
 
 

Administration 
 

              Telephone: 701-241-5770 
             Fax: 701-241-5776 

  wilsonro@casscountynd.gov 
 

M E M O 
 
TO:  Personnel Overview Committee: 
 
  Chad Peterson Brandy Madrigga 
  Mary Scherling Tom Soucy 
  Tony Grindberg Jim Prochniak 
  Jim Kapitan  Kristie Ross 
  Duane Breitling David Malheim 
  Robert Wilson  Marjorie Branden 
  Kim Hegvik  Rebecca Jund 
  Jesse Jahner 
  
FROM:   Robert Wilson 

Cass County Administrator 
 

DATE:  May 1, 2024 
 
SUBJECT:  Personnel Overview Committee Meeting Agenda  
 
A meeting of the Personnel Overview Committee has been set for Monday, May 6, 2024, at 2:00 PM.   
 
The agenda will be as follows: 

 
1) Approve minutes of previous meeting held March 18, 2024 

 
2) Forward positions to Gallagher to be graded: 
 

a. Clerk (Moeller) 
b. Senior Clerk (Moeller) 
c. Principal Secretary (Jahner) 
d. Correctional Officer II (Jahner) 

 
3) Mental Health Coordinator and Behavioral Health Case Worker positions (Jahner) 
 
4) Artificial Intelligence Policy (Henderson/Peters) 

 
5) Underfill employment policy (Hegvik) 

 
 

cc: Department Heads  
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PERSONNEL OVERVIEW COMMITTEE 

MARCH 18, 2024 — 1:00 PM 
 

1. MEETING TO ORDER 
A meeting of the Personnel Overview Committee was called to order by County Administrator, 
Robert Wilson on Monday, March 18, 2024, at 1:05 PM. The following members were present: 
Chad M. Peterson, Jim Kapitan, Tony Grindberg, Duane Breitling, Robert Wilson, Kim Hegvik, 
Jesse Jahner, Brandy Madrigga, Tom Soucy, and Dave Malheim. Mary Scherling, Jim 
Prochniak, Rebecca Jund, Marjorie Branden, and Kristie Ross were absent. Also present was 
Tracy Peters in person and Blain Laaveg, Ben Prather, and Samantha Duitsman.  
 

2. APPROVAL OF MINUTES 
MOTION, passed 
Mr. Peterson moved and Mr. Kapitan seconded that the minutes of the 
previous meeting held June 5, 2023, be approved as written. Motion passed. 
 

3. EMPLOYEE HANDBOOK POLICY 406 REVISIONS 
Ms. Peters said she met recently with Vector Control Officer, Ben Prather to discuss employment 
of summer seasonal staff for 2024. She said under the current Employee Handbook Policy 406, 
“Seasonal employees are paid at 92% of the full DBM salary.” She said the regular salary for 
seasonal employees are at the A12 paygrade, the regular A12 Step 1 hourly pay is $18.21, and 
92% of that for seasonal employees at $16.41 per hour. Ms. Peters said the request today is to 
modify the current policy and hire seasonal employees at the regular A12 step 1 amount. ‘ 
 
Mr. Peterson asked if there is difficulty hiring seasonal employees. Mr. Prather said Vector 
Control has struggled to fill seasonal positions the last few years. He said the County is 
competing with the Fargo Park District and West Fargo Park District for seasonal employees. Mr. 
Prather said the County is falling behind in pay due to the 92%. He said for 2024 Vector Control 
is looking to fill 43 positions and has filled 23 so far. He said Vector Control has not been able to 
fill all positions the last few years. Mr. Wilson asked what the Fargo Park District and West Fargo 
Park District pay seasonal employees. Mr. Prather said other entities pay $16 to $17 per hour for 
park district work and more similar public works agencies are paying $18 to $19 per hour. He 
said the Highway Department also hires seasonal workers and have difficulty filing all positions. 

MOTION, passed 
Ms. Hegvik moved and Mr. Peterson seconded to approve the changes to 
policy 406 and remove “Seasonal employees are paid at 92% of the full DBM 
salary” effectively setting the rate of pay at 100% of the A12 paygrade for 
seasonal employees; and to forward the recommendation to the Cass 
County Commission for approval. On roll call vote, the motion carried 
unanimously. 
 

4. PUBLIC SERVICE PATHWAYS PROGRAM PROPOSAL 
Mr. Henderson said he would like to propose a program called “Public Service Pathways”. He 
said the program is designed for post high school education and career exploration. He said it 
would be a 12-month program where the two participants rotate through departments every six 
weeks. He said the participants would gain an understanding of local government and develop 
skills for future career pursuits. Mr. Henderson said participants would be staff members at the 
A12 pay grade. 
 
Mr. Peterson said he would like to see more than two participants. He said the County Youth 
Commission program was awesome and should not have gone away. He said programs like this 
improve community engagement and aid in recruiting staff members who stay for their career. 
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He said another way for the County to get more civic engagement is working with local 
universities. He said he would love to see this or a similar program in effect.  
 
Mr. Grindberg said the current name of the program is not going to attract young people. He said 
he would also like to see an objective added that includes a component related to the Career 
Workforce Academy and their new facility.  
 
Mr. Jahner said he was in favor of the program. He said the Sheriff’s Office has internships 
already and sees the benefit. He said the Sheriff's Office needs to try everything to recruit and 
retain staff.  
 
Ms. Hegvik asked if the participants get to choose what departments they would like to work in. 
Mr. Henderson said the programs needs to be discussed in more detail. He said he wants 
participants to get a full picture of County government. He said it may be a program that changes 
year to year with different departments participating at various times based on their workload and 
opportunities for participants.  
 
Mr. Peterson said the program should be discussed further by the Department Heads and 
brought to the Commission as a formal proposal during budget hearings.  
 

5. GALLAGHER SERVICES UPDATE 
Ms. Peters said the County’s salary consultant, Gallagher approached her with a 2024 proposal 
for services that included a flat rate rather than a rate of $500 per position sent to Gallagher for 
grading. She said she is working with Gallagher to figure out the best way forward and will have 
an update for the Committee at the next meeting.  
 
Mr. Peterson said he would like to explore other vendors for services to validate or invalidate 
Gallaghers costs and services. Mr. Wilson said at the last National Association of Counties 
(NACo) conference it was discussed that NACo is looking to potentially add salary study 
services as part of their long term planning.  
 

6. ADJOURNMENT 
MOTION, passed 
On motion by Mr. Peterson seconded by Mr. Kapitan and all in favor, the 
meeting was adjourned at 1:30 PM. 

 
Minutes prepared by Taylor Kaushagen, Commission Assistant 
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Date:  April 23, 2024 
 
To: Personnel Overview Committee 
 
From: Tracy Peters, HR Director / Assistant County Administrator 
 
Re: Job Classification request for Correctional Officer II 
 
 
This memo is intended to provide a historical background of how the current grading of our 
correctional officers came to be. 
 
Prior to 2015, the county had a “Correctional Officer I” position that was graded at B21 and 
“Correctional Officer II” position that was graded at B22.  New employees started at the B21 pay 
grade and once they completed CO Basic Training, they would move to the B22 position.  In 
2015, both positions were sent to our consultant for reclassification and both were reclassified 
up one paygrade as follows: 
 
 Correctional Officer I = B22 (entry level) 
 Correctional Officer II = B23 (upon completion of CO Basic) 
 
In June of 2021, at the request of Sheriff Jahner, this committee approved hiring correctional 
officers at the COII B23 paygrade with an increase of one step in the matrix upon completion of 
CO Basic. The reason for the request was staffing challenges and failure to compete with 
comparable entities.   
 
Current starting salaries for our correctional officers:  

COII step 1 = $23.48 / hr (entry level) 
COII step 2 = $24.60 / hr (upon completion of CO Basic) 
 

We no longer utilize the Correctional Officer I position as all new hires begin as a Correctional 
Officer II step 1.  The request is to send this PAQ to Gallagher with a job title of “Correctional 
Officer” without the “II” designation to avoid any confusion.   
 





























Cass County Government Ar�ficial Intelligence Usage Policy 
 
Purpose: The purpose of this policy is to establish the Cass County Government employee prac�ces for 
the responsible and secure use of ar�ficial intelligence (AI). The County is commited to u�lizing Ar�ficial 
Intelligence in a secure, responsible, and ethical manner to improve processes, enhance services, and 
support employees to do their best work. This policy provides simple, user-focused guidance for all 
employees.  
 
Due to the rapid rate of development of AI tools, the County will regularly review and update this policy 
to keep it aligned with County standards as well as technological advancements.  

Scope: This policy applies to all employees, contractors, and any other third-party individuals or en��es 
who have access to AI technologies or are involved with using AI technologies on behalf of the County.  

Defini�on: Ar�ficial Intelligence: Ar�ficial Intelligence (AI) refers to the development of computer 
systems capable of performing tasks that typically require human intelligence. These tasks include but 
are not limited to learning, reasoning, problem-solving, percep�on, natural language understanding, and 
decision-making. AI technologies encompass a range of approaches, including machine learning, neural 
networks, and advanced algorithms. 

Principals of Responsible AI Use:   
County workers are supported in the responsible integra�on of AI into their tasks, leveraging its poten�al 
to enhance services, promote jus�ce, and improve efficiency. Each staff member bears the responsibility 
of u�lizing genera�ve AI tools in a manner that priori�zes the security of sensi�ve informa�on and aligns 
with County policies. The following key principles should guide their approach: 

1. Data Security: 

   - Recognizing the cri�cal nature of data security, County workers must exercise utmost cau�on when 
u�lizing AI models. It is strictly prohibited to input non-public data into any AI model. This includes 
sensi�ve informa�on that is not publicly available. 

2. Data Integrity: 

   - Ensuring the integrity of informa�on is a paramount concern. Before relying on any output from an AI 
model, County workers are required to validate the generated informa�on. This involves cross-
referencing with authorita�ve sources and ensuring accuracy to maintain the reliability of government 
opera�ons. 

3. AI Models as Tools, Not Replacements: 

   - AI models are intended to be tools to aid and enhance the capabili�es of County workers. They are 
not to be considered replacements for human employees. County workers should exercise professional 
judgment and decision-making, u�lizing AI models as suppor�ve tools in their respec�ve roles. 

4. Ethical Usage: 



   - County workers must adhere to ethical standards when u�lizing AI. This includes avoiding any bias in 
input data, addressing poten�al biases in AI algorithms, and ensuring fair and equitable treatment in 
decision-making processes facilitated by AI models. 

5. Training and Awareness: 

   - When County provided AI training becomes available, regular training sessions and awareness 
programs will be conducted to keep County workers updated on the latest advancements, best prac�ces, 
and poten�al risks associated with AI usage. This will help in fostering a culture of responsible and 
informed AI u�liza�on. 

6. Compliance with Legal and Regulatory Frameworks: 

   - All AI ac�vi�es undertaken by County workers must comply with exis�ng legal and regulatory 
frameworks. Any use of AI that violates laws or regula�ons is strictly prohibited, and County workers are 
expected to stay informed about the evolving landscape of AI-related policies related to their job du�es. 

7. Opt-Out Op�on: 

   - Members of the public have the right to opt out of their data being used in any AI model. County 
departments shall provide a clear and accessible opt-out mechanism, allowing individuals to choose not 
to have their data u�lized in AI applica�ons. Departments are responsible for respec�ng and 
implemen�ng these opt-out preferences. 

8. Human Interac�on and Oversight: 

   - AI-driven solu�ons will not make impac�ul decisions without human interac�on and oversight. 
County workers must ac�vely engage with AI outputs, providing necessary context, interpreta�on, and 
oversight to ensure that AI-driven decisions align with policy objec�ves and ethical standards. 

9. Transparency Op�on: 

    - County Departments shall implement a transparency op�on, including ci�ng when AI was used to 
generate informa�on. This involves providing clear communica�on to the public and stakeholders about 
instances where AI has been u�lized in the genera�on of informa�on, ensuring transparency in the 
decision-making processes. 

10. Monitoring and Accountability: 

    - There will be periodic monitoring of AI usage to ensure adherence to this policy. County workers 
found in viola�on may be subject to disciplinary ac�on. Accountability is a shared responsibility, and all 
employees are encouraged to report any concerns regarding the misuse or inappropriate applica�on of 
AI. 

11. Con�nuous Improvement: 

    - This policy is subject to periodic review and updates to align with evolving technology, best prac�ces, 
and legal requirements. Feedback from County workers and the public regarding AI usage will be 
considered to enhance the effec�veness of this policy. 

 



 

Cass County Courthouse 
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State’s Attorney Office 
Kimberlee J. Hegvik, State’s Attorney 

  
 

 

 

 

MEMORANDUM 
 

To: Personnel Overview Committee 

 

From: Kimberlee Hegvik, Cass County State’s Attorney 

 

Date: May 2, 2024 

 

Subject: Creation of an Underfill Policy 

___________________________________________________________________________________  

 

The State’s Attorney’s Office has been having difficulties hiring attorneys who meet the minimum 

requirements for the position.  At least one other county in North Dakota utilizes underfill to hire 

individuals who do not meet the minimum requirements at the time of hire but who are eligible to obtain 

them within a certain period of time.  The request today is to create an underfill policy.  This policy 

would allow departments to hire these individuals at a lower step while the employee is in the process of 

obtaining the required qualifications.   

 

SUGGESTED MOTION:  Recommend approval of the proposed underfill policy. 



Underfilling an Employment Position  
 
Underfilling is defined as hiring an employee for a specific position they are not fully and 
independently able to perform because at the time of hire they are not fully certified or licensed 
as required by the job posting.  Examples of positions for which Underfill may be appropriate 
include lawyers prior to passing the Bar Exam or the County Engineer prior to being fully 
licensed by the State of North Dakota. 
 
An open position must exist for an ‘underfilling employee’ to be hired.  An underfilling employee 
will be hired into Step 1 of an existing Grade within the Cass County pay matrix that does not 
exceed 80% of the standard Step 1 compensation for the position being underfilled.     
 
Underfill positions are temporary.  An employee will remain in an Underfill position no longer 
than one calendar year from the date of hire.  If an underfilling employee fails to obtain the 
required licensure or certification to fully perform the duties of the position, the underfill position 
will terminate. 
 
Upon completion of required certification or obtaining the required license, the Department Head 
supervising the underfilling employee will notify Human Resources immediately and provide 
verification of the certification or license.  Upon receiving verification, Human Resources will 
transition the employee from underfill to Step 1 of the full position status. 
 
Underfill positions may be considered after the position has been advertised for at least 30 days 
with no fully qualified candidates applying and/or advancing in the recruitment/selection 
process.  At that time the Department Head may fill the position as an Underfill position.  
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