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RECRUITMENT 
 

Effective:   March 16, 2004 
 
Date of Original Policy: March 16, 2004 
 
Date of Last Revision: September 19, 2011 
 
The Human Resources Department will administer and coordinate the hiring process for all 
position vacancies to ensure compliance with contractual, legal, and equal opportunity 
requirements.  All hiring efforts are conducted in the spirit of equal opportunity.  The Human 
Resources Department shall ensure that reasonable accommodations are made for disabled 
applicants to allow participation in the hiring process. 
 
The affected department may be asked to assist the Human Resources Department, as 
necessary, in formulating the job announcement, ads, and in determining special applicant 
sources.   
 
Recruiting expenses (i.e., advertising and examination fees) are assumed by the Human 
Resources Department for local advertizing.  Expanded recruitment expenses are assumed by 
the hiring department. 
  
All departments will adhere to the following procedures: 
 
I. Approval 

A. Positions that are included in the current year’s budget require approval of the 
standing Committee to be filled, internal or external. 

B. Newly created positions or unbudgeted, expanded positions that are not included 
in the current year’s budget require approval as follows:   
1. The Standing committee or board of the applicable 

department,  
2. The Personnel/Bargaining Committee,  
3. The Executive/Finance Committee  
4. The full County Board. 

 
Approval shall be in the order stated.  Should approval be denied by any one of the above 
named committees, the position shall remain unfilled, unless the Standing committee brings the 
Personnel Requisition before the County Board for consideration and it is approved by a 
majority of the Board members present. 
 
II. Requisitions 

A. Step 1: Obtain a Personnel Requisition form from the Human Resources Department.   
B. Step 2: The Department Head is responsible for completing the Personnel 

Requisition form and forwarding it to the Standing Committee for approval.   
C. Step 3:  After securing approval, the requisition can then be forwarded to the 

Human Resources Department.  If any additional approvals are required, 
pursuant to Section I (i.e., Personnel/Bargaining Committee, Executive/Finance 
Committee, County Board) they will be coordinated by the Human Resources 
Department. 
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III. Applicant Recruitment 
A. Once properly approved, the Human Resources Department is responsible for 

coordinating the recruitment process. 
B. Union Posting – Where a job postings is required by a labor agreement, notice of 

the opening will be posted by the Human Resources Department following 
receipt of an approved Personnel Requisition form. 

C. HR will place all classified advertising for recruiting purposes.  The ads 
themselves will be written by the Human Resources Department and Department 
Head. 
General guidelines are as follows: 
1. Attracting attention of a particular segment of the applicant market. 
2. Striving for similarity of layout to help build a consistent image for the 

county. 
3. Stating specific job-related requirements, thereby discouraging 

unqualified applicants. 
4. Stating the position title, the availability of job descriptions and job 

application forms, the last date to file application, and a statement as to 
equal opportunity employer. 

5. Ads should be limited in size, whenever possible, to 1 column wide by 3 
inches high. 

D. Applicant Sources:  Examples of sources utilized for recruitment purposes: 
1. Promotions from Within - Promotional recruitments may be conducted in 

an effort to encourage upward mobility.  Applicants for promotion must 
have satisfactorily completed their probationary period and possess the 
qualifications as set forth in the position description.   

2. Transfers from Within 
3. Newspaper Advertising 
4. Schools and Colleges 
5. Internet Postings 
6. Government Subsidized/Sponsored Programs 
7. Employment Agencies 
8. Trade Publications/Professional Journals 
9. Local Advertising Publications 

 
IV. Applications 

A. All applicants for employment must complete a County Application for 
Employment form.   

B. Applications shall be submitted to the Human Resources Department.   
C. Resumes may be sent in addition to using the County Employment Application form.   
D. Applications may be rejected for a variety of reasons, including but not limited to: 

1. False or misleading information on the application form, 
2. Application and/or Authorization and Acknowledgement form not signed 

by applicant, 
3. Incomplete application form, 
4. Applicant has been convicted of a crime which substantially relates to the 

position for which the candidate has applied, 
5. Applicant is not within legal age limitations, 
6. Applicant does not meet minimum requirements of the position, 
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7. Applicant has an employment record that demonstrates unsuitability for 
the position, or has engaged in personal conduct which indicates 
unsuitability for the position, 

8. Applicant is physically or mentally unable to perform the essential 
functions of the position, with or without reasonable accommodation by 
the County, 

9. Applicant is found (based upon job-related factors) to be clearly 
unsuitable for the position, 

10. Application was received after the filing deadline. 
E. No applications for a position are accepted after the published closing and/or 

receipt date.   
F. If there are not a sufficient number of qualified candidates at the closing date, 

the position may be re-opened and re-advertised. 
G. The retention and disposition of all application forms and related hiring materials 

is the responsibility of the Human Resources Department.   
H. All application forms for County positions are returned to the Human Resources 

Department to be kept on file for a period of time, as required by current state 
and federal regulations, and then to be disposed of in a confidential and timely 
manner. 

 
V. Selection of Applications 

A. The selection process is based on objective appraisals of each applicant’s 
capability or potential to perform in the position.   

B. All completed application forms received by the closing date are considered for 
the open position.   

C. It is the responsibility of the Human Resources Department and the Department 
Head to screen all the forms to obtain a workable number for the interviewing.   

D. The initial screening is based upon job-related criteria as has been previously 
determined and stated in the job description.   

E. From those candidates selected for personal interviews, the hiring decision is 
made on job-related factors, including: 
1. Meeting basic job requirements and qualifications, 
2. Realistic appraisal of personal characteristics clearly needed for the position, 
3. Analysis of physical factors where they are a bona fide occupational qualification, 
4. Investigation of relevant criminal conviction records, and 
5. Pre-employment inquiries to obtain past performance information from 

employers, references, etc. 
 
VI. The Interviewing Process  

A. The Interviewing Panel 
1. When a vacancy to be filled is a staff position, the hiring panel shall be 

comprised of the Department Head, the Human Resources Director, and the 
first line departmental supervisor (if applicable).   
a. A member of the department’s Standing committee will be invited to 

participate in the interviews.   
b. If either the Department Head or the Human Resources Director believe it 

would be beneficial to have others included in the interview process, such 
as the expertise of a professional in the position's area of responsibility, 
they may do so with approval of the Standing Committee.   
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2. When the vacancy to be filled is a Department Head, the usual selection 
procedures as outlined herein are to be followed.  
a. The applicable standing committee chairperson or designee shall assist 

the Human Resources Department, as necessary.   
b. The interviewing panel will be composed of the applicable standing 

committee, the Human Resources Director and a professional in the 
position’s area of responsibility.   

3. When the vacancy to be filled is a County Board appointment as defined by 
Wisconsin Statutes (i.e. Highway Commissioner, Veterans’ Service Officer, 
Health Director, Social Services Director), the usual selection procedures as 
outlined herein are to be followed if not in conflict with Wisconsin Statutes.   
a. The interviewing panel will be composed of the applicable standing 

committee and the Human Resources Department representative.   
b. The interviewing panel will bring forth the name of one candidate to be 

reviewed and acted upon by the County Board.   
c. More than one name could be brought before the County Board.  

However, if that option is selected, then a formal or informal interview 
process needs to be conducted with the candidates and the County 
Board. 

B. The Employment Interview  
1. This is a supplement to and part of the selection process.  
2. The primary function of the interview is to obtain data on certain knowledge, 

skills, and abilities of a candidate not available through review of resumes or 
other testing mechanisms.   

3. Certain guidelines will be observed to maximize the validity and reliability of 
the interview process as well as ensure the adherence to current Equal 
Employment Opportunity Commission (EEOC) requirements. 

C. Interview Questions 
1. The Human Resources Department and the Department Head shall be 

responsible for the development of interview questions.   
2. The questions must be job related and will be designed to measure job 

knowledge, experience, and education or to solicit responses that reflect 
those personal traits which are job related. 

D. Selection of Successful Candidate 
1. Following the interview, the interview panel shall attempt to reach consensus 

and shall decide as to the rank of the candidates and authorize an offers 
(and subsequent offers, if applicable), to be made consistent with that 
ranking 

  
VII. Reference/Background Checks 

A. Before the Human Resources Department extends any offer of employment, the 
Human Resources Department conducts a reference check on the final 
candidate(s).   

B. Parts of the reference check may be delegated to the affected department.   
C. Results of the reference check and/or background check will help determine the 

applicant's fitness for the position. 
D. A criminal background check shall be conducted in compliance with Wisconsin 

Statutes for all new employees following the conditional offer of employment. 
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VIII. Health Screens/Medical Examinations 
A. An applicant may be required to undergo a post-offer, pre-employment medical 

examination and an alcohol and drug screening that are conducted by a 
physician designated by the County.   

B. Any offer of employment that an applicant receives from Trempealeau County is 
contingent upon, among other things, satisfactory completion of this examination 
and screening and a determination by the County and its examining physicians 
that the applicant is capable of performing the essential functions of the position 
that has been offered, with or without reasonable accommodation. 

C. As a condition of continued employment, employees may also be required to 
undergo periodic medical examinations and/or alcohol and drug screenings, at 
times specified by Trempealeau County.   

D. Further, it should be understood that Trempealeau County receives a full medical 
report from its examining physicians regarding the applicant’s or employee’s 
state of health. 

E. All County required medical examinations, immunizations, and alcohol and drug 
screenings are paid for in full by Trempealeau County. 

F. The Human Resources Department shall advise the hiring department if the 
exam was not successful.   

G. Examination results shall be kept on file in the Human Resources Department. 
 
IX. Applicant Notification 

A. After references are verified and a final decision reached, the Human Resources 
Department notifies the candidate of his/her selection and makes an 
employment offer.   

B. Once a candidate accepts the employment offer, the Human Resources 
Department shall notify all other candidates that they were not selected for the 
position.  

 
X. Applicant Expenses  

A. The County does not reimburse any applicant for travel costs or expenses 
incurred in conjunction with the hiring process. 

 
XI. Employment of Relatives 

A. Members of an employee’s immediate family will be considered for employment 
on the basis of their qualifications.   

B. Immediate family may not be hired, however, if employment would create a 
direct supervisor/subordinate relationship with a family member, or work in the 
same department if it creates a direct or indirect supervisor relationship (i.e. 
employee reports to a supervisor who reports to the employee’s relative).  This 
policy must also be considered when assigning, transferring, or promoting an 
employee. 

C. For the purposes of this policy, immediate family includes:  mother, father, 
husband, wife, son, daughter, sister, brother, mother-in-law, father-in-law, sister-
in-law, brother-in-law, son-in-law, daughter-in-law, stepchild, stepparent, 
stepsister, and stepbrother. 

D. Employees who marry or establish a relationship may continue employment as 
long as it does not result in the above.  If one of the conditions outlined should 
occur, attempts will be made to find a suitable position within the County to which 
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one of the employees will transfer.  If accommodations of this nature are not 
feasible, the employees will be permitted to determine which of them will resign. 

  

 (This provision does not apply to positions held by relatives prior to the date of adoption of the employee 
handbook (4/21/2010). 

 
XII. Compensation and Payroll Notification 

A. Negotiation of compensation for non-represented staff will be done in 
accordance with the Salary Administration Policy.   

B. Compensation of represented positions shall be in accordance with the 
applicable Labor Agreement. 

C. The Human Resources Department will notify payroll of all new employees by 
completing a Payroll Status Change form. 

 
XIII. Legal Status Qualifications 

A. A requirement for all jobs is evidence of United States citizenship and/or a valid 
Alien Registration Card.   

B. This evidence is required by law of all aliens for proof of their legal status in this 
country.   

C. All new employees are required to complete a Form I-9 on their first day of 
employment.   

D. The Human Resources Department shall be responsible for obtaining proof of 
citizenship. 

 
XIV. Exceptions/Exclusions 

A. Trempealeau County Health Care Center  - This policy does not apply to the 
Trempealeau County Health Care Center, whose Board of Trustees manages 
that institution. 

B. A Personnel Requisition form and three (3) committee approval is not required 
for hiring nutrition site workers, drivers of the Senior Services Agency, and 
casual employees of the Sheriff's Department and Trempealeau County 
Community Television.  The Department Head has the authority to make such 
employment decisions without further approval. 

C. Eligibility Lists - Recruitment to establish eligibility lists for classifications that 
become available regularly may be conducted from time to time.  Individuals 
wishing to make application for future openings must do so during the open 
recruitment period.  Applications are screened and kept on file for a reasonable 
period of time to fill openings in the classification. 

D. Temporary Staffing 
1. Temporary help should be hired only when needed to perform duties for 

specific and limited periods of time.  This may include a vacancy, 
vacation relief, absence because of illness, peak loads in work 
schedules, and unusual non-recurring work. 

2. Temporary positions that do not have a rate of pay established elsewhere 
will be paid federal minimum wage plus $2.00 per hour. 

3. The Human Resources Department will coordinate the hiring of limited 
term and seasonal employees with the assistance of the requesting 
department.  

4. A properly approved Personnel Requisition form shall be submitted to the 
Human Resources Department for processing.   
a. Temporary positions that are included in the budget require 

approval from the Standing committee.  
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b. Temporary positions not included in the budget must be approved 
by the Standing committee, Personnel/Bargaining Committee, 
Executive/Finance Committee and full County Board.  

5. The selection and appointment shall be conducted by the Department 
Head and the Human Resources Director  in accordance with 
contractual, legal, and equal opportunity requirements.  

E. Internships 
1. County departments and agencies occasionally employ personnel 

through a college internship.   
2. Some of the departments and agencies will provide compensation to the 

student for the services they perform.   
a. Personnel employed through a college internship who receive 

compensation shall be paid the greater of federal or state required 
minimum wage.   

3. A properly approved Personnel Requisition form shall be submitted to the 
Human Resources Department. 
a. Internship positions that are included in the budget or are not 

funded with county tax levy only require approval of the Standing 
committee.   

b. Internship positions not included in the budget that require county 
tax levy must be approved by the Standing committee, 
Personnel/Bargaining Committee, Executive/Finance Committee 
and full County Board. 

4. The Human Resources Department may place an advertisement in the 
County designated newspaper each January announcing that internships 
may be available. 

F. Interns and temporary employees may receive a rate of pay other than the rates 
established above in cases where the position is funded by an outside source 
and the wage is dictated by that funding source.   
1. Approval to pay such a rate must be received from the Standing 

committee and the Human Resources Director.   
2. The Human Resources Director shall report all modified pay rates, and 

the reasons therefore, to the Personnel/Bargaining Committee. 
 
 
 
 
 
 
 
 
 


