated job title and an associated
job description. The Department of Administration, Human Resources Division shall be
responsible for maintaining an official inventory of all job titles and their corresponding
descriptions. All new or modified job titles must be approved by the Committee on
Administration.

Job descriptions are necessary to identify and define the distribution of duties and
responsibilities that employees are expected to perform, to classify positions correctly
under State and Federal law, to place positions into the appropriate pay range within
the adopted pay structure, and to develop valid employee selection procedures. The
Human Resources Division is responsible for establishing and maintaining an official
job description for each County position.



COMPENSATION PLAN
3.11 Compensation Plan Responsibilities.
Dunn County shall maintain a current compensation plan for all non-represented
employees and for The Neighbors of Dunn County. The objective of the County is to
provide an appropriate salary structure to facilitate the recruitment and the retention
of qualified employees. The County will provide these salaries based on internal equity
and external competitiveness, if fiscally feasible.

3.12 Compensation Plan Administration.

The County Manager shall be responsible for the development and administration of
the compensation plans for non-represented employees and The Neighbors of Dunn
County. The County Manager will periodically, at least annually, review the overall
pay structure(s) and recommend adjustments based upon market conditions, the cost
of living, financial limitations or organizational performance, and any third-party
recommendations or sources, as deemed appropriate. The County Manager shall
recommend pay structure amendments to the Committee on Administration for
consideration of forwarding to the Board.

The Committee on Administration is authorized to assign any new or amended job
titles to an appropriate pay grade within the approved salary structure. The Committee
on Administration shall recommend to the County Board all other adjustments that
should be made to the compensation plan(s).

3.13 Equity Compensation and Fringe Benefits Adjustments.

The County Manager may authorize equity compensation and fringe benefit
adjustments for employees during the fiscal year when evidence and rationale to
support the need for the amended compensation and/or benefit(s) exists.

Where the authorization of an adjustment to compensation or fringe benefit would
result in an increase to the department budget, the County Manager shall provide a
recommendation to the Department Head. The Department Head shall submit a budget
amendment to their department’s standing committee. The standing committee shall
vote to recommend the budget amendment to the Board.



HIRING & TERMINATION

3.14 Recruitment.

The Administration Department, Human Resources Division is responsible for
establishing and administering recruitment procedures that are in accordance with
Dunn County’s commitment to Equal Employment Opportunity. The Human Resources
Division will oversee all recruitments to ensure a fair and impartial hiring process is
adhered to.

3.15 Hiring Authority.

For all department head positions, the County Manager shall be the hiring authority
except as provided by law. For departments without a designated department head, the
County Manager shall be the hiring authority unless otherwise delegated. For all non-
department head positions, the department head shall be the hiring authority.

3.16 Hiring, Promotions & Transfers.

The Administration Department, Human Resources Division is responsible for
establishing and administering policies regarding hiring, promotions, transfers and
demotions.

3.17 Separation
The Administration Department, Human Resources Division is responsible for
establishing and administering policies regarding separation of employment.



PERFORMANCE EVALUATIONS

3.18 Performance Evaluations System.
The Administration Department, Human Resources Division shall establish a system
for evaluating employee performance on a regular basis.

3.19 Severability.

If any provision of this Chapter is for any reason held to be invalid or unconstitutional
by reason of any decision of any court of competent jurisdiction, such decision shall
not affect the validity of any other provisions of this Chapter.



