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RESOLUTION NO.: 14—2023-24

TO THE HONORABLE, THE OUTAGAMIE COUNTY BOARD OF SUPERVISORS

LADIES AND GENTLEMEN: MAJORITY
Rule 9 of the Outagamie County Board Rules, Sec. 2-52 Administrative Rule Review,
establishes a procedure for the review of Administrative Rules. The County Board may
approve of the rule or refer it back to administration for revision and re-submission. A
rule regarding updates to Outagamie County’s Employee Handbook has been submitted
for review.
Administrative Rule AR-2023-02 updates the Outagamie County Handbook with
adjustments and clarifying language to reflect current practice in several areas. The
updates include removal of language pertaining to probationary period; addition of paid
administrative leave; update regarding requirement to (identification) ID badging in and
out of employee entrances and exits; new employee ID card process; update to
replacement and use of ID cards; update and clarification of unpaid time usage;
requirement that performance evaluation discussion must be completed in Tyler-Munis
program before a personnel action is completed; update to roles eligible for clothing
allowance; clarification on notice of termination period start date; clarification on family
medical leave eligibility.
Administrative Rule AR-2023-02 replaces Administrative Rule AR-2022-02.

NOW THEREFORE, the undersigned members of the Legislative/Audit and Human Resources
Committee recommends adoption of the following resolution.

BE IT RESOLVED, that the Outagamie County Board of Supervisors does hereby approve
Administrative Rule AR-2023-02 as attached and by reference made a part hereof, which amends the
Outagamie County Employee Handbook with adjustments and clarifying language to reflect current
practice in several areas, including removal of language pertaining to probationary period; addition of
paid administrative leave; update regarding requirement to (identification) ID badging in and out of
employee entrances and exits; new employee ID card process; update to replacement and use of 1D
cards; update and clarification of unpaid time usage; requirement that performance evaluation discussion

must be completed in Tyler-Munis program before a personnel action is completed; update to roles

eligible for clothing allowance; clarification on notice of termination period start date;
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clarification on family medical leave eligibility, as detailed in the attached Employee Handbook Matrix
of Changes and the Outagamie County Handbook, and

BE IT FURTHER RESOLVED, that this rule shall be numbered AR-2023-02, shall replace AR-
2022-02, and will be on file in the manual entitled “Outagamie County Administrative Rules” in the
Outagamie County Clerk’s Office, and

BE IT FINALLY RESOLVED, that the Outagamie County Clerk be directed to forward a copy of
this resolution to the Outagamie County Human Resources Director and the Outagamie County Executive,
who, in accordance with Sec. 59.03 Wis. Stats., shall be charged with the duty of distributing said rule to
affected departments for compliance.

Dated this __ day of May 2023

Respectfully submitted,

LEGISLATIVE/AUDIT & HUMAN RESOURCES

COMMITTEE
Cathy Spears Curt Konetzke
Sara MacDonald Ryan Ferguson

Joe Santonato

Duly and officially adopted by the County Board on:

Signed:

Board Chairperson County Clerk
Approved: Vetoed:
Signed:

County Executive
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Outagamie County Employee Handbook

Subject: Outagamie County Employee Handbook
Number: AR-2023-02
Effective: 05/09/2023
Replaces: AR-2022-02

Outagamie County Employee Handbook
Adopted: TBD

Introduction

This Administrative Rule updates the Qutagamie County Employee Handbook with adjustments and
clarifving language to reflect current practice in several areas. The updates include removal of language
pertaining to probationary period; addition of paid administrative leave; update regarding requirement to
(identification) ID badging in and out of employee entrances and exits; new employee ID card process;
update to replacement and use of ID cards; update and clarification of unpaid time usage: requirement that
performance evaluation discussion must be completed in Tyler-Munis program before a personnel action
is completed; update to roles eligible for clothing allowance; clarification on notice of termination period
start date; clarification on family medical leave eligibility.

Procedure

Outagamie County Ordinance, Sec. 30-2 — Purpose, authorizes the creation of a human resources
manual through administrative rule which shall be a working document provided to all affected
employees and shall contain procedures as listed in Sec. 30 — 12. The human resources manual shall be
approved by the County Board as an administrative rule in accordance with Section 2.52.

Outagamie County Ordinance, Sec. 2-32 — Rule 9 — Administrative Rule Review requires all
administrative rules to be submitted to the Legislative/Audit & Human Resources Committee wha shall
submit them to the full County Board for review. The County Board shall approve of the rule or refer
the rule back to the Executive for revision and resubmission.

FPolicy
The attached matrix details the specific language changes to the handbook related to benefits eligibility,

bereavement, separating from employment, and personal appearance to be found in the attached
modified Employee Handbook.
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TOPIC
PROBATIONARY PERICD

TYPE OF CHANGE

Throughout  [REMOVAL

PROPOSED VERSION

Remove all linguage pertaining to protationary penad, This is a carry over from the provious
barguning days and with Wisconsin beng an at-will employer i 3 mool point. Having the in
Ihe handbook can cause candidales Lo reconsider accepling an offer when probationaty peniod
arc not common in the workplace and they may not encounter with a competitve offer,

ORIGINAL VERSION

PAID ADMINISTRATIVE
LEAVL

INEW ADDITION

Adminsstrative leave occurs when an employee must temporanly leave their pesition and wark
duties for a certan time period. Administrative leave differs from a leave of absence because a
leave of absence s an authonsad absence rom work for an exlended Time penod and granted
due to d reasons. Any paid leave must be approved by Human
Resources and the Depattment Head priof to communicating to the employee of entering a
personal achion,

IDENTIFICATION CARDS {36 UPDATE - BADGING

INFOUT REQUIREMENTS

REGUIREMENTS FOR WEAR

All Qulagamie Counly employees, Counly Board members, lemporary conlracl workers, Stale
employees assigned 10 the county location and county emergency personnel shall obtain an
identitication card, Volunteers may be given a department temparary card or individual card
biasend on lengih of and type ol asgament.

The idenlification card should be worn while perlorming duties as an Oulagamie County
employee, and must be used to swipe in and out of employee entrances and exits.

Al Outisg ounty empl muay be mares by dep hesels due 10 salety
or unilorm requiremenls) ,mmsu ot o iemkification card on the frond:al Thei person en
thewr outermost garment.

Outagamie County will provade the cardholders. Anemployee may obtin their own
cardhaler,

Departments shall ensure that their emplayees are weanng the ideatification card.
Supervisors of volunteers or lempotary contract employees should contact the Human
Resoutces Depariment (fa card nesds 10 be ssued foran indiidual.

[Outagarme County wall provide

REQUIREMENTS FOR WEAR
All Qulagamie Counly emplayees, Counly Board members, lemparary tonlracl workers, Slale|
employees assigned 1o the county location and county emergency personnel shall oblain an|
identitication card. Volunteers may be given a department temporary card or individual card|
biaseaed on length of snid type ol sssignment,

The identitication card should be wotn while performing duties as an Outagamie County
lemployee, and should be used 1o swipe in and outof smpioyee entrances and exits.
Al Culagamie County employees {excoeplions may be made by department heads due 1o salety]
or unifarm requirements) should wear their identificalion card on the front of heir person on|
their cutermost garment.
the cardholders, An employee may obtamn thew own)
[rardbohder.
[Depariments shall ensure that their employees are weanng the entification card.
[supervisors of volunteers o temporary contract employees should contact the Humman|
Resources Depariment iF a card needs 10 e ssued (or an individual

NEW EMPLOYEE IDERTTHCATION CARD PROCESS
New employees will fill out an Outagamie County Employee Identification Card Information|

Sheet and have their photograph taken at employee orientation of first day of hire.

Qutagamie
(_ountv S

2

PAGE K TYPE OF CHANGE

Employee Handbook

Matrix of Changes

PROPOSED VERSION
INCW EMPLOYEE IDENTIFICATION CARD PROCESS
New employees will fill out an Qutagamie County Lmployec Identification Card Information
Shoet and will submit o b to be used for their badge
hire,
Contract workers who are determined to need an individual identification card must fill out the.
Conlracior identilication Card form located on the HR websile and have it lilled out and signed
bu a supemsor

U created for new is provided to the P

whn mﬂ then establish latilily acvess lor desgnated depariments.

Shot prctur pror to teir st day of

April 2023

ORIGINAL VERSION

Contractor ldentitication Card form and have it tlled out and sngned by a supervisor,

Badge information created far new employees is provided to the mantenance department,
weho will then establish facility access for designaled departments.

REPLACEMENT AND USF

It an employes lorgels theit identification card, they may eblain & lemporary deparimeni|
identitication card 10 wear for that day. This should be obtained through the employee’
department

1l an employes misplaces Their ideniilicalion badge, they miy use he degariment lemporary)
card lor up 10 one week. The employee should immediately notity their supervisor of Human|

ml PLACEMENT AND USL

\Fan employee forgets therr identification card, they may obiaim a lemporary deparime
identification card to wear for thatday. This should be obtained through the employee’s
department.

if an employee misplaces thoir wdenhfication badge, they may use the depariment temporary
card for up to one week. The employee should immediately notify their supervisor or
Mamtenance so the security access can be disabled. If the employee has not located their card
in one week, a new card must be obtained through Nenance,

Lpon termination, all employees shall surrender their identification card ta their supervisor or
Human Resources. All Supervisors shall collect d badges as part ot the termi v checklist
ocess. 1t an employee refuses To surentder the badge or does nol have The badge the
supervisor shall immediately contact Maintenance so the badge can be dis
Any employee wha is found 10 have used their identification card for purposes other than for
authorized Oulagamie Caunty business, or who alloves anotber person 1o use their
identitication card for personal use, will be subdect to the discipline process,

It an employee changes department or name, the supervisor or employee may contact the
Human Resources Depeat imen| Tor a new adenlificaton cand.

If the identilication card is broken, worn, of no longer wotks 1or securily access, the employee
should contact Mamtenance for i replacement card.

el

Resoutces so the secunty scuess can be disabled, 17 the employee bas not located the card in)
one week,  new card must be obtaned thiough Human Resources

Upon termmation, all employees shall surrender thor identification card to their supervisor of|
Human Hesources.

Any employee who i found to have used thisr ientilicalion card for purposes other than ko
authorized Qutagamic County business, or who allows another person 1o use their]
identification card for personal use, will be subject (o the dscipline process,

I an employee changes department of name, the supervisor of employee may contact thel
Human Resources Department for a new identification card.

If the identitication card is broken, worn, of no longer works far security access, the employeel
should conlact Human Resources for a replacement card,
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TOPIC TYPE OF CHANGE

PROPOSED VERSION

G IN/QUT OF THE BUILDING

ors MUST use the Main Visitor [ntranc ed throigh CIU sccurity. Visitors
must also et through the pablic mat near the front door security
Il employees should ubilize the Employee Only Entrances father than the Main Visitor Enir.
whenever possible. If an emy e forgets their access card, they shall be required to o
thes wisitor's entrance ansd go thie s Employees shall not let othe
employee in through the employee entrances.
When using the Main Visiter Entrance employees will be screened just ke the general pul
Al employes MUST badge OUT of the buikding when exitiog af the Friployes Only Enlian:
§ 1o badite out of exits with preen stars on the map) Frm
heir badge was recorded. If a beep is not heard th

vd be cle

ph security sce

oyees should listen for t

loyee sh

Iheir badge.
1 b5 not fiecessary 10 clase the door between entering/exiting smployess, but sach smployes
MUST badge n/out indwidually

1€ you scicdentally sourd the aliarm when exiling, pkease mmedialely badge oul and He o
will chesar
Al building entrances are monitored by wideo comera

Iher CAB W
o employees o visiors 1o e

st Enirance onto the winfplis {)

v arexil, olhy

o

ORIGINAL VERSION

INCLCMONT WEATHLR 3

UPDATL
CLARIFICA TION OF
UNPAID TIME USAGE

inclement weathor may make it impossible for employees to come to work, or it may requir|
employees to leave work before the end of normal office hours. Employees may request that
this time off be charged to unused vacation, of choose to “make-up” the lost time, consistent]
with flex, comp time and Fair Labor Standards Act requirements. In addition, contrary To the
ungaid without piy,, © avadlalile]
ntirmed with depariment approv.

vacalion 10 use

Inclement weather may make it impossible for employecs to come to work, or it may require)
employees 1o leave work before the end of normal office hours. Employees may request that)
this time off be charged to unused vacation, leave without pay, or choose ta “make-up” the
lost time, consistent with flex, comp time and Fair Labar Standards Act requirements, with)
department head's appraval,

Qutagamie
County

TYPE OF CHANGE
PERFORMANCE
LVALUATIONS AND
SALARY ADMINIS TRATION

Employee Handbook

Matrix of Changes

PROPOSED VERSION

The purpase of the annual performance cvaluation 1s to assess an employee's work
efiectiveness and 1o discuss good performance while: also ientifying areas for development

Performante evaluations are considered in decisions alfecting placement, salary sdvancement,
ovortime assignments, promotions, demations, termination, order of layoff, reemployment,

and traming. Acknowledgement of the pedormante evalt ompleted
| action for the resulting step icrease 1s submitted. No ste
wrred. Performa
= not eligible for stop s

ion discussion must b

cvaluation are

DAs S,

April 2023

ORIGINAL VERSION
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TOPIC
PERSONAL APPEARANCE
CLOTI ING ALLOWANCL

TYPE OF CHANGE
UPDATE - ROLES
LLIGIBLL FOR
ALLOWANCE

PROPOSED VERSION
The amount and administration of the clothing allowance for uniformed Shenft’s Office staft
will be made in accordance with oxisting policics, with a summary of current policies provided
bielow: + Sheniff, Chicf Deputy, Commander, Cortections Adminisiralor, Captains, ol
Lieutenants, € ress-Server, Telecommunications Supervisor and Communical
Supervisor shall receive a $27% il allowance and an annual $275 allowance, « Patrol
Lisytenants shall recenve a §375 initial allowante and an annual §375 allowance, « Operatons
Assistants and Telecommunicators will receive an initial $275 allowance and then an annual
$250 allowance after that. The Sheriff's Otfice Mechanic 15 required wear satety shoos and 1

Shitt

tesponsitile Tor purc hasing and veearing salely showsfboots 1o comply with the County's

Persanal Protective Equipment policy and is eligible 10 receive an annual [per calendar year)
reimbursernent up to $40 for purchise of safely shaes, with presentation of praper receipt o
your supervior. The Shenilf's Office Mechan, wall be reimbursed for ook purchased up 1o
525000 per year, payable upon the submission of a receipt substantiating the purchase, « All
employees paid dunng the pay period in lanuary each year when the clothing allowance has
e disbursed (fypreally the 2nd payday m lanuary), will be pad he full annual rale for

othing allowance o that year. As an example il you were hited in feb or Dec of 2017, you
will recetve your clothing allowance a5 a new employee in kb o Bec of 2017 and in January of
2018 you wll rexene the 2018 annual clothing allowance. 1he only excephions are for new
employees hired lan 1 through Dhe pay penod of the unifocm allowance, as they wll receive
ust their mitial hinng allowance; whercas those not keaving n good standing durning that
disbursernent pay penod will not receve the allowance, A1l uniformed Shenffs Office staff,
including part-time, shall receive a clothing allowance on the above basis, excluding the
Administrative Supervisor, Systems Analysts, Staff Accountant and ecords Specialists,

ORIGINAL VERSION
The amount and administration of the clothing allowance for uniformed Sheritt's Office statf
will be made in accordance with existing policies, with asummary of current policies provided
below: » Shonff, Chicf Deputy, Captains, lail Staff Sergeants, Lieutenants, and
Telecommunicator Supervisors shall receive a $275 initial allowance and an annual $275
allowance, + Patrol Staff Sergeants shall recenve a $375 initial allowance and an annual $375
allowance, ¢ lustice Center employess in the lail and Communications Center will ieceive an
initial $275 allowance and then an annual $250 allowance alter that. s All employees paid
during the pay period in January each year when the clothing allowance has been disbursed
(ypically the 200 payday n lanuary}, will be pad the Tull annual rate for clothing allowance lor
that year. As an example: it you were hired in Feb or Dec of 2017, you will teceive your dothing|
allowance as a new employee in Feb or Dec of 2017 and in January of 2018 you will receive the
2018 annual chothing allowance. Th: anly exceptions ane lor new employees bired lan 1
through the pay perod of the uniform allowance, as they will receive just their initial hiring
allowance; whereas those not leaving in good standing during that dishursement pay penod
watll not recewe the allowane. All uniformed ShenfP's Offiue safl, including par-ime, shall
recene a dothing allowance on the above basis, excluding Operations Assislants, Process
servers, and Health Records Specialists.

SEPARATION HROM 64
EMPLOYMENT

CLARIFICATION - NOTICE
PLRIOD START DATL

Fmployees are encouraged to provide a Iwo-(2) week wiitten nolice of intent 1o lerminate
thear employment. Thie day you provide willen nolis cannol counl st disy one of your nolce

period

§ ‘Outagamie
County

SICK LEAVE

& K51

TYPE OF CHANGE
CLARIFICATION - FAMILY
MLDICAL LLAVL
LLIGINLITY

Employee Handbook

Matrix of Changes

PROPOSED VERSION
An employee eligible for sick leave with pay may use such leave upon approval of the
manager/supervisor/department head for absence due to an employer's illness, injury,
exposure to contagious disease, dental or medical appointments of due 10 an employec's
immediate tamily member’s {i.e., the employee's spouse, or dependent children living in the
employee’s household) hosprtalization, iliness or dental or medical appointment requiring the
employee’s personal attendance. An employee using sick leave shall inform their immediale
supervisor of the tactand reason as soon as possible and failure 10 do so within reasonable
time may be cause for denial of pay for the period ot absence, The department head may
request @ doiors certilicate belare approving such leave with psy i1 thees (3] o more
consecutive workdays are missed. Il an
empl quired to complete FML pa

€ Is elgibie fof Family Medical Leave, that
work atter more than thiee (3) consecutive
workidiys AT s ficalicns, for | i hesd 1 (e

E mpaloye may also request 8 daclor's cerlilicate,
foe any sick leave use, belore approving such sick leave with pay after four (1) instances of sick
lesswes, without i docton’s cerificale, are Lsken i a colendae year

shoyld bes i

Hons egarding

1
Leave Administralol. The depariment |

oirs health conditions of family membs ot in the imme

FMIA. Sick Les

¥ only bie usedd Toe Baby bondin

mmedate | et Fanily

April 2023

ORIGINAL VERSION
An employee eligible for sick leave with pay may use such leave upon approval of the
manager/supervisor/department head for absence due to illness, injury, exposure to
contagious discase, dental or medical appointments or due to illness in the employee's
immediate tamily (i.e., the employee's spouse, or dep: children living in the employee’s

requiring ployee’s personal An employee on sick leave shal
inform their immediale supervisor of The lact and reason therelore as soon as possible and
tailure to do so within reasanable time may be cause tor denial of pay for the period of
absence. The department head may request a doctor's certificate betore approving such leave
wiith pay if three (3] of more conseculive workidays are missed, The depariment head may also)
tequest a doclor’s certilicate, for any sick leave use, belore approving such leave with pay atter
four (4) Instances of sick leave, without a doctor's certificate, are taken in a calendar year.
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N County Est. 1851

Revision Date: April 2023
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INTRODUCTION

We are pleased that you are employed with us af Outagamie
County. We depend on the skill and energy of people like you to
provide our citizens with the kind of efficient and courteous
service they deserve and expect.

Please read all the information in this handbook carefully ana
keep this as o ready reference. You will undoubtedly have
queslions aboul your job wilh the Counly. When queslions arise
which are nol answered in the hancbook, do nol hesilale to ask
your supervisor/manager or department head for assistance.

You are an important member of the County work force; we hope
your employment is mutually rewarding.

7 homas

Thomas Nelson
Ouiagamie Counly Executive

OUTAGAMIE COUNTY CORE VALUES

Invested in Serving
Devoled to positively impacting our communilies

Better Together
inspire unity by promoting collaboration, frust and respect

Create Progress
Encourage growth through innovation to advance and
succeed

Support Through Compassion
Prioritize one ancther through communication, inclusion, and
fransparency fo boister cur community

Revision Date: April 2023
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The Employee Handbook is designed to promote consistent,
uniform personnel administration throughout Outagamie County.
Itis the intent of Oulagamie County that cllemployees be freated
with dignity and respect.

This handbook is nol designed to be an all-inclusive or all exclusive
document, as there may be olher policies thal may apply to you.
However, it will help you familiarize yourself with important maiters
that relate to you, your job, and your career.

This hanabook is for general information purposes only, and
applies fo all non-bargaining unit employees. The statements in

PURPOSE OF l.his book o.re irldenczec? as explcn.n.o{ion or\'.ly and create no new
e rights or abligations. It is nol. noris it intended to be, a contraci of
THE employment or a promise of employment. The County reserves
R Ihe right o modify, revoke, suspend, lerminale, or change any or
HAN DBOOK all of such plans or processes, in whole or in part, at any fime, with

or withoul notice. Any statements set forth which are in conflict
with, are superseded by, and subject to all federal and state laws,
county ordinances and resolutions, and, if applicable, collective
bargaining agreemenis and individual employment contracts,
related o employee rights ond benefits.  In addition, your
department maoy have unigue characteristics thal may reguire
special consideration within these guideline areas ond maoy
develop work rules within the parameters of this Manual.
Employees of Quicgamie County are employees-af-wil. No
person has authority to make any cgreement for employment for
any specified period of time or to make ony agreement contrary
to the foregoing.

The language set forth in this handbook supersedes all previous
Oulagamie County Employee Handbooks, as well as Personnel
and Interim Personnel Manucls, and is effective August 2022.
When there is a conflict regarding the present handbook and any
olher past practices related 1o personnel matiers, the present
manual will prevail.

Constructive comments on the usefulness and completeness of
Ihis handbook are welcome. Please direct them, as well as any
questions you may have, to the Outagamie Counly Human
Resources Department.

Revision Date: April 2023
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Page |7

ABSENCES
Employees unable o come to work must contact their supervisor or designee prior to the start
of their work day as determined by their department. While it is recognized that there may
be extenuating circumstances for unauthorized absences; and due consideration will be
given for each case, an employee who is absent from duty without approval for three (3]
consecutive scheduled work days will be considered to have voluntarily terminated their
position.

Employees absent from work must accounl for their missed lime through the use of vacation,
sick leave, comp lime, unpaid leave, or floating holidays. The provisions of this sectlion apply
lo both Fair Labor Slandards Acl exempl and non-exempl employees and are in
accordance with the county's policy of ensuring public accountability of its employees.

ACCEPTABLE BEHAVIOR
It is the policy of Outagamie County to promote ¢ safe and respectful environment for
amployees and clients that is free from all forms of harassment, offensive language, violence,
bullying, and other non-procuctive behaviors.

It is a violation of this seclion of The handbook 1o engage in eny behavior that is offensive,
unprofessional, illegal, disrespectiul, or in any way does nol meel the high professioncl
standards expected in our workplace. Unccceplable behavior will include bul will not be
limited to:

Harassmen! or other discriminatory behavior loward individuals in protecled classes as
defined and covered by Tille VIl of the Civil Righis Acl of 1964. Harassmen! includes physical,
verbal, and non-verbal abuse, infimidation, and threats. Sexual harassment is defined as
unwelcome or unsolicited verbal, non-verbal, or physical conduct of a sexual nature in which
submission to or rejection of such conduct is used as the basis for making decisions effecting
conditions of employment or has the purpose or effect of substantially interfering with an
employee's job performance, or creales an inlimidatling hoslile or offensive work
environment.

General harassment, bullying, other forms of psychological harassment, and any use of
hostile, intimidating, threatening or humiliating behavior.

Violence, inclugding the use or threal of use of any weapon on counly properly unless as a
reguirement of the job; the use of physical violence, including threat of physical violence on
county properly [reasonable force may be used in the defense of oneselfl or olhers).

Possession of any weapon in county facilities or vehicles, or in the performance of county
dulies, unless as a requirement of the job.
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RESPONSIBILITY

It is the responsibility of each member of management to create an atmosphere free of
unacceplable behavior. Allmembers of management are responsible for prevenling and/or
eliminaling unacceptable behavior in their work areas. In addilion, it is the responsibility of all
employees, contractors, vendors and visitors fo respec! the rights and feelings of other
individuals.

COMPLAINT PROCESS

Any employee who believes they have been subjected to unccceptable behavior is
encouraged fo file a report of such conduct by either:

a) nolifying their deparimen! management slaff who will then nolily the Human
Resources Depariment, or;
b) nolifying the Human Resources Depuly Direclor or Direclor.

This report can be made verbally or by completing a Complaint Form found on the HR
webpage. Complaints shoula include specific detail about the parties involved, what day
and time the incident occurred, a list of any witnesses, and any other relevant information.

In cases of violent behavior where the threat of injury is imminent, or an injury has occurred,
emergency responders such as police, fire and/or ambulance personnel should be nofified
immediately by calling ?-911. Human Resources should then be nolified. Human Resources
and/or depariment management will iake steps to minimize the potential for further violence
or the fulfillment of any threalened violence.

The county recognizes thol false accusations can have serious effects on innocenl ingividuals
and their families. Consequenitly, false accusations will result in appropriate disciplinary action
against the complaining party.

INVESTIGATION PROCESS

Allegations of prolecled class harassment will be invesfigated in a timely and thorough
manner by members of the Human Resources Depariment in conjunction with depariment
management staff.

Other allegations of unacceptable conduct will be investigated in a timely ana thorough
manner by deparimen! management staff or Human Resources staff in conjunction with
department management staff.

Where allegations of violent behavior have been made, the county reserves the right to
search an employee's belongings while on county property and county owned property
being used by the employee or have law enforcement personnel search any employee’'s
person if there is a reasonable suspicion thal @ weapon or evigence of violent behavior has
been concealed. Any employee failing lo cooperate wilh such a search will be subject to
disciplinary action.

REMEDIAL ACTION

Discipline may include warning. suspension or terminalion depending on the severity of the
incident and the repetitious nature of the behavior.
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NOTIFICATION TO COMPLAINANT

Following investigation and imposition of any discipline, the complaining party will be nofified
as to the resolution of the case and that ony further incidents should be reported prompily.

RETALIATION

Any and all forms of retaliation againsi a complainant or witness are expressly prohibited by
the county. Appropriate disciplinary action will be taken against anyone refalicting against
either the person filing ¢ complaint or anyone assisting in the investigation.

CONFIDENTIALITY

To every exient possible, complaints and investigation results regarding unaccepiable
behavior will be tfreated with the utmost discretion and confidentiality for both the
complaining party and the person against whom the complaint was filed.

ALCOHOL AND DRUGS
Outagamie County has a vital interest in maintaining safe, healthy, and productive working
conditions for employees aond providing safe, guality services to constituents. Employees
under the influence of alcohol or other drugs while in the workplace pose a threat to the
safely and wellbeing of themselves, co-workers and the general public.

The county encourages employees who have an alcohol or other drug problem to seek help
to deal with their problem. Help is aveilable through the Employee Assistance Program. For
more delails on this program, contact the Human Resources Depariment.

Some posilions within Oulagamie County fall within the purview of the DOT, Law Enforcement,
FAA or other state or federal agencies that have different alcohol/drug standards that apply.
Where a different standard exists, the more slringent standard will supersede.

POLICY STATEMENTS

The unguthorized consumplion of alcohol during work hours or on county property is
prohibited.

The unauthorized use, possassion, distribution or sale of arugs, illicit drugs and/or conlrolled
substances during work hours or on counly properly is prohibiled.

Being under the influence of alcohol at work is a violation of this policy. Under the influence
of alcohol is defined as a Breath Alcohol Concentration [BRAC) of .02 or greater.

Being at work under the influence of any drug not lawfully prescribed, or the misuse of any
lawfully prescribed drug while at work is @ violation of this policy. Under the influence of drugs
is defined as meeling or exceeding urine conceniralion levels of prohibiled substances as
established by the DOT. Misuse is defined as exceeding the normal urine concentration
range for a drug as prescribed.
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Employees will not be permitted to work if under the influence of legal drugs or prescribed
medications whose use adversely affects the employee's work.

Employees violating this policy will be subject to discipline.
REASONABLE SUSPICION

Where reasonable suspicion exists thal an employee is under the influence of alcohol or
drugs. the employee may be required to submit 1o testing specified by the employer.

Where reasonable suspicion exists that on employee is in possession of drugs or has been
consuming alcohol or drugs during work hours or on county properly, the employer reserves
the right to inspect any and all sforage devices on county properly including personal
slorage cevices.

Reasonable suspicion is defined as specific, contemporaneous, articulable observations
about the conduct, appearance, speech ar body odors of the employee and may include
information provided by co-workers. Involvement in, or causation of an on-the-job accident
may constitute a basis for reasonable suspicion. Anonymous tips will not be cccepted as the
sole basis for reasonable suspicion.

Reosonable suspicion must be established by a member of management and wherever
possible, be confirmed by a second member of management.

PROCESS

Where reasonable suspicion exists, if ol all possible, the Human Resources Department should
be consulted before proceeding. Human Resources will provide the manager with a list of
state cerfified testing facilities.

Where lesfing is indicaled, a member of managemeni must complele o Referal
Authorization Form and escort the employee to the designaled fesling focility, present the
Referral Authorizalion Form, and remain wilh the employee at the test sile throughout the
testing process. Under no circumsiances should an employee, suspected of being under the
influence of alcohol or drugs, be permitted to drive themselves o the testing site.

Standard testing will include a Breath Alcohol Test [BAT) and a Rapid Drug Screen. The
employer reserves the right to test for other illegal drugs al its discretion.

Following testing, the escort will return the employee to the worksite. If during normal business
hours, 1he employee will be brought fo the Human Resources Department fo await tesi results.
If nol during normal business hours, or if fest resulis are not immediately availoble,
arrangements should be made for the employee fo get home where the employee will awail
return o work instructions.

Test resulls will be reporied lo the Human Resources Deparimen! as either posilive or non-
posilive as soon as they are available. An employee will nol be permitied to work while
awailing test resulis.

Refusal to be tested. tampering with the samples and/or non-cooperation with the process
will be considered a positive test and the employee will be subject o discipline.
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Where non-positive results are obtained from the BAT and Rapid Drug Screen, Human
Resources will clear the employee to return to work immediately. Management should
investigate the circumstances that led to reasonable suspicion. The EAP may be consulied in
this regarg.

CHALLENGING RESULTS

An employee may request a blood sample be drawn ot the time of the BAT if they wish to
ultimately challenge the resulls of the BAT. The blood sample may be anclyzed ol a lab of
the employee’s choice. The resulls of the blood analysis will govern.

An employee may challenge the results of the Rapid Drug Screen findings with a confirmation
test at @ lab of the employee's choice within 14 calendar days of the initial test. In the event
of conflicting results, the confirmation test will determine the outcome.

RETURN TO WORK FOLLOWING FOSITIVE RESULTS: ALCOHOL

Employees testing positive will be subject to discipline. An EAP referal may be made in
conjunction with discipline. If an EAP referral is incicated, the employee must execute a
consent agreement c¢llowing the release of information regarding freatment
recommendalions, cooperalion, follow-through, and readiness to return to work.

If discipline does not resull in termination of employment, the cale and time of relurn 1o work
will be determined by the Human Resources Depariment or the employse's manager.

RETURN TO WORK FOLLOWING POSITIVE RESULTS: DRUGS

A positive Rapid Drug Screen requires the test sample to be forwarded fo a lab for a more
detailed chemical analysis. Human Resources will be notified immediately that the sample is
being seni for analysis. The analysis process may toke several days. The employee will be
sent home pending receipt of results.

Posilive results are forwarded fo the Medical Review Officer (MRO) at the designated lesting
facility who will review the resulls of the delailed analysis and conlact the employee for
additionalinformation. The employee may be required fo present proof regarding the usage
of prescripfion medicalions. The MRO will then consull with the Human Resources
Depariment.

After the results are made known to the Human Resources Department, the employee tesling
positive will be subject to discipline. An EAP referral may be made in conjunction with
discipline. If an EAP referral is indicated. the employee must execute a consent agreement
allowing the release of information regarding freatment recommendations, cooperation,
follow-through, and readiness to return 1o work.

If discipline does nof resull in termination of employment, the employee may nol refumn to
waork without evicdence of a non-positive test.

Testing for purposes of return o work may be compleled al a state cerlified facility of the
employee's choice bul must use Threshold levels eslablished by the employer.

RECORDS AND FOLLOW-UP
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All test results and test related information will be maintained by the Human Resources
Department in @ confidential manner.

If discipline does not result in termination of employment, an employee, after having fested
positive, may, withoul reasonable suspicion, be subject 1o a maximum of three subseguent
screens related to the initial positive test during the following 12 month period unless more
frequent or random tesling is prescribed by the EAP.

ASSOCIATED COSTS
All initial testing reguired by the employer will be paid for by the employer.

Random tesling and follow-up testing prescribed by the EAP as described will be paid for by
the employer.

Testing required for return to work will be determined by ana paid for by the employer. Return
to work testing not approved by the employer will be paid for by the employee.

All costs related to any challenge of initial test results, including any medical procedures, will
be the responsibility of the employee unless the results are non-paositive.

SALARY AND WAGES
Employees will be paid their regular wages for the time spent in the initial testing process.

Employees wailing for clearance to return fo work following testing will be paid their regular
wages for all missed fime if The tesis are non-positive. Where the lesis are posilive, the
employee will not be paia their regular wages nor have access 1o sick leave, vacotion or
floating holidoy pay for missed time.

Where return to work is delayed by an employee chollenge of tesl results, the employee will
be paid their regular wages for missed time in the event of a non-positive result and will not
be paid for hours missed if the result is positive.

BEREAVEMENT LEAVE
Bereavemenl! leave is leave laken by an employee due 1o the death of another indivicual,
usually a close relative.

The time is usually taken by an employee to grieve the loss of a close family member, prepare
for end atlend a funeral, and/or attend 1o any other immediate posi-death matiers.

All regular full-time and part-time employees are eligible for up fo five (5) days with pay for
death in the family to include spouse, child, parent, stepparents, stepchild, brother, sister,
step-brother, and siep-sister; three [3) days with pay for [great) grandparents, step-
grandparents, father-in-law, mother-in-law, sister-in-law, brother-in-law, son-in-law, doughter-
in-law, grandparent-in-law, grandchild, and slep-grandchild; and one (1) day with pay for
uncle, aunt, nephew, niece. Family members covered in this section must be legal relatives
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at the time of death. For example, ¢ person who once was a step-parent but has since
divorced is no longer considered o step-parent al the time of deaih.

The hour eguivalent of the lerm "daoys" is determined by the proration factor of the employee,
with a maximum factor of eight [8) hours per day.

Bereavemen! leave will normally be granted unless there are unusual business needs or
staffing reguirements. An employee may,. with their supervisor's approval, use any available
vacation or floating holidays for additional lime off as necessary. Sick leave may not be used
to extend bereavement leave without a physician's cerlification.

Generally, bereavement! leave is tcken immediately following the death. However, there
may be circumsiances when a supervisor will recognize the need for flexibility, for example.
if @ memorial service is scheduled at a time in the future.

Bereavemen! pay is calculaled based on the base pay rale al the fime of absence, and it
will not include any special forms of compensation, such as incentives, commissions, bonuses,
overlime or shifl differentials.

The employee's supervisor and Human Resources will consider this time off on a case-by-case
basis and may require verification of the need for the leave in special circumstances.

BREASTFEEDING FRIENDLY WORKPLACE

In recognition of the well documented health advantages of breastfeeding for infants and
mothers, Outagamie Counly provides a supporlive environmen! to enable breastfeeding
employees lo express their milk during work hours.

EMPLOYEE RESPONSIBILITIES

Employees who wish to express milk during the work period shall keep supervisors informed of
their needs so thal appropriate accommodations can be made fo salisfy the needs of both
the employee ana the depariment.

Itis the employees’ responsibility to initiate this communication and to clearly state their needs
to their supervisor.

Maintenance of Milk Expression Areas:

Breastfeeding employees are responsible for keeping milk expression areas clean, using anti-
microbial wipes 1o clean the surfoces they ulilize 1o pump.

Employees are also responsible for keeping the general lactalion room clean for the next
user.

This responsibility exiends fo both designated milk expression areas, as well as other areas
where expressing milk will occur.
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Breasifeeding Equipment:

The employee is responsible fo purchase their own breast pump equipment. The Affordable
Care Act reguires health insurance to cover a breast pump for cll new mothers.

A list of breast pump distributors is ovailable upon request from the Human Resources
Deparimenl.

Milk Storage:

If milk is stored in @ common refrigerator, employees should label all mik expressed with their
name and date collected so it is not inadvertently confused with another employee’s milk.

Use of Times to Express Milk:

Employees shall use the Stoff Lactation Room Oullook Calendar or sign-up calenaar
displayed on laclatfion room door to schedule milk expression fimes that are most convenient
or best meel their needs.

A Slalf Laclalion Room has been established on Level 3 of the Adminisiration Building, on
Level 2 [Heritage Square] al Brewsler Village and ground floor of the Juslice Center. All
counly employees are welcome 1o schedule lime in these rooms. In other buildings where
there is not o dedicated laclation room, the employee must work with their management
staff to establish appropriate accommodations. Temporary Lactation Rooms have been
identifiec ot Highway Department, YFS, Solid Waste and the Sheriff's Department. If an
employee has commentls, concerns, or guestions, regarding this issue, they may contacl
Human Resources.

EMPLOYER RESPONSIBILITIES

Milk Expression Breaks:

In accordance with Ihe Fair Labor Standards Act (FLSA), Outagamie County will provide
nursing mothers reasonable break time each time the employee needs to express milk for up
to one year after the birth of a child.

Lactation times shall be established for ecch employee based on her work schedule. |If
possible, the lactation fime is to run concurrently with any breck fime already provided.

Lactation time beyond the regular breck fime is unpaid and will be determined belween the
employee and the employee’s supervisor.

A Ploce to Express Milk:

In accordance wilh the Fair Labor Standards Act [FLSA], a private rcom (nol a toilet stall or
restroom) shall be available for employees 1o breastfeed or express milk. The room will:

+ Be privale and sanilary

+ Be located near a sink with running water for washing hands and rinsing oul breast
pump parts

« Have an eleclrical oullet

» Bein close proximity to the employee's work area
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+« Contain comfortable seating
s Have appropriate signage and/or other security measures will be used to identify the
occupied status of the lactation area

If employees prefer, they may also breasifeed or express milk in their own private offices, or
in other comfortable locations agreed upon in consultation with the employee's supervisor.

Employees shall use the Staff Lactation Room Outlook calendar to schedule milk expression
limes thal are most convenient or best meel their needs.

Supervisors will be responsible for reviewing policies and practices that will help facilitaie
each employee's infant feeding goals.

It is expecled thal employees will assist in providing a posilive almosphere of suppori for
breasifeeding employees.

CIVIC DUTY
The county supports employees in their civic duty to serve on G jury, and their responsibilities
as an oclive cilizen.

Employees must present any summaons to jury duty to their supervisor as soon as possible after
receiving the notice to allow cdvance planning for an employee's absence.

An employee when subpoenaed in conneclion with county business, called upon to serve
jury culy, or subpoenaed as o wilness, will be paid their regular salary up 1o eight (8] hours
per day.

The employee will not be entitled to jury duty pay or witness fees in addition to their regular
pay except on those occasions when the employee chooses to take vacation or floating
holiday time egual to the lime losl by serving on the jury or as wilness.

No employee will receive salary for altending courl in cases involving a criminal acl by the
employee or a civil case initiated by the employee.

COMMERCIAL DRIVERS LICENSES
Highway Employaes: The county shall pay up to one hundreg fifty dollars {$150.00) per
renewal toward the cost of successfully oblaining / renewing a CDL and endorsements that
are required by the counly, including background screening fees, upon presenialion of
receipts.
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Recycling / Solid Waste Employees: The county shall pay up to one hundred fifty dollars
($150.00) toward the cost of successfully obtaining an initial CDL license and reqguired
endorsements and all subsequent renewals of a CDL and endorsements that are required by
the county, including background screening fees, upon presentation of receipts.

The parlies agree that they will comply with all fegeral and state regulations that pertain fo
the commercial driver's licenses.

Any employee who receives a citation for any offense thal has a poteniial penally of the
suspension, revocation, or disqualification of their CDL shall notify the Highway Commissioner,
or their designee, by 7:00 a.m. on the next business day. Failure 1o comply will make the
employee ineligible for this Section and subject to discipline.

This opportunity shall be given to any employee only once during that employee's
amployment with Outagomie Counly. A second major offense, or a series of serious raffic
violations resulting in CDL disaualification. shall result in termination.

The county will provide an unpaid leave of absence nol {o exceed thirteen [13) months to a
maximum of two [2] employees al a time, who are disqualified from holding a CDL due 1o
circumstances arising outside of work. Furthermare, it is recognized that loss of a CDL due fo
circumstances occuring during working hours is a severe offense and may result in
termination of employment.

Prior to granting the leave of absence, the county may choose to continue the active
employment of the affected employee 1o the extent that the Highway Commissioner
determines that work is available. The employee may also be assignea to other work duties
in other departments for which the employee may be gqualified, at the sole discretion of the
county.

It is understood that if a job assignment pays less than the employee's assigned position, the
employee's wage wil be adjusted accordingly. If the assignmeni is into a higher
classification, the employee will be paid their normal rate.

Once a leave of absence is granied, the employee will not be reaquired fo return to work for
intermittent, sporadic work assignments, unless said employee makes themselves available
for such work.

The decision of the Highway Commissioner fo offer, or not io offer, continued work or to assign
other work duties in other departments is final and cannot be grieved.

Said employee shall have their CDL privileges reinstatea within thirty (30) days following the
end of the suspension, revocation, or disqualification period, and failure to do so will result in
termination of employment.

The county has the sole discretion fo fill the employee's posilion on @ tlemporary basis during
lhe leave of absence in any manner it deems appropriate. The county may also temporarily
fill the position internally, and it shall not be subject 1o the posting process.

The employee will be required to use available vacation and floaling holidays prior o an
unpaid leave of absence. Following the ulilization of any paid leave, the leave of absence
shall be withoul pay or benefits. It is agreed thal the employee shall not file for
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unemployment benefits while on paid leave of absence. During the unpaid leave of
absence, health, dental, and life insurance coverage will be available if the full premiums are
paid by the employee, in accordance with county Policy.

The employee will not lose benefils accrued prior to the paid leave of absence bul will not
accrue benefits while on the unpaid leave.

COMPENSATORY TIME
It is the policy of Outagamie County fo permit employees to earn compensatory time off, at
the discretion of the supervisor, manager, or depariment head. For purposes of computing
compensatory fime, authorized paoid leaves of absence are only considered time worked, if
the additional work hours are required by the departmenl. All overlime/compensatory work
must be approved in advance by a supervisor or manager.

GRANTING COMPENSATORY TIME

There is no legal requirement or obligation of Outagamie County to grant compensatory time
off to employees. A supervisor may choose to grant compensatory time off to employees
who work in excess of 40/45 hours in a standard workweek for special projects, to perform
urgent county business or during weekends/normally scheduled time off. Compensatory time
will be granted on an hour-for-hour basis for exempt/salaried employees and at a rate of 1.5
hours for each hour worked for non-exempi/hourly employees. Compensatory time and
overlime only applies after 40 hours for those positions that fall in a 37.5 hour/week category.
(Note: all hours over 40 in a work week for non-exempl/hourly employees must either be
compensated in compensatory fime or overtime, with no exceptions.)

PROCESS

The maximum amount of compensatory time is a rolling amount of 40 hours [i.e. you cennol
have more than 40 accumulated hours at any given time).

The approval for ecming compensatory time must be approved by the supervisor in
advance, whenever possible. Regardless of whether advance approval is required, cll
employees are rasponsible for fracking their compensatory fime. Time reporting should
reflect regular pay and any compensatory time earned or used for a select pay perioa.

An employee who has accrued compensalory time and reguests use of the fime must be
permitited to use the time off within a "reasonable period" ofter making the request.
Compensalory lime usage must be laken in increments of filteen (15) minules. Supervisors
may deny the reguest if the use of compensatory lime will "unduly disrupl” the department’s
operalions. Supervisors can also require an employee lo lake compensalory lime off 1o
manage the accrual limitation.
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PAYOUT OF COMPENSATORY TIME

Non-exempl/hourly employees should intend 1o use all earned compensatory fime off before
the Tirst pay period ending in December of the year it was earned. If a non-exempl/hourly
employee has any remaining compensalory fime off, it will be paid oul on the second
paycheck in December of the calendar year in which it was earned. Compensatory Time will
also be paid oul upon separation of a non-exempi/hourly employee or when an employee
fransfers fo a depariment thal does not utilize compensatory fime.

For Exempl/Sclaried employees, compensatory fime may be carried over from one year o
another, never fo exceed 40 hours al any given lime, and will not be paid out upon
separation, unless approved by the HR Director due to exienucling circumsiances. If an
exempl/solaried employee fransfers to another deportment that does not utilize
compensatory fime, any unused compensatory fime the employee has earned will be lost.

CONFLICTS OF INTEREST AND CODE OF ETHICS
Outagamie County expects all employees to conduct themselves and county business in a
manner that reflects the highest standards of ethical conduet, and in accordance with all
federal, state, and local laws and regulations. This includes avoiding real and potential
conflicts of interests, as well as perception of o conflict of interest.

Exactly what constilutes a conflict of interest or an unethical business practice is both a maral
and a legal guesiion. Outagamie County recognizes and respeclts the individual employse's
right to engage in aclivities outside of employment which are private in nature and do notin
any way conflict with or reflect poorly on the county.

The proper operation of government requires that employees be independent, impartial, and
accountable to the people anag for the public to have confidence in the integrity of its
government. Nothing in this section will deny any individual rights granted by the United
States Constitution, the Conslitution of the Stale of Wisconsin, or the laws of the United States
and State of Wisconsin.

No county employee will use their office or position for personal financial gain or the financial
gain of their family. No employee shall engage in their own business activity, accept private
employment, or render services for privale inferests when such employment, business activity,
or service is incompatible or conflicis with the proper discharge of their official duties or would
impair their independence of judgmen! or action in The performance of lheir official dufies.
No employee wil participate in the selection, award or administration of o contract
supported by o federal/state award if they have a real or apparent conflict of interest. No
employee shall use or disclose "privileged, confidential, or HIPAA protected information”
gained in the course of or by reason of their official position or aclivities.

No county employee is allowed to conduct business relating to outside employment while on
county paid fime, nor is an employee cllowed, at any fime, to use county facilities, supplies,
eguipment, lelephones, or property in the performance of oulside dulies.
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Employees can engage in political activity oulside of the employee's county employment
provided that such activity does not interfere with normal work performance, does not
interfere with specific job duties, is not conducted during normal working hours and does not
involve the use of county equipment or property. Employees are specifically prohibited from
direcily or indirectly coercing any person to hold or confribute monetary or other types of
assistance to any political candidate, party, or purpose. Under provisions of the Federal
Hatch Act, employees who are principally employed in positions which are financed in whole
orin parl by federal loans or granis cannol become political candidates in partisan elections.

No person shall be employed, promoled, or fransferred fo any department! within Outagamie
Counly government or to a division lhereof when, as a resull, they would be directly
supervising or receiving direcl supervision from ¢ member of their immediate family. No
county employee will solicil or accept for themselves, or another person any giff, campaign
coniribution, graluily, favor, services, promise of fulure employmenl, enlerfainmen, loan, or
any oiher thing of manelary value from @ person who has or is seeking confraclual or olther
business acfivilies from or which are regulaled by the counly. This does nol include
acceplance of loans from banks or olher financial instifutions on customary terms of finance
for personal use, such as home mortgage loans, the cccepilance of unsolicited adverlising
or promotional malerial, such as pens and calendars, and acceplance of an award for
meritorious public or personal contribulions or achievemens.

Any perceived conflict of interest that is detected or suspected by an employee or third party
shall be reported to your supervisor or manager or to their supervisor or manager in their
absence. An investigation by the supervisor/manager and/or department head will follow
upon notification of perceived violations of this policy. Corporation Counsel should also be
contacted fo cetermine if any additional follow-up is needed and to determine what
disclosures should be made. Disclosure of known conflicts will be included in federal/state
grant applications or will provide prompt notification upon subseguent awareness prior to the
awarding of grant funding. as reguired by federal and state laws. Subseguent identification
of known violations (including fraud, bribery. or gratuily violations) must be disclosed. in a
fimely manner, in writing lo the Federal awarding agency or pass-through entity with the
department taking prompt, corrective action fo ensure such conduct ceases and will not
recur.

Violations of this policy may result in disciplinary action consistent with Board policies,
procedures, and federal and state laws

CONTINUING EDUCATION
Outagamie Counly encourages conlinuing educcolion by offering Educalion
Reimbursement. This reimbursement is intended fo provide assistance to the employee for oul
of pockel expenses for continuing education for the mutual benefit of the employee and
Outagamie Counly, not covered in the deparimental budget.
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This section of the handbook describes eligibility reguirements, criteria for approval and
reimbursement, and the process for application, approval and reimbursement.

Any Outagamie County employee in good standing, averaging twenty {20) hours or more
per week auring the six (6) months prior to the start of the course, is eligible to apply.

CRITERIA FOR APFROVAL

Classes must meet during non-working hours. Exceptions can be made only with the approval
of the department head and Human Resources.

Courses must be direclly reloted to the employee's current job, be preparation for a
promotion fo an exisling counly job for which the applicant would otherwise gualify, meel
the requirements for specialized training related o a current assignment; or be required as
part of a degree program thal meels these qualificalions.

Funds must be avcilable in the depariment budget of the employee. |If funds are not
available in the employee's department budget, application may be made to the Human
Resources Department, with prior approval by the department head.

Any expenses covered by granis or any other form of payment are nol sligible for
reimbursement under this program.

MAXIMUM AMOUNTS

Reimbursement is limited to tuition and books. Al other fees and expenses are the
responsibility of the employee.

Maximum reimbursement amounts, unless approved otherwise by the
Legislative/Audil/Human Resources Commiltee, Finance Commiltee and Counly Board,
incluge:

a) $1.600 per calendar year for an accredited Associates/Undergraduate degree program
b) $2.450 per calendar year for an accredited Graduate degree program
Reimbursement for books is limited to half the cost incurred.

Qualifying part-time employees will be eligible for one-half of the stated maximum amounts.
Where an employee changes stalus from part-time 1o full-time or full-iime to porl-time,
reimbursement maximums will be based on the status that the employee maintained for the
majority of the length of the actucl course.

Where an employeae takes bolh undergraduate and graduate classes in the same year, total
reimbursement for the year will not exceed the maximum for graduate level courses.

CLASS APPLICATION

Application for approval should be made in advance of the class by completing an
Outagamie County Tuilion Reimbursement Reguest for Course Approval form. One
Application for Approval must be completed for each class. Forms are available the HR
webpage.
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APPROVAL PROCESS

The completed Reguesi for Course Approval form must be submilted fo the employee's
Department management for review and approval. If opproval s grented al the
departmenl level, the gepartment will then forward the form to the Human Resources who
will review the application for completeness and approve or disapprove the application in
accordance wilh established approval criteric and annual maximums. A copy of the
Reguest for Course Approval will then be relurned fo the employee's supervisor with
indication that the course was either approved or disapproved. If the course was nol
approved, the reason will be clecrly stated.

CRITERIA FOR REIMBURSEMENT

* Reguests for reimbursement must be made within a sixly {60) day period following the
conclusion of class.

« Exceplions to this criteria require special approval from Human Resources and the
appropriate Department.

» Employee must be employed with Outogamie County at the fime of reguest for
reimbursement.

* A grade of "C" {or better] or "pass’ must be atiained.

REIMBURSEMENT PROCESS

Employee must submit to Human Resources. o completed Reimbursement Request Form with
appropriaie signatures and account numbers and attach the following:

la) Verilication from the educational insfilulion that paymeni covering or in excess of the
reimbursement amount was made.

(b] Verification from the educational institution of the course, credil and grace received by
the employee.

Upon verification that all requirements hove been met, the Human Resources Department
will initiate the payment process. The reimbursed amount will be charged against the
"Maximum Amounis"” for the calendar year in which the course is completed.

EMPLOYMENT LONGEVITY

Employees that voluntarily terminate employment with the county prior to the completion of
two (2) years of employment from the course End Dale will be reguired to pay back a pro-
rated portion of their reimbursement amount. The pay back will be 1/24th of the total
reimbursement for each month short of twenty-four (24) months employment post course End
Date. Authorization to deduct any payback amounts are provided by the employee on the
Reauest for Course Approval form.

Employees who are involuntarily ferminaled prior to the complelion of two (2] years of
employment from the course End Dale will be obligaled to poy back a pro-rated portion of
their reimbursement amount. The pay back will be 1/24th of the totcl reimbursement for ecch
month shorl of twenty-four {24) months employment post course End Date. This amount may
be collecied from the employee by the employer in the form of a deduction on the
employee's final paycheck, a cash or check paymenl from the employee, or referred lo a
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collection agency. Authorization fo deduct any payback amounts are provided by the
employee on the Request for Course Approval form.

For courses with no established End Date, the dale of reimbursement will be consicered the
Ena Dale.

RECORDS

Copies of all reimbursement related applications, documentation and payments will be
scanned ond preserved in the accounts payable records in Financial Services.

SEMINARS, CONFERENCES, TRAINING, AND OTHER MEMS QUTSIDE OF REIMBURSEMENT AND
PAYBACK PROCESS

1. Staff submit request directly to their supervisor.
2. Supervisor evaluates appropriateness of request based upon:

s Applicability to their job function or individual fraining needs.

» Cosl effecliveness of The seminar.

« Wilingness of lhe altendees to share the knowledge gained wilh the organization.
« Evaluate the number of seminars the individual has altended.

3.The supervisor/manager will then confirm theirrecommendation with the department head
who will either approve or disapprove request.

4. Decisions go to the supervisor and employee.

5. Charges will be applied to the appropriaie account within the departmeni budgel.

CORRECTIVE DISCIPLINE

The purpose of discipline is infended to correct unacceplable job performance. Disciplinary
aclion is infended o be administered in a coreclive fashion, concentraling on performance
improvernent rather than on punishmeni. The county will attempt to inform the employee of
standards of conduct and performance which are expecied. Because all performance
criteria which may make disciplining an employee necessary cannol be listed, each
employee is expected to follow all county or deparimenital policies and processes outlined
in the Employee Handbook and conduct themselves in a manner which is appropriate to the
employment setling.

Normally, when disciplinary actions are required for employees, the concept of progressive
discipline will be followed; however, it must also be understood that the degree of disciplinary
action will match the severity of the infraction. Therefore, depending upon the severity of the
offense and an employee's disciplinary history, the action chosen by management may
involve immediate application of one or more of the progressive steps, including immediate
discharge. if warranted. Repeaied infractions of even minor offenses can and will result in
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increasingly severe disciplinary actions. Unless there are mitigating circumstances, the normal
sequence of discipline will be:

1s1 offense - The employee will be given a verbal reprimand. This normally will be done in
privale. The depariment head or supervisor willexplain fo the employee the reasons for being
disciplined and also the manner in which the employee should correct their problem in the
future to avoid furlher discipline. A documeni confirming the conversalion will be provided
lo the employee, al which time the employee should respond in wriling acknowledging
receipl. The documenl should then be forwarded fo the Human Resources Specialist 1o be
placed in the employee's personnel file.

2nd offense - The employee will be given a written reprimand, with a copy to the Human
Resources Department to be placed in the employee's personnel file. This document, like the
verbal warning. will give the rule or policy broken and the manner 1o improve performance.
[Nole: a Performance Improvement Plan lemplale is availoble on the HR webpage, for use
as appropriate.)

3rd offense - The employee may be suspended without pay. A confirmation letter will be sent
to the employee with a copy fo Human Resources to be placed in the employee’s personnel
file.

[Note: Employees considered exempl under the Fair Labor Standards Act will be suspended
in weekly increments only, with the exception of a suspension for a major safely infraction or
a serious work place conduct violation.]

4th offense - The employee will be terminated. Before any employee is terminated, the
matier will be reviewed with the Human Resources Director.

An employee shall be terminaled and the employment relalionship ended for any of the
following reasons:

1. Discharge:;

2. Resignation; (Resignation will become effeclive upon receipt by the counly of a
written nolice of resignalion from the employee.)

3. Refirement;

4. Unexcused failure to return to work after the expiration of a leave of absence or
period for which Worker's Compensation was paid;

5. Failure o report availability to return to work within five [5) calendar days afler notice
of recall from layoff or failure to return to work within fourteen [14) calendar days after
reporting availability:

6. On layoff for a continuous period of time eauivalent to twelve (12 calendar months.

3|

COUNTY RESIDENCY

Employees of Oulagamie County are nol required lo reside within the physical boundaries of the
counly. [Exceplion: All sworn employees of the Sherifl's Department, according fo county
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ordinance, must, within six (6] months of employment with the county, establish residency within
twenty seven [27) radius miles of Sheriff Headguarters.)

DEFERRED COMPENSATION
Section 457 of the Infernal Revenue Code allows public sector employees fo defer a portion of
their pre-tax income into an investiment account. Employees are aliowed 1o defer up lo one
hundred percent (100%) of gross income, subject 1o an annual maximum deferral amount.

The counly offers two deferred compensation plans, currently administered by ICMA and
Wisconsin Deferred Compensation. Both plans also offer an after-tax Roth option. Additional
information is available in the Humon Resources Department or on the Humaon Resources
webpage.

DENTAL INSURANCE
Allregular employees who are hired al or are pro-rated at twenly [20] or more hours per week are
eligible for denfal insurance coverage.

Eligible employees may choose either single, limited family, or family coverage. In the event an
employee has a spouse who is also ¢ county employee, that employee and spouse may choose
either two single plans or one family plan.

Insurance becomes effective the firsi day of the month following one full month of employment
or eligibility. Coverage continues through the end of the month in which termination of coverage
occurs.

Specific delails regarding denlal premium amounts can be found on the Benefils Summary on the
Human Resources webpage.

ELECTRONIC RESOURCES: COMPUTERS, INTERNET AND EMAIL
The counly provides a wide variety of communication lools and resources to employees for use
in running day-to-day business activilies. Whether it is the telephone, voicemail, fax, scanner,
internet, infranet, e-mail, or any other county-provided technology, use should be reserved for
business. All communication using these tools shall be handled in o professional and respectiul
manner.

Employees do not have any expectation of privacy in their use of county computer, phone, or
other communication fools. All communications made using county-provided equipment or
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services, including e-mail and internet activity, are subject to inspection by the county. Employees
should keep in mind that even if they delete an email, voicemail, or other communication, a copy
will be archived on the county's systems on a real-time basis.

E-mails that are nol job-related have the polential lo drain, rather than enhance, productivity and
sysiem performance. You should also be aware that information transmitied through e-email is
not completely secure and that information you transmil and receive could damage the
reputation of the county.

The counly encourages employees to use communication tools only to communicate with fellow
employees, suppliers, and clients regarding county business. Internal and exlternal e-mails are
generally considered public records and may alo be subject to discovery in the event of
litigation. Be aware of this possibility when sending e-mails within and oulside of the counly.

Using communicafions in @ manner that violates any county guidelines or policies is sirictly
prohibited, including but not limited 1o the Equal Opportunily and Horassment policies, the
Conflict of Interest Policy, etc. Delete any e-mail messages prior to opening that are received from
unknown senders and advertisers.

It is the counly's goal to respect the dignity of employees al all fimes. Because e-mail, telephane
and voicemail, and inlernet communicalion eguipment are provided for counly business
purposes and are critical fo the county's success, your communications may be accessed withoul
further notice by Information Technology depariment administrators and county management to
ansure compliance with this guideline.

The electronic communication systems are not secure and may allow inadvertent disclosure,
accidental transmission to third parties, efc. Sensitive information should not be sent via unsecured
electronic means.

Office telephones are for business purposes. While the county recognizes thatl some personal calls
are necessary, these should be kepl as briel as possible and to @ minimum. Abuse of these
privileges is subject to correclive action, up lo and including fermination. With the exception of
emergency siluations, personal cell phones should be used al break times or lunch hours.

It is also against county policy 1o furn off anti-virus protection software or make unauthorized
changes to system configurations installed on county computers. Violations of this policy may
result in fermination for a first offense.

All employees are subject to the Oulagamie county Acceplable Use Policy and are required to
review such policy provided during new hire orientation.

See the ACCEPTABLE USE POLICY located on the IT webpage.

Even the strongest

Need Support.

EMPLOYEE ASSISTANCE PROGRAM (EAP)
The Employee Assistance Program (EAP] is a resource designed to provide highly confideniial and
experienced help for employees in dealing wilh issues thal affect their lives and the qualily of their
job performance.
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Outagamie County wants employees to be able to maintain a healthy balance of work and
family that allows them to enjoy life.

This free, comprehensive counseling service offers employees and their spouse or children three
visits per issue each year and a 24-hour holline answered by professional, degreed counselors.
Employees may contact the Employee Assistance Program directly. Contact information can be
found on the HR Webpage.

The county encourages employees o use this valuable service whenever they have such a need.
Employees who choose to use these counseling services are assured the information disclosed in
their sessions is confidential and not avcilable to the county, nor is the county given any
information on who chooses to use the services.

The inifial appoiniment to the agency will not be charged to the employee’s sick leave or vacation
leave; however, should follow-up counseling be reguired, the employee is expecied to use sick
leave, vacation, or non-scheduled fime.

EMPLOYMENT OF RELATIVES
Due to potential for perceived or actual conflicts, such as favoritism or personal conflicts from
outside the work environment, which can be caried into the daily working relationship,
Outagamie County will hire or consider other employmen! per the guidelines below concerning
relatives of persons currently employed. This policy applies fo all current employees and
candidates for employment.

For the purposes of this policy, “relatives" are defined as spouses, children, siblings, parents, or
grandparanis.

Oulagamie Counly will hire or consider other employment only if: a) candidales for employment
will not be working directly for or supervising ¢ relative, and b) candidales for employment will not
occupy a position in the same line of auihority in which employees can initiate or participate in
decisions involving a direct benefit fo the relative. Such decisions include hiring, retention, fransfer,
promotion, wages and leave requesls

Currenl employees who marry each other will be permitted 1o contfinue employment with the
county provided they don't work in a direct supervisory relationship with each other or otherwise
pose difficulties. If employees who marry do work in @ direct supervisory relationship with each
other, the county willattempt fo reassign one of the employees to another paosition for which they
are qualified, if such a position is available. If no such position is available, one of the employees
may be required to leave the county.
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EMPLOYMENT RECORDS
Information contained in an employee’s personnel file is generally considered confidential and is
available only to the employee or the employee's designee, the County Executive, Departmental
Supervisory staff, Human Resources staff, legal staff, and authorized federal or state
representatives who have cause to review the records for official reasons, unless otherwise
disclosable under the Wisconsin Public Records Law.

The employer will grant al least two (2] requests to inspect their file by an employee in o calendar
year. The employer will provide the employee with the opportunily 1o inspect the employee's
personnel records within seven [7) working days after the employee submils @ written requesi for
inspectiion.

SIS

EQUAL EMPLOYMENT OPPORTUNITY
Cutagamie Counly is commilled lo a policy of eqgual opporlunity for all candidales and
employees withoul regard 1o age {over 40}, race, religion, color, sex, nalional origin or ancestry,
disability or association with a person with a aisability, arrest record, conviclion record, sexuacl
orieniation, gender identity, marital status, pregnancy or childbirth, military parlicipation, genetic
festing, submilting to honesty festing., or use or non-use of lawful producls off the employers
premises during non-working hours.

The county pledges not to engage in illegal discrimination against employees or applicants in any
employment activity incluging, but not limited fo recruitment, hiring. job classification, firing,
promaotion, gemotion, wages, benefits ana fraining.

This secfion of the handbook sets forth the responsibility for compliance with EEO legislation and
the methods of policy communication.

RESPONSIBILITY

It is the responsibility of the HR Deputy Director o instruct, counsel and provide fraining material to
management staff on EEO related issues.

It is the responsibility of all participants in employment related decisions to be knowledgeable of,
and to comply with the Outagamie County EEO Policy and federal, state and local legislation.

COMMUNICATION

Outagamie County complies with federal and state posting regulations by posting the required
Equal Employment Opportunity is the Law notices at all facilities.

Each employment advertisement in any medium, or any other public announcement contains
the Equal Opporiunity Employer stalement.
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Each Outagamie County job description contains an Equal Opportunity Employer statement.

EXIT INTERVIEWS
The exit interview is o functlion of the Human Resources Deparimen! and is used as a fool 1o look
al reasons for furnover, recommendations for improvement, and job satisfaction.

This section of the handbook outlines how exit interviews are mancged.
SCHEDULING THE EXIT INTERVIEW

When termination nofification is received in Human Resources, an exit inlerview link is forwarded
by Human Resources via Survey Monkey to the exiting employee. While completing the survey,
employees will have the option to notify Human Resources of their desire to meet personally to
discuss their exit interview responses in greater detail. This email notification will also include a link
to the Termination Frequently Asked Questions documeni.

The exit interview is voluntary.
The exil interview can be done on paid work lime.
CONDUCTING THE EXIT INTERVIEW

When an in-person meeting is requestied, Human Resources infroduces the exit interview purpose,
points out that it is voluntary, and reminds the exiting employee that the information obtained will
be routed to the Human Resources Director, the employee's depariment heag, the employee's
supervisor or manager, and fo the County Executive.

PROCESSING THE EXIT INTERVIEW
Human Resources will route the guestionnaire after the employee's last paid day.

Exil metrics are provided fo the Leg/Audil/HR Commiliee as requesied or at least annually.

FAMILY and MEDICAL LEAVE ACT (FMLA)
Outagamie County complies with the federal and stale Family and Medical Leave Acl [FMLA),
which requires employers to grant unpaid leaves of absence to gualifiea workers for certain
medicaland family-related reasons. The more generous of the two laws willapply to the employee
if the employee is eligible under bolh federal and state laws.

Please nole there are many requirements, qualifications, and exceptions under these laws, and
each employee's situation is different. Whether an employee is eligible is determined by the
number of hours they were poid {Wisconsin Siate FML] or have worked (Federal FML) within the
past year of employment with Outagamie Counly and the health condition requiring the leave.
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Reasons for Taking Leave: Under federal law, unpaid leave may be requested for pregnancy and
prenatal care; pre-placement activities, birth, adoption, or foster placement of a child; or the
serious health condition of a child, spouse, parent, domestic partner, or the employee. State law
may have additional reasons defined.

Military Family Leave Entitlements: Under federal low, unpaid leave may also be reguested by
eligible employees whao have any aualifying exigency arising out of the fact that the spouse or a
son, daughler, parent, domeslic pariner, or nex! of kin of the employee is on covered aclive duty
{or has been nolified of an impending call or orger to coveraed aclive duly| in the armed forces
and may use Their 12-week enlillemen! to address cerlain qualifying circumslances. Qualifying
circumstances may include deploying on shorl-nolice, allending cerfain military events,
arranging for allernative child care and school activities, addressing certain financial and legal
arrangements, attending cerfain counseling sessions, engaging in rest and recuperation, and
altending pos! deployment reintegration briefings.

Employees wishing to request either of the Family Medical Leaves, should first have a conversation
with their manager/supervisor to inform them of the need for a leave. Following that giscussion,
the employee should complete o leave reguest form, found on the Human Resources webpage.
The Employee Leave Administrator will then review the leave and process accordingly.

Any employee with a serious health condition thal misses more than three consecutive days of
work is expected to open an FML claim by completing the online request form.

Outagamie County reserves the right to place a gualifying employee on Family Megical Leave, if
the employee refuses fo follow the oullined process.

“ ki

540,000 $14.000 554,000

FRINGE BENEFITS
Fringe benefils are lypes of compensation offered by the county lo ils employees in addition to
wages. Fringe benefils are nol offered lo lease or employment agency workers.

Each fringe benefil has its own eligibility criteria, such as length of service. In addition, each type
of benefit must be examined 1o determine whether it is available to any particular group of
employees, such as regular full-time, temporary parl-lime, efc.

Unless otherwise slaled, parl-lime employees are generally eligible for prorated benefils af such
fime as they average twenty [20) hours or more per week during each proration period.

References to "day" and "week” in the county policy refers to the part-lime employee's prorated
“day" or "week", e.g. a 50% employee's day is egual fo 4 hours and a week 1o 20 hours.

Proration calculations are performed by Payroll and forwarded to each department.

Requirements for eligibility for certain benefits noted in other seclions of the Employee Handbook
(including. bul not limited to, employer portion of health/dental insurance, vacation and sick
leave and holidays) are based on the following: Full-time employees must receive pay for an
equivalent of their Full Time Factor mulliplied by len (10) for each applicable monih; pay lo
include wages for time worked, in addition to holiday, bereavement and jury duly paid hours,
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vacation, holiday, floating holiday, comp or sick hours used); Pari-time benefit eligible employees
must receive pay equivalent to their Part Time Factor multiplied by ten (10} at minimum. Full time
amployees have a factor of 8 [except those full fime employees in roles working 7.5 hours per day
whose Factor is 7.5). Part time factors are determined each Anniversary Date and provided to
employees by the Payroll team or employee's department.

L d
ez
Soe

GRIEVANCES/COMPLAINTS

It is Outagamie County's standard 1o freat all employees equitably and fairly in matiers affecting
their employment. The county has established this Grievance section for an employee fo ufilize
for matiers conceming discipline, termination, or workplace safety covered by this Grievance
secfion. This seclion of the handbook provides an employee with the individual opportunity to
address concerns regarding discipline, termination, or workplace safety matters, o have those
matiers reviewed by an Independeni Hearing Officer, and to oppeal fo the County Board.
Information on the complaint process is available o each employee by contacting the Human
Resources Department.

The grievance shall mean a dispule regarding the application of counly policies regarding an
employee's discipline or termination of employment, or a dispule concerning workplace safety.
No grievance shall be processed under this policy unless it is in writing and contains all of the

following:
1. The name and position of the grievant;
2. A clear and concise statement of the grievance;
3. Theissue involved;
4. The relief sought;
5. The date the incident or alleged violation ook place;
6. The specific section of the policy or workplace safely rule alleged to have been

violated; and
/. The signature of the grievant and the dale.

The term "days" means regular business days, Monday through Friday, other than weekends and
holidays, regordless of whelher The employee or their classificalion is scheduled fo work. The lime
within which an act is 1o be done unaer this policy shall be computed by excluding the first day
and including the lost day.

A "grievant" is an employee of Quiagamie County and shall not include employees subject to @
colleclive bargaining agreement addressing employee discipline, termination and workplace
safety, stotutorily appointed individuals identified specifically in statute as serving ot the pleasure
of an appointed authority, elected officials, and independeni contractors. Any grievant may
request o peer or oulside represeniative of their choice to aftend meetings related to the
grievance. Any cost associated with external representation is the responsibility of the employee.

“Workplace safety” means those conditions related to physical health and safety of employees
enforceable under federal or state law, or county rule related to: safety of the physical work
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environment, the safe operation of workplace eguipment and tools, provision of protective
equipment, training and warning requirements, workplace violence, and accident risk.

"Discipline” means oral reprimands (where a wrillen recora of the reprimand is placed in the
employee's file], wrillen reprimands, suspension, performance improvement plans, and demolion.
Discipline does not include counseling, job coaching, paid adminisirative leave for pending
invesligation, change in job assignment or location, performance reviews, work plans, or
correctlive actions that do nol include o reprimand or other adverse employment aclion.

“Termination” means discharge from employmenlt. Layoffs [reduction in force], voluntary
resignation, failure 1o return to work from a layoff, absences when not on an approved leave, job
abandonment [no call / no show| and loss of license or cerlification. Inability 1o perform due to
physical or mental condilion are not considered lerminations and are not subject to this process.

First Step

Within ten [10) days after the facls upon which the grievance is based or should have reasonably
become known, the employee shall present the writien grievance fo theirimmediaie supervisor,
who will review the grievance with the deparimeni head. The deparimeni head shall give a
writlen answer within 1en [10) days of receipt of the grievance, with a copy to the Human
Resources Director.

An employee who has been notified of termination may process the grievance commencing at
Step 3.

Second Slep

If the grievance is not satisfaclorily resolved at Step 1, it may be submitied by the grievant to the
Human Resources Direclor within five (5) days after having received the answer in the First Step.
After receipt of the written grievance by the Human Resources Director, they or the designated
represeniative of the Human Resources Direclor will meet with the grievant in an effort to resolve
the issue(s) raised by the grievance. Within ien [10) days affer the meeling, the Human Resources
Direclor shall respond 1o the grievance in wriling.

The Human Resources Director shall also determine if the grievance is timely and if the subject
matter of the grievance is within the scope of this policy and otherwise properly processed as
required by this policy. If the Human Resources Director is aware of other similar pending
grievances, the Humaon Resources Director may consolidate those matters and process them as
one grievance.

Third Step

Upon the written request of the grievant in response to an cdverse decision, the decision at the
second step may be appealed by a written statement forwarded to the Human Resources
Director, parficularly describing the reason for appeal. The grievance will be referred fo an
Independent Hearing Officer (IHO|, who will be designated by the Counly Execulive. Any cosls
incurred by the IHO will be paid by the county. The IHO will convene a hearing in the manner the
IHO determines necessary. The IHO shall have the authority to administer oaths, issue subpoenas
at the reguest of the parties, and decide if a franscript s necessary. The IHO may reguire the
parilies to submit grievance documents and witness lists in cdvance of the hearing to expedite
the hearing. The burden of proof shall be "a preponderance of the evidence”. In termination
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and discipline cases, the county shall have the burden. In workplace safety cases, the employee
shall have the burden. The IHO may apply relaxed standards for the admission of evidence,
including allowing the admission of hearsay. The IHO may request oral or written arguments and
replies. The IHO shall provide the parties a written decision.

The IHO may only consider the matier presented in the inifial grievance filed by the employee.
The IHO shall have the power 1o order only the following remedies: withdrawal of a verbal or
writlen reprimand, reduclion of suspension, and fransfer fo original position from demoted
position, reinslatement with or withoul some or all back pay. All other remedial authority shall be
subject to the determination and approval of the County Executive.

Fourth Step

Either party may appeal an adverse determination af Step 3 to the County Board, by filing written
notice appealing the decision of the IHO in the Human Resources Direclor's office within ten {10)
days of the decision of the IHO. The Countly Board shall, within thirty {30) days after submission of
the appeal. schedule the review of the IHO's decision. The review will be conducted by the Board
during a closed session meeting unless an open session is requested by the employee. The Board
may make its decision based on the written decision of the IHO or the Board may examine any
records, evidence, and testimony produced al the hearing before the IHO. Asimple majority vole
of the Board membership shall decide the appeal within tweniy {20} days following the last session
scheduled for review. The Board will issue a final written decision, which shall be binding for all
parties.

Timelines: Failure o process the grievance by the grievant within the specified lime limil or cgreed
upon extensions shall conslilule waiver of the grievance and will be considered resolved on the
basis of the counly's last answer. Failure of a management represeniatlive o meet the lime limils
shall cause the grievance to move automatically 1o the nexl step in the process. To encourage
thal grievances are addressea in a prompt manner, the time limits set by this policy are intended
to be strictly observed and may not be extenced except in extreme circumstances, ana then only
upon the express written consenl of the parties.

Exclusive Remedy: This section of the handbook constitutes the exclusive process for the redress
of any employee grievances as defined herein. However, nothing in this grievance section shall
prevent any employee from addressing concerns regarding matters not subject to the grievance
process with adminisiration, and employees are encouraged fo do so. Matters nol subject fo the
grievance process that are raised by employees shall be considered by administration, which has
final authority, subject to any applicable Board policy or directive, 1o resolve the matier.

5 -
%E% o

HEALTH INSURANCE
All regular employees who are hired at or are pro-rated al 20 or more hours per week are eligible
for health insurance coverage. Eligible employees may choose either single or family coverage.
In the event an employee has a spouse whao is also a counly employee, thal employee and
spouse may choose eilher two single plans or one family plan. Insurance becomes effective the
first day of the month following one full month of employment or eligibilily due 1o @ chaonge in
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status. Coverage continues through the end of the month in which fermination of coverage
occurs.

Healih Insurance Choices: The county currenlly offers a Low-Deductible Health Plan and a High
Deductible Health Plan with a Heallh Savings Account [HSA). Each of these plans are available
for single or family coverage. Coniribution rates are determined each year during the budget
planning process. Specific defails can be found on the Benefils Summary.

Health Savings Accounl [HSA): Effectlive on the lirst pay period following December 31si for
employees who are enrolled in the High Deductible Health Plan, the counly will contribute to an
employee's Health Savings Account. The amount deposited into this cccount is also determined
each year as part of the budget planning process and is based upon the employee's job status
and health insurance covercage level in effect on January 15 of that year. The amount the county
deposits into an employee's HSA account is not adjusted during the calendar year for changes
lo the employee’s job slatus or health insurance coverage levels.

« HSA-New employees: For new employees who enroll in the Consumer-Driven Health Plan
after January 1st of the calendar year, the county will contribute a pro-rated amount to
the employee's Health Savings Account for that calendar year.

» HSA-Pari-Time Employees: For regulor pari-lime employees who work ol least an average
of twenty (20) hours per week, the county will coniribute fo the employee's Health Savings
Account an amount egual to sixty-five percent [65%) of the amount conlributed on behalf
of fulk-time employees.

* Specific delails regarding Health Savings Account contribution amounts can be found on
the Benefits Summary.

« HSA — Payroll Deduclion: As allowed by law, the counly agrees fo allow employess 1o
contribute. through payroll deduction. additional funds fo their Healih Savings Account,
up fo the amount allowed by the IRS.

* HSA - Hold Harmless: The county will be held harmless for any employee eligibility issues or
tax conseguences caused by oulside insurance coverage, inappropriate withdrawals,
payroll deductions in excess of the ollowable limils, or other matters beyond the county's
control that would inferfere with an employee’s Health Savings Account eligibility.

Leave of Absences: Employees on official leaves of absence wilhoul pay, with the exception of
USERRA, [Military Leave] which allows COBRA for twenty-four (24) months, may elect continuation
for up to eighteen (18] months under COBRA, and must pay the full premium to the County
Ireasurer by the 251h of the month for the following month's coverage.

Pursuant to 2019 Wisconsin Act 19, Outagamie County will pay health insurance premiums for the
surviving spouse and dependent children of a law enforcement officer who dies in the line of cuty.
This coverage may continue until a surviving spouse remarries or reaches the age of 65, or to a
surviving child until they reach the age of 26.

Retlirees: Ecrly Wisconsin Relirement annuitants and enrolled spouses may remain in the group
policy, provided the retiree pays the full premium o the County Treasurer by the 25th of the month
for the following month's coverage. Once the relired annuitant becomes eligible for Medicare,
Medicare Coverage Ports A & B must be applied for and will become primary payer, while the
group plan pays second.
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Terminations/Change in Status Resulting in Reduction of Hours: Under federal COBRA regulations,
terminated employees (except for terminations due to gross misconduct) and employees with
reduction of hours due to change in status into @ non-benefit eligible position that are/were
enrolled in a county health plan may elect to continue group coverage for up to eighteen (18]
months by paying the County Treasurer the required premium by the twenty-fifth (25th] of the
month for the following month's coverage.

)

HOLIDAYS
The counly observes and allows time off wilth pay for various holidays across depariments. Any
additional holidays will be designated by the county for eacch calendar year. The Holiday
Calendar can be found on the HR websile.

If one of these holidays falls on o Sunday, it will be observed on the following Monday. If the
holiday falls on @ Saturday, it will be observed the preceding Friday. However, if Christmas Day
and New Yeor's Day fall on the weekend, the following Monday will be the observed holiday; and
if December 24th or 31st fall on the weekend, the preceding Friday will be the observed holiday.

To be eligible for holiday pay, employees musi either work the aclual/observed holiday ilsell, or
work 1he last regularly scheduled workday preceding the holiday and the firsl regularly scheduled
workday following the holiday, unless The employee is on approved paid lime off. When a holiday
falls within @ period of leave withoul pay, the employee will receive no holiday pay. When a
designaled holiday falls on an employee’s scheduled day ofl, an addilional day off will be
substituted. A “regularly scheduled day" is based on the proralion amount of the employee, with
a maximum of eight (8) hours per holiday.

Employees assigned to those departments that work a 24 hours, seven (/] day a week schedule
will follow the specific holiday practices and schedules currently in effect in those departments.

All regular ful-lime and benefif-eligible pari-time employees shall receive their regular
compensation for county-observed holidays, based on their proration factor. Employees normally
scheduled o work more than their prorated holiday hours may use vacalion, floafing holiday, or
comp lime to make up for the difference unless the employee is already scheduled to work on
that day. Non-Exempt/hourly employees required to work on o holiday will receive overlime pay
of time and one half for all hours actually worked or given compensatory time off at arate of time
and one half for anything worked over 40 hours in the week, in adaition to holiday pay. As always
the use of compensatory time is fo be scheduled ot the mutual convenience of the employee
and their supervisor and in accordance with the provisions of applicable law, but must be used
within the year it was earned. Unless previously granted an exceptlion, exempl employees who
are required lo work on a holiday will be eligible, based on 1he deparimenls use of compensatory
time, to earn compensatory fime for all hours worked over 40 (Grades 1-8) or 45 {Grades 9 and
aver) in the week. This fime must also be scheduled at the mutual convenience of the employee
and their supervisor, but does not need to be used within the year it was eamed. Departments
that do not use compensatory time have the option to allow the employee to flex their schedule
due lo aaditional hours worked on the holiday, within the holiday week. Exempt employees are
nol eligible Tor overlime for lime worked on holidays and nol eligible for straight pay for hours paid
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over 40 in that week, unless previously granted an exception. For shift pay purposes, the holiday
shall be defined to incluge those shifts which start on the actual holiday.

Flooting holidays are paid leave nol lied to any parlicular day [as are county observed holidays),
and are available for use al o time mutually agreeable belween the employee and their
supervisor, and can be faken in increments no smaller than fifteen (15) minutes. Like county
observed holidays, full-lime employees receive credil for a full day's time, not to exceed eight (8)
hours, and pari-lime benefil eligible employees will receive a pro-rated amount.

Floating holidays will be available for employee use upon hire and musl be used within the
calendar year granted with the following exception:

New employees hired prior to July 1 are eligible for floating holidays, and those hired on or after
July 1 are not eligible for any floating holidays during that calendar year.

If an employee moves from one depariment, role or shift o another thal has a different floating
haoliday schedule, any floaling holidays they are eligible for will be based on the Iransfer date into
the new role or status.

If they move to the new role prior to July 1st, they will acquire the floating holiday count for their
new department, role or shift less any hours that they have already used. If they move July 1st or
later, there is no change and they will keep the balance they had at the beginning of the year,
less any floating holidays used.

Employees are not allowed 1o use floating holidays during the two weeks of notice o terminate
or refire from employment. No pay-oul of floating holidays will be made.

The fotal number of holidays (including observed and floaling) thal all employees receive
annually is 12. A malrix of observed holidays and floaling holidays by department/role/shift are
listed on the infranel.

IDENTIFICATION CARDS

Outlagamie Counly is commilied o providing a safe and secure environment for ils employees
and those who visit Outagamie Counly. In order o maintain a safe and secure environment for
employees and visitors, and to ensure the public that individuals providing services on behalf of
the county are indeed county employees, all Outagamie County employees shall display an
identification card while performing their job. This sectlion wil oulline the responsibility,
identification card information, reguireaments for wear, new employee process, and replacement
and use of employee idenlificalion cards.

In most cases, the responsibility to issue idenlification cards to all Outagamie Counly employees
lies with the Human Resources and Mainlenance Departments, with Human Resources issuing the
badge and Maintenance eslablishing securily access.

There may be some off-site locations that print and acaminister their own badging process.

REQUIREMENTS FOR WEAR
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All Outagamie County employees, County Board members, temporary contract workers, State
employees assigned to the county location and county emergency personnel shall obtain an
identification card. Volunteers may be given a department temporary card or individual card
based on length of and type of assignment.

The identification card should be worn while performing duties as an Outagamie County
employee, and musl be used to swipe in and oul of employee entrances and exits.

All Outagamie Counly employees [exceplions may be made by department heads due lo safety
or uniform reguirements) should wear their idenlification card on the front of their person on their
outermost garment.

Outecgamie County will provide the cardholders. An employee may obtain their own cardholder.
Depariments shall ensure thal their employees are wearing the identificatlion card.

Supervisors of volunteers or temporary confract employees should contact the Human Resources
Department if a card needs to be issued for an individual.

NEW EMPLOYEE IDENTIFICATION CARD PROCESS

New employees will fill out an Oulagamie Counly Employee Idenlificalion Card Informalion Sheel
and will submil @ headshol piclure to be used for their bagge, prior lo therr first day of hire.

Confract workers who are determined to need an individual identification card must fill out the
Contracfor Identification Card form locaied on the HR website and have it filed oul and signed
by a supervisor.

Badge information crealed for new employees is provided 1o the maintenance depariment, who
will then estoblish facility access for designaled departments.

REPLACEMENT AND USE

If an employee forgets their idenfification card, they may oblain a temporary departiment
identification card to wear for that day. This should be oblained through the employee's
department.

If an employee misplaces their identification badge, they may use the gdeparlment temporary
card for up 1o one week. The employee should immedialely nolify their supervisor or Maintenance
so the securily access can be disabled. Il the employee has not located their card in one week,
a new card must be oblained through Humaon Resources.

Upon terminction. cll employees shall surrender their identification card to their supervisor or
Human Resources. All Supervisors shall collect Id badges as part of the termination checklist
process. If an employee refuses fo surender the badge or does notf have the badge the supervisor
shall immediately contact Maintenance so the badge can be disabled.

Any employee who is found fo have used their identificalion card for purposes other than for
authorized Outagamie County business, or who allows another person 1o use their idenfification
card for personal use, will be subject to the discipline process.
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If an employee changes department or name, the supervisor or employee may contact the
Human Resources Department for a new idenlificalion card.

IT the identification card is broken, worn, or no longer works for security access, the employee
should contact Maintenance for o replacement card.

BADGING IN/OUT OF THE BUILDING

All visitors MUST use the Main Visitor Enfrance and be cleared through CJU security. Visitors must
also exit through the public exit near the front door security.

All employees should utilize the Employee Only Entrances rather than the Main Visitor Entrance
whenever possible. If an employee forgets their access card, they shall be reguired to enter at
the visitor's entrance and go through securily screening. Employees shall not let other employee
in through the employee entrances.

When using the Main Visitor Entrance employees will be screened just like the general public
Allemployees MUST badge OUT of the building when exiling al the Employee Only Enfrances
[do not need 1o badge outl of exits with green stars on the map) Employees should listen for the
beep to ensure their badge was recorded. If a beep is nol heard they should rescan their
badge.

It is nof necessary fo close the door belween enlering/exiling employees, bul each employee
MUST badge in/out individually.

If you accidentally sound the alarm when exiling, please immediately badge oul and lhe alarm
will clear

All building enfrances are monilored by video camera.

The CAB West Enfrance onto the front lawn/plaza [large purple star on the map) is NOT
available to employees or visitors to enter or exit, other than emergency evacuation.
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INCLEMENT WEATHER
The safety of our employees is ¢ priority for Outagamie County. We recalize there are emergency
situations caused by inclement weather. This inclement weather section outlines how the county
will handle nolification and pay of employees in such situalions.

Inclement weather may make it impossible for employees to come to work, or it may require
employees {o leave work before the end of normal office hours. Employees may request that this
lime off be charged to unused vacation, leave withoul pay, or choose o "make-up” the lost ime,
consistent with flex, comp-time and Fair Labor Standards Act requirements. In addition, contrary
to the unpaid leave policy, employses may use, leave without pay,, even if they have availoble
vacation to use. All arrangements must be confirmed with depariment approval.

Note: Due lo the nalure of services provided al 24/7 focilities, employees al those locations are
expecled to make arrangements for safe and timely arrival for all scheduled shifls, wherever
possible.

There are no provisions to close the county offices. However, it may be determined that it is
appropriote to cancel or postpone work in a particular department because of inclement
weather. If this determination is made, a general announcement will be made over the following
radio stations: WPKR [99.5 FM), WIXX [101.1 FM), and WNCY (100.3 FM), WTAQ ({1360 AM), WHBY
(1150 AM), WNAM {1280 AM), and WAPL {105.7 FM).

Updates and announcements will be sent via e-mail and also included on the Counly Execufive
Facebook page.

JOB SHARING
Outlagamie Counly, recognizing the importance of balance belween work and family/life issues,
supports the concept of job sharing. This section identifies the conditions under which job sharing
will be cpproved and the process for approval.

CONDITIONS

Job sharing is not an entitlement. Mancgement retains the right to approve, reject or cancel a
job share reguest or agreement based on the business needs of the county.

Work gualily, productivity and level of service cannol be compromised by the sharing of a
position.

The value of the work performed must be shared on a relalively equal basis.

Cost [wages and benefits) fo the county for a shared job must approximate the cost of the same
position when not shared.
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The hours of the job may not be expanded fo gain a "forced advantage.” For example, a 37'%
hour posilion cannot be expanded to 40 hours in order for both to be eligible for benefits.

PROCESS

An employee reqguesting a job share arangement should direct o written request to their
immediale supervisor/manager.

A supervisor/manager initiating a job share reguesi or in support of an employee request, should
document their posilion relalive to the request and route for review and approval by their
immediaie supervisor. department head and Human Resources.

Componenis of the job share agreement such as the division of hours, split of dulies and other
relevant terms will be documenied for inclusion in the job share request.

Employees involved in a job share arangement must sign a Job Share Agreement, which can be
obtained from Human Resaurces.

In the event a job share request is genied, the reguestor will be notified by their immediate
supervisor of the decision and the reason(s) for that decision.

Copies of the requesl, oll supporling documentation and the signed job share agreement will be
maintained in each job share employee's personnel file.

Monitoring of the job sharing process ot Outagamie County is the responsibility of the Department

and the Human Resources Depariment.
\‘mnu_l

LAYOFF AND RECALL
If Outagamie County determines that it must reduce employment because of adverse economic
or other conditions, then layoffs and recall from layoffs will generally be conducted in a manner
thal is consistent with Qulagamie Counly requiremenls and in accordance wilth the process
described below.

Employees shall be lcid off as determined by the county until the work force is reduced to the
reguired number. Employees shall be rehired as determined by the county. The employee shall
be notified in writing.

The counly shall pay the county's share of the premium for Health, Dental, Long Term Disability
and Life Insurance for the remainder of the monih of layoff where the enrolled employee has nol
received pay for al least ten [10) regular workdays during the month of layoff, or the county shall
pay the county's share of the premium for Health, Denlal, Long Term Disability and Life Insurance
for one additional month following the month of layoff where the enrolled employee has received
pay for at least len [10) regular workdays during the month of layoff.

Employees who conlinue on layoff after the county no longer pays the county's share of the
premiums may exercise their COBRA rights by paying the full cost of the premium in advance by
the twenty-fifth (25th) of the month for the following month's premium. Upon return from layoff,
so long as the employee receives pay for at least ten (10) regular workdays during the month of
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return, the county shall reimburse to the employee the county's share of the Health, Dental, Long-
Term Disability and Life Insurance premiums that the employee had previously paid for that month
of return.

e |
=
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LIFE INSURANCE
Outagamie Counly provides group life insurance for full-time employees. All employees are
aligible the 1st of the month following six {é) full months of continuous employment.

The cost of this coverage is paid for in full by the county and coverage is $50.000.

Within thirty-one (31) days of termination, the employee shall have the opportunity to elect
conversion to a personal policy. Application can be obtained through the Human Resources
Department.

In the evenl of an unpaid leave of absence or layoll, employees can elect up 1o twelve [12)
monlhs of continuation by paying the group rale premium to the county Treasurer by the 25th of
the month for the following monlh's coverage.

If the unpaid leave is a medical leave, the county will pay the premium during the elimination
period for the waiver of the life premium until the waiver of the life premium begins or until the
waiver of life premium is denied.

&

LONG-TERM DISABILITY
All regular, full-time employees are eligible for long-term disabilily coverage. Premiums are fully
paid by the county.

Coverage becomes effective the first of the monlh following three (3] full months of confinuous
employment of eligibility.

Provisions of the plan are contfained in the plan booklet.

In the event an employee is on an unpaid leave of absence or layoff, they can elect up 1o three
{3) months of continuation by paying the group premium to the Oulagamie County Treasurer by
the 25th of the month for tThe following monih's coverage. If the unpaic leave is 0 medical leave,
the county will pay for the six (6) month eliminalion period.
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MEAL AND REST BREAKS
While lunch anca rest brecks are not mandated by law, the county encourages deparimenis o
provide a break of al least 30 minules al or near the usual meal period, whenever operationally
possible.

Employees are eligible for a 15-30 minute unpaid meal break each day. If @ non-exempi / hourly
employee is required to work through a meal breck, they will be paid for the meal period. Meal
and rest breaks will be scheduled by the depariment supervisor or manager. |t is not accepiable
to skip a normally laken lunch breck in order lo shorten the workday.

As coverage needs allow, employees may also be able to take two paid personal breaks of fifteen
{15) minutes throughout their workday. Such fifteen [15) minutes shall be computed from the fime
the employee leaves therr work station until they return to said work station.

Employees under the age of 18 musi be given a 30 minute unpaid, uninterrupted meal break if
they have worked six hours or more.

MILITARY LEAVE
GENERAL INFORMATION

All OQutagamie County employees who are serving, have served, or will serve in the uniformed
services are covered under this policy, regardless of length of employment or pari-time or full-time
status. "Employee", however. does not include contracted staff, ang may net include seasonal
or temporary staff who worked for ¢ brief, nonrecurring period where there is no reasonable
expectation that the employment would have conlinued indefinitely or for a significant period.

“Service in the uniformed services” covers oll calegories of military fraining and service, including
duty performed on a voluntary or involuntary basis, in fime of peace or war, and includes a period
of absence for an examination to determine the fitness of the employee fo perform such duty,
absence for the purpose of performing authorized funeral honors duly, as well as travel time fo
allow the employee fo arrive al the duly station fit to perform the service and, depending on the
duration of service, the amount of notice received, and the location of the service, additional
time torest or o arrange affairs and report to cuty.

Uniformed services includes the U 5 Armed forces; Army National Guard and Air National Guard
when engaged in Feageral orders for active duty for fraining, inactive duty training, or full-time
National Guard duty; the commissioned corps of the Public Health Service; any other category of
persons designated by the President in ime of war or national emergency; and service as an
intermittent disaster response appoiniee of the National Disaster Medical System [NDMS) when
federally actlivated or aitending authorized training in support of their Federal mission.

PRICR TO BEGINNING THE LEAVE
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It is the employee's responsibility to inform Outagamie County in advance, whenever possible, of
the intent to be off work for military leave. This notice can be verbal or written.

A copy of ihe military orders or a Leave and Earnings Stalement (LES| is required by the counly in
order for the employee lo lake advantage of any mililary stipend pay and/or validale the right
to claim the county's share of the Wisconsin Refirement System [WRS) contribution be made on
their behalf upon reemployment.

Additional informalion regarding benefil coverage maoy be forwarded to the employee
depending on the length of time the employee is expecied o be off work.

DURING THE MILITARY LEAVE

During the period of uniformed services, the employee is considered on the employment status of
"leave of absence" and is enlilled to length of service-based benefils. Specifically, Outagamie
Counly length of service-based benefils incluae:

Military stipend. The cpplicable Union contract, or Employee Handbook may provide for
additional pay for a short period of time, if the military pay is less than the pay the employee would
have received from the county for that same period of time. Proof of the amount of military pay
received must be provided 1o Payroll in order to calculate any amount due.

Insurance coverage. Counly sponsored health, dental, life and long term disabilily insurance
coverage will continue through the end of the manth in which the employee is last paid prior to
the start of the military leave of absence. Effective the first of the following month for military
leaves expected lo exceed 30 days, the employee is eligible 1o exercise their COBRA rights by
paying the full premium for health and denfal insurance for up to twenty-four (24) months.

If the employee returns fo work with an absence of fewer than thirty-one (31) days, the premium
amount paid for thal COBRA continuation will be refunded to the employee. Also effective the
first of the following month, the employee is eligible to conlinue the long term disability insurance
coverage for up lo three (3) months and life insurance coverage for up fo twelve [12) monihs by
paying the full premium.

Step increases and base salary increases. The length of time the employee is on military leave of
absence will be credited fowards any step increase(s] and/or base salary increase(s) he/she
would have otherwise been awarded during that absence. Those adjustment(s) in the wage rate
will be made following the employee's reemployment with Outagamie County.

Seniority. Where seniority exisls in an applicable collective bargaining agreement. the length of
time the employee is on military leave of absence will be crediled towards seniorily as though the
amployee was not absent.

During the period of uniformed services, the employee is considerea on the employment status of
"leave of absence"” and is nol entilled to non-lenglh of service-based benefits. Specifically,
Outagamie County non-length of service-based benefits include:

Holiday poy. Employees are required to be paic a cerlain number of scheduled day(s) prior to
and following the fixed holiday(s) that are listed in the Employee Handbook in order fo be paid
the holiday pay.
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Floating holiday pay. Employees who are awarded one (1) or more floating holigay(s) at the
beginning of a calendar year are able to use that / those day(s) during military leave upon request
and with approval of their supervisor. Note that floating holiday(s| do not carry over into a new
calendar year. If the floating holigay(s] are not used prior to the end of a calendar year, they are
lost and will not be reinsiated.

Vacalion allotment. Earning vacation lime is lied fo sofisfying the gefinition of "full month of
service". The aefinifion of "full month of service" can be found in the Employee Handbook. For
each full month of service an employee salisfies thal definilion, they earn one-twellth (1/12th) of
their allotment of vacation for use during the following anniversary year. Conversely, for those
monlhs when an employee does not salisfy that definition, they do nol eam any vacation lime.
Any earned vacalion hours not spent prior fo or during an employee’s military leave of absence
will be held in frust pending the reemployment of thal employee.

Sick leave accrual. Sick leave accrual is fied 1o the employee salisfying the definilion of “full
month of service". The definition of “full month of service"” can be found in the Employee
Handbook. For each full month of service an employee satisfies thal definition, they earn one (1)
day of sick leave time available for use the first of the following month. "Day" is defined as the
number of hours an employee normally works, with full-time status equaling seven and one-half
{7'2) hours or eight [8) hours and pari-time status equaling o prorated amount compared to full
time stotus. Any earned sick leave not speni prior to an employee's military leave of absence will
be held in trust pending the reemployment of that employee.

Wisconsin Relirement System [WRS) confributions. WRS is a confributory defined benefit plan with
a vesling schedule as well as employer and employee required contributions. During a military
leave of absence, no WRS confributions will be made to the employee's account. Additionally,
no credilable service will be deemed unless a USERRA cerlification is completed. Adjusiments may
be made following the employee's reemployment.

GENERAL ELIGIBILITY REQUIREMENTS FOR REEMPLOYMENT.

To be consigered for reemployment following their military service, the employee must have met
all of the following congitions:

a] The employee must have given reacsonable advance nolice, most offen at least thirty (30)
days, to the county of their intenl to leave work for milifary service. That nolice can be
either verbal or written, may be informal and is nol reguired fo follow a certain format.
[Note: Submission of specific documents is, however, reguired for Wisconsin Retiremeni
System [WRS) purposes.] In the evenl an employee is unable fo provide advance nofice
because of, for example, the classified nature of the service, Department of Defense
regulations allow an "appropriatle officer” to give nolice on the employee’s behalf. [Nole:
Under Wisconsin law, an employee enlisted in the U § Armed Forces is not reguired to give
their employer advance nofice of the need for leave.]

b] The employee has been absent from work for Qutagamie County because of their military
service for o cumulative five (5] years or less in any combinatlion of U § Armed Forces
service and / or Nalional Guard Federal duty. In adgilion, other military leaves may also
nof qualify in the five [5) year maximum (see USERRA 1002.103 for complete lisi). [Note:
Nalional Guard members who serve under Stale orders are allowed a cumulative
maximum absence of up fo four (4) years.)] Regardless, it is the employee’s responsibility

Revision Dale: April 2023



Resolution No. 14—2023-24 Page 50

Page | 44

to provige documentation as to the exact length of the cumulative military leave of
absence, upon request of the county.

c) The employee returns 1o work or applies for reemployment, either verbally or in writing, in
a timely manner.

An employee relurning from U S Armed Forces guly or Federal Nalional Guard duly must report fo
work or submit a timely application for reemployment depending upon fthe length of service as
follows:

a] Period of Service less than thirty-one (31) days or for a period of any length for the purpose
of a filness examination. The employee must report o work no later than the beginning of
the first full regularly scheduled work period on the first full calendar day following the
completion of the period of service and the expiration of eight (8) hours after a period
allowing for safe fransportation from the place of thal service to the employee'sresidence.

b) Period of service more than thirty [30) days but less than one hundred and eighty one {181}
days. The employee must submil an epplication for reemployment, which can be written
or verbal, not loter than fourteen [14) days after completing service.

c] Period of service more than one hundred and eighly (180) days. The employee must
submit an application for reemployment, which can be written or verbal, not later than
ninety [90) days after completing service.

d] If. however, the employee is hospitalized for or convalescing from an illness or injury
incurred in or aggravated during the performance of the service, they must report to or
submit an application for reemployment al the end of the period necessary for recovery
from the iliness or injury. Absent extenualing circumsiances, this period may not exceed
two [2) years from the date of the completion of service.

e) The employee has not been separated from military service with a disqualifying discharge
or under other than honorable congifions: is not absent from service without authority for
more than three (3] months; is imprisoned in a civilian court; or was dismissed by court
martial. [Note: the employee may be reguired to provide documentation to prove the
condition{s) of the military separation.]

REEMPLOYMENT RIGHTS AND BENEFITS

Absenl other circumstances and so long as the crileria lisled in this policy have been mel, the
employee has the right to prompt reemployment. As an example, "prompl reemployment” is
considgered generally praocticable by the next scheduled work cay following National Guard duty;
and within two (2] weeks of the employee's application for reemployment following several years
of aclive duly in the U § Armed Services.

Generally speaking. the employee is enlilled fo reemployment in the position they would have
attained with recsonable certainty if not for the military absence. This "escalator principle"” takes
into consideration such factors as the position the employee left, the employee's length of service,
gualifications, and disability (if any]. The reemployment position may be either the escalator
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position; the pre-service position; a position comparable to the escalator or pre-service position;
or the nearest approximation 1o one of these positions, depending on the circumstances.

The employee may be reguired fo lake gualifications lests, become relicensed or receriified, or
be refrained in order 1o assume such posilion. The course of action will be determined by
Outagamie Counly on a case-by-case basis.

The county's obligation to grant the returning service member reemployment rights may result in
adverse consequences and cause an employee fo be laid off, or even ferminalea.

The wage rate paid to the employee on reemploymeni will tcke into account the escalctor
principle, and in combination with language found in an applicable collective bargaining
agreement or Employee Handbook and employment practice(s), will result in the military leave of
absence time being allowed 1o “credil” fime fowards a step increase(s) and/or longevity
increase(s) that would have occurred wilth reasonable cerlainty if the employee had not been
away in military service.

The lime-in-grade foward any next slep increase(s] and/or base salary increase(s) thal were
missed because of the employee's military leave of absence, will be determined and their rate of
pay will be adjusted accordingly so that the rate of pay on reemployment will begin immedialely
upon the employee's reemployment.

A reemployed employee who belongs to @ Union with seniority rights will be granted seniority
credit equal to the military leave of absence time as though the employee had had no military
leave of absence.

A reemployed employee who would otherwise be eligible for Federal or Wisconsin Fomily and
Medical Leave (FML) but for the military leave of absence, will be crediled wilh the number of
hours of work they would have normally been scheduled lo work during that mililary leave of
cbsence, foward their eligibility requirements for the FML.

Upon reemployment, the employee must make a choice regarding catch-up confribufions to the
WRS. An employee can choose o make all, some or none of the employee reguired make-up
contribufions. Conlribulions can be made wilhin a limefrcme beginning with the date of
reemployment and ending either three (3] times the period of militory service or five (5) years,
whichever is shortesl. Be advised the degree to which the county's contribution to the employee's
WRS account will be made is determined by the degree to which they maoke their own WRS
contribufion. However, any vesled amount already in the employee's WRS account will not be
affected by the gecision whether to parlicipate in making up the missed confribution(s).

Reinstatement of health, dental, life and long term disability insurance coverage is not subject fo
a wailing period, although service-related injuries or illnesses may creale an exclusion of
coverage. If there has been a lapse in coverage, the employee must complete enrollment
applications within thirty [30) days of the date they refurned to work. Reemployed employees are
subjeci 1o the same insurance carrier{s) and plan|s) as those offered fo all other Outagamie
County employees.

Any sick leave or vacation balance(s) will be available o the reemployed employee without o
wailing period, and fulure accruals will be subject to the salisfaction of the definifion of “full month
of service" provisions of the Employee Handbook. If The employee's anniversary dale passed
during their military leave of absence, they will be credited with one-twelfth [1/12th) of their
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vacation allotment earned prior fo the beginning of the leave of absence for each of the months
they satisfied the definition of “full month of service". Specific approval of a request(s) to use
vacation time following reemployment is subject to the practices of the reemployed employee's
depariment and the Employee Handbook language in effect at the time of the request.

If a reemployed employee whose most recent period of military service was:

a) between thirty-one [31) and one hundred ana eighly (180) days, they must not be
lerminaled withoul cause during the first one hundred and eighty [180) days following
his/her cate of reemployment; or

b) greater than one hundred and eight (180) days, they must nol be terminated withoul
cause during the first one (1) year following his/her date of reemployment.

DISCLAIMER

This information is published o provide a general overview and encourage a basic understanding
of the interaction of the various military leave laws and the praclices of Outagamie County. I1is
nol, however, inlended 1o be an exclusive or all-inclusive document that will cover all parameters
of all the various regulations thal impaci the employee and/or Cutagamie County when an
employee fakes a military leave of absence. Management siaff and employees are encouraged
lo contact Human Resources for additional information or fo obiain answers fo guestions or
concerns thal may arise.

OFF DUTY CONDUCT
Generally, employees are held accouniable for their aclions and behaviors while working.
However, as a public organization providing services fo our community, there are ceriain
inslances where employees may be held accouniable for actions or behaviors while off-auty, as
well.

FIRST AMENDMENT RIGHTS

The content of free speech [both online and offline] covered under the First Amendment by an
employee is not restricted but for a narow category. Employee protections under the First
Amendment apply in most but not cll circumstances. First, speech is only protected by the First
Amendment when you are specking as a private citizen. If their speech is pari of their official job
dufies, then the employee may be disciplined including up fo termination. Second, even if an
employee is speaking as a private citizen you can be disciplined by your employer for cerfcin
conduct. If you cre speaking as ¢ private citizen on a matter of public concemn, the First
Amendment will nof protect your speech. If you are speaking on @ matter of public concern. the
First Amendment will not protect your speech if your right 1o speak freely is outweighed by the
County's interest in efficiently fulfiling ils public services. This detfermination can consider faciors
such as whether the speech could inferfere with the performance of the employee's dulies, the
nature of the relationship between the specker and those toward which the speech was directed,
and whether the speech could create a hostile work environment.
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OTHER OFF DUTY CONDUCT

Employees who engage in cerlain conduct while off duly may also be subject to discipline if
substantially related to the County's interests. Whether or not an action or behavior is substantially
relaled is determined on a cose by case basis. Employees may be disciplined, suspended or
potentially terminated if they engage in any of the following:

1] llegal Conduct, regardless of whether the conauct results in arrest or conviction, which
substantially relales to the job dulies of the posilion held by the employee, or the inleresls
of the County.

2] The use or possession of illegal drugs, incluging prescription drugs which have not been
prescribed to the employee, and where the use and/or possession bears a substantial
relationship o the job duties of the employee or the interesis of the County.

3} Harassment of any person, where such harassment creates a negative effect on the
work environment for an employee of the County, a vendor who provides services for the
County, a client of the County, or any individual who has a substantial relationship with
Oulagamie Counly such thatl the harassmenl creates a hoslile environment.

g )
OVERTIME
When required by the needs of the business or by Counly policy or contract, employees may be
required to work or get paid for overtime. Overtime is generally due fo working hours in excess of
40 hours in a workweek for mosi county employees with various exceptions that follow in this
seclion or appendix. Unless noted elsewhere, non-exempl employees, will be paid time for
overtime al one and one-half their regulor raie of pay for all hours worked over 40 hours in a work

week. For the purposes of compuling overlime, all outhorized poid leaves ol absence are
considered time waorked. All overtime mus! be approved in advance by a supervisor or manager.

Sheriff's Department: Overlime in certain Sheriff's Deparimen! areas are determined by Section
7[k). Section 7[k) of the Faoir Labor Standards Act provides that employees engaged in law
enforcement may be paid overtime on a "work period” basis. A "work period" may be from seven
[7) consecutive days fo 28 conseculive days in lenglth. For work periods of af least 7 but less than
28 days, overtime pay is required when the number of hours worked exceeds the number of hours
that bears the same relationship to 171 as the number of days in the work period bears to 28. For
example, low enforcement personnel musi receive overtime after 86 hours worked during a 14-
day work period.

Eligibility for overtime compensalion is determined by individual department and in accordance
with the Fair Labor Standards Act as noted below.

« Non-exempt employees are eligible for overtime pay at the rate of time and one-half for
all hours worked in excess of forly (40) in a given work week. Where applicable within the
department, compensalory fime may also be used, also al a rate of fime and one-half.

« Exempl employees are not eligible for overlime. Unless previously granted an exceplion,
exempt employees are only eligible 1o earn compensalory lime, if the deparlment allows,
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for hours worked over 40 in o week for Grades 1-8 or aver 45 hours in @ week for Grades ¢
and over.

* Brewster Vilage: As determined by the Fair Labor Standards Act, all applicable seven day
a week health care and maintenance stoff will earm overtime over 8 hours in a day and
over 80 in o two week period. All other Brewster Village staff will earn overtime over 40
hours in @ workweek.

» Sheriff Department staff exceptions when paid overtime or different than general
categories:

o Correctional Officer - Over 171 hours in a 28 day cycle or outside of their normal
schedule. Part- time staff will only earn over 171 hours in ¢ 28 day cycle.

o Operations Assistant - For 5/2 and 5/3 shift staff, over 40 hours in a work week or
outside of their normal schedule.

o Telecommunicator - For 5/2 and 5/3 shift staff, over 40 hours in a work week or
outside of their normal schedule. Part-lime staff will only earn over 40 hours in @ one
week period.

o Records Specialist - Over 40 hours in a work week. Telecommunications Supervisor
- Over 40 hours in a work week.

o Staff Sergeant - Earn comp time of siraight-time regular rate but are paid overtime
on any hours warked outsice of their normal schedule.

s Highway [with the exceptlion of eligible Recycling and Solid Wasle department
employees) - Earn overlime over 10 hours in a day and/or 40 hours in a workweek and for
all hours on Sunday. Recycling and Solid Waste depariment eligible employees only eam
overlime aver 40 hours in o workweek.

For Brewsler Vilage employees, holidays, vacations, sick leave, and bereavement leave shall be
considered ltime worked for the purpose of overlime, provided, however, that employees on @
seven (/] day per week schedule shall not have the hours of holiday pay (8) considered as fime
worked for the purpose of computing overlime, unless such holiday falls on a scheduled workday
and the employee is given the day off as holiday off time. Employees who work a double shift ot
the direclion of the county shall receive eighl (8] hours pay al the siraight-time rale for the first
shift and eight (8] hours overtime pay (lime and one-half] for the second shiff and may be
provided with a meal during the second shift al no cost to the employee.

PAID ADMINISTRATIVE LEAVE
Administrative leave occurs when an employee must lemporarily leave Their position and work
duties for a cerlain time period. Administrative leave differs from a leave of absence because @
leave of absence is an authorized absence from work for an extendea time period and granted
due to dispensary reasons. Any paid administrative leave must be approved by Human Resources
and the Depariment Head prior o communicating to the employee or entering a personal
action.
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2,

PARKING
Designated employee parking spaces are required for each county facilily to ensure ample
parking for all employees.

Mainienance Department issued parking permits are required for all workers [{County/Stale
employees, and contract workers) based al the Outagamie Counily Governmeni Cenler and
parking on county-controlled lots within the Oulagamie County Government Center. Although
all reasonable attempls shall be made 1o afford free parking to employees, such a benefit is not
guaranieed.

For employees who move to the Outagamie County Governmenl Center from an outlying
campus [Highway/Solid Waste, Airport, UW Extension/Ag/Brewster), the employee must complete
and submit a parking permit request form to the Maintenance Department. The permit will be
issued and sent to the employee vic interoffice mail.

PAY REMITTANCE AND DEDUCTIONS
Pay can be viewea via self-service functionalily in the Human Resources-Payroll system. If o pay
day falls on a federal holiday, employees will receive their pay on the preceding workday. Pay is
directly deposited into the employee's checking and/or savings accounts. Direct deposit is
mandalory for all employees.

The following deductions are mandatory and are made each pay period, unless exempt by law:

a] Federal Withholding Tax
b] Social Security

c) State Withholding Tax

d] Wisconsin Retirement Plan

Various deductions may be maae from the employee’s pay when so aulhorized by the employee.
Noled below are a few examples:

a) Deferred Compensation
b] Insurances

c] Flexible Spending

d] Health Savings Account

Circumstances in Which Outagamie County May Make Reductions from Pay for Exempt/Salary
Employees: Reductions in pay are permissible when an exempt employee is: absent from work
for a parfial day or one or more full days for personal reasons other than sickness or disability and/or
for absences of a partial day or one or more full days due to sickness or disability, if the reduction
is made in accordance with a bona fide plan, policy, or practice of providing compensation for
salary losl due fo iliness, 1o offset amounts received as jury or wilness fees or for military pay; or for
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unpaid disciplinary suspensions of one or more full days imposed in good faith for workplace
conduct rule infractions.

Also, Oulagamie County is nol required o pay the ull salary in the initial or termination week of
employment for penallies imposed in good faith for infractions of safely rules of major significance
or for weeks in which an exempt employee tokes unpaid leave under the Family and Medical
Leave Act. In these circumstances, either pariial-day or full-aay reductions may be made.

Outagamie County Policy for Employees Paid on a Salary Basis: |1 is Oulagamie County's policy
to comply with the salary basis requirements of the Fair Labor Standards Acl. Excepl as noted,
any county official is prohibitea from making any improper reduction from the salary of exempl
employees. Outagamie County wanls its exempl employees to be aware of this policy and to
know thal Qutagamie County does not allow reductions that violale the Fair Labor Standards Acl.

What to Do If an Improper Reduction Occurs: If an employee believes an improper reduction has
been made from their sclary, The employee should immediately report 1his to their supervisor or
the Human Resources Director. Reports of improper reductions will be promptly investigated. Ifit
is determined that any improper reduction has occumed, the employee wil be prompily
reimbursed for any improper reduction. The provisions of this section apply to Fair Labor Standards
Act exempl employees and are in accordance with the county's policy of ensuring public
accountability of its employees.

PERFORMANCE EVALUATIONS AND SALARY ADMINISTRATION

The purpose of the annual performance evalualion is 1o assess an employee's work effectivenass
and fo discuss good performance while also idenlifying areas for developmenl. Performance
evalualions are considered in decisions affecting placement, salary advancemenl, overlime
assignments, promaolions, demotions, terminalion. order of layolf, reemploymen!, ang training.
Acknowledgement! of the performance evaluation discussion must be completed in Tyler-Munis
before a personnel action for the resulling step increase is submitted. No step increase will occur
unlil the evaluation discussion has occurred. Performance evalualion are nol reguired for Casual
Call employees, as they are nol eligible for slep increases.

Human Resources is responsible for the overall administration of the employee performance
evaluation and salary administration processes and tokes an active role in advising and assisting
employees, supervisors, and department heads to ensure that performance evaluation processes
are handled according fo the provisions of the program and result in meaningful discussions for
the employee.

The purpose of salary administration is to fairly allocate each position in the counly 1o a wage
grade in such @ manner as fo maintain eguily belween positions, balancing such job
duties/factors as education required, impact of emrors, and supervision exercised. It also sets inifial
hiring rates and salary ranges. as well as promotion guidelines. and seis slandards and processes
for performance evaluations and step increases.
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The Human Resources Director can recommend necessary amendments in the compensation
program to the County Executive and County Board's Legislative Audit / Human Resources
Commitiee.

The County Executive may seek the inpul of the various commitiees, commissions, and boards, as
needed in the evalualion process.

New employees will normally be hired ¢t the lower ena of the pay grade established for their
position. However, a new employee's starling wage may be al a higher step of their pay grade if
warranted by such reasons as exceptional gualifications or compelitive markel condilions.
Discussion with the Human Resources Recruiter and approval of the department head and the
Human Resources Director is required before a starling salary above the pay grade minimum may
be offered to a new hire.

At twelve month intervals following the employee's dale of hire, reclassification, or promotion, the
employse will be eligible to advance to the nexl highest step within the employee's pay grade.
Regular part-time employees in the Sheriff's Office (in positions formerly o part of the OCICA
employee group) will be eligible for step increases as long as their prorafion is 20 or more hours
per week after 12 months. Conversely, in the Sheriif's Office, full fime employees who take o part
time position that is less than 20 hours per week will be frozen at their current step and will not be
eligible for step increases while in that part time status.

Al twelve month intervals following the emplovee's date of hire, reclassification. or promotion:;
both the employee and the employee's manager/supervisor will complete a comprehensive
evalualion of the employee's performance for the previous iwelve months and will establish goals
or areas of focus for the coming year. For all employees, the manager/supervisor will then finclize
Ihe evaluation by celermining approval, denial, or delay of step increases performance or olher
wage schedule requirements.

The Step Program is dependent on budgel conditions and may be put on hold by approval of
the County Executive and County Board.

Other than in the case of annual step progression wilhin the Deputy Sheriff's Association,
aavancemenl! in the pay grade is predicaled on the employee meeling the key expeclations of
their position and as defined by Ihe job descriplion, as well as the standard county evaluation
categories oullined in the evaluation form. Siep increases shall occur al the beginning of the pay
period following the employee's date of hire or adjusted date of hire.

In cases of poor performance, the department head or County Execulive may, afier conferring
with the Human Resources Director, reduce the pay of an employee by up to 3.0% or withhold a
scheduled general base salary adjustment for an employee. These actions apply to those
situations where the employee's job performance is unsuitable for the employee’s step position
within their pay grade. Disagreement with the performance evaluation is not grievable under the
Employee Complaint process.

An employee promoted or reclassified to a position in a higher pay grade will be put at that step
in their new pay grade which typically provides for an increase of between 3% and 10%. Any
promotional or reclassification increases of more than 5% of the employee's current wage will
reguire approval from Human Resources before offering the position. Promotional or
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reclassification increases of more than 10% may only be given if needed to bring the employee
up to the Minimum Step of the employee's new pay grade.

An employee who is promoled, demoled, or reclassified 1o a position in a lower pay grade may
be paid at any step in their new pay grade asrecommended by Human Resources and approved
by the County Execulive. Allslep increases will become effective on the first pay period following
the anniversary date of thal event.

Upon the recommendation of Human Resources, the Counly Executive may aulhorize specific
salary adjustmenls due o extraordinary circumstances, subject to availability of appropriated
funds. The Legislative Audil / Human Resources Commitiee will be notified of all such salary
adjustments.

In order to reflect necessary increases in the minimum and maoximum rates appropriate for each
job, the salary structure recommended will be reviewed aond updaied annually as part of the
annual budget process.

In a situation where the assignment or scheduling of work requires an employee fo perform in @
higher level classificafion (higher pay grade or pay range), a iemporary pay rate may be
established for the period of thatl assignment or work schedule. This action requires the
recommendation of the depariment head. as well as the approval of the Human Resources
Director or the County Executive. This praclice will nol be applied to vacation replacement.

PERSONAL APPEARANCE

Outagamie County allows departments ana their employees the flexibility 1o "Dress for Your Day."
The "Dress For Your Day" policy is infended to be relaxed when you have a workday that does not
include meetings with clients, vendors or business associates. The expectation is that employees
will wear clothing appropriate for the nalure of our business and the lype of work performed. I
gives employees the flexibility 1o dress in o way that adheres o their schedule for that day. If you
are at a client, fraining/conference, recruitmeni activity, or other professional circumstances,
employees musl dress in business aftlire.

At the discretion of the Department Head, an employee nol otherwise required o wear a uniform
may wear casual, yet appropriate, work atlire (including wearing denim jeans) on days when the
employee has no obligations to interact in-person with clients, visitors, customers, vendors, and/or
the public. Department Heads may determine what positions or duties constitute an employee's
ability fo wear casual work atlire. Even though the dress code is casual, il is important to project
a professional image o our customers, visitors, and co-workers, consistent with the environment in
which an employee works. All employees are expecied fo dress in @ manner consistent with good
hygiene, safely, and good fasie.

Supervisors should communicate any department-specific workplace attire and grooming
guidelines to staff members during new-hire orientation and evaluation periods. Not adhering to
this policy may result in disciplinary action or the removal of the "Dress for Your Day™ option.
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Below are some guidelines fo help employees differentiate what is appropriaie. Any guestions
about the department’s specific guidelines for attire should be discussed with ¢ supervisor.

APPROPRIATE FOR CASUAL
DAYS

APPROPRIATE FOR BUSINESS
DAYS

INAPPROPRIATE

«  PANIS: leggings under o dress or
long shirt, {the length of the shirl
should reach the person's
fingertips when arm is facing
downward), jeans (must be
clean and free of rips, fears and
fraying: may not be excessively
tight or revealing).

»  SHIRTS: denim or flannel shirs,
non-hooded plain swealshirls,

=  SHOES: dress sandals or open
loe shoes.

Note: Casual attire may be further
defined by departments bosed on
the expected dress for specific work
reloted activities.

«  PANIS: dress siacks, khakis or
cardurays, business suil,

e SHIRTS: blazers/sport coatls,
collared knit or golf shirts, oxford
shirts, County loge wedar, short-
sieeve blouses or shirts, sweaters

«  SHOES: Closed foe dress shoes

such as loafers, flats, deck
shoes, and dress bools.

Note: Business attire may be further

defined by departments based on

the expected dress for specific: work
related activifies.

PANTS: jeans that are frayed,
damaged, washed-oul, dingy or
dirty with holes, shoris/skors,
voga/exercise pants, sweat
pants and ferm-fitting leggings.
SHIRTS: t-shirts, tank tops, haller
tops, lops wilh spaghetii straps,
shirts with lettering or logos larger
than 4"x4", hooded sweatshirls,
off-the-shoulder fops, low-
cul/sheer blouses/shirls or shirls
that bare the midriff, sports atfire
{unless communicated otherwise
by Human Resources or the
County Executive Office),
beachwear.

SHOES: Thong sandals, fip Aops,
alhielic shoes, tennis shoes, croc-
like shoes. :

CLOTHING ALLOWANCES

Airpori, Plamann Park, Maintenance and Custodial employees who are required to wear uniforms
will be provided with the following initial alloiment:

2 summer shirts
2 summer pants
2 winter shirts

2 winter pants

1 summer jocket
1 summer cap

1 winter jackel

1 winter cap

The county will pay fifty percent [50%) of the replacement cost of such uniforms, up to a maximum
of one hundred dollars [$100.00) per employee per calendar year. Employees shall submit
receipts for such replacement cost of uniforms two times per year, no later than the work day
immediately prior to July 1 and January 1. The county will pay for and provide any identification
patches required to be placed on the uniforms.

Highway and Recycling / Solid Wasle Employees: The county agrees to provide, al such
employee's oplion, either a pants and shirt or coveralls, o an employee classified as o mechanic
lo be used by such employee when that employee is performing mechanic's work, and 1o an
employee who is assigned as the gasman. Employees will be provided with a hard hal, vest,
goggles, and fuel cards, which will be their responsibilily 1o replace il they are losl or slolen,
provided thal if lhere is clear evidence of forced enlry, the employee wil nol have the
responsibility to replace the ilem. These items will be invenloried on an annual basis. The county
shall make gisposable coveralls available o employees as sef forth below. The Employee shall
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reimburse the county for its cost of such coveralls, except those employees who are required to
change oil willreceive two (2] pair of disposable coveralls per year, free of charge. The Employer
agrees fo provide employees normally assigned to perform body shop work during the year and
the one employee normally assigned to perform welding during the year with each employee's
option of either pants and a shirt or coveralls, to be used by these employees when they are
performing body shop work or welding.

The amouni and administration of the cloihing allowance for uniformed Sherifi's Office staff will
be made in accordance wilh exisling policies, with a summary of current policies provided below:

« Sheriff. Chief Deputy, Commander, Comeclions Administrator, Captains, Jail Lieutenants,
Telecommunications Supervisor and Communications Shift Supervisor shall receive a $275 inifial
allowance and an annual $275 allowance.

* Patrol Lieutenants shall receive a $375 initicl allowance and on annual $375 allowance.

* Operalions Assislants and Telecommunicators will receive an initial $275 allowance and then
an annual $250 allowance after thal. The Sheriff's Office Mechanic is reguired wear safety shoes
and is responsible for purchasing and wearing safely shoes/bootls to comply with the County's
Personal Protective Eguipment policy and is eligible lo receive an annual (per calendar year)
reimbursement up to $40 for purchase of safely shoes, with presentation of proper receipt fo your
supervisor. The Sheriff's Office Mechanic will be reimbursed for tools purchased up o $250.00 per
year, payable upon the submission of a receipt substantialing the purchase.

« All employees paid during the pay period in January each year when the clothing allowance
has been disbursed (typically the 2nd payday in January), will be paid the full annual rate for
clothing allowance for that year. As an example: if you were hired in Feb or Dec of 2017, you will
receive your clothing allowance as a new employee in Feb or Dec of 2017 and in January of 2018
you will receive the 2018 annual clothing allowance. The only exceptions are for new employees
hired Jan 1 through the pay period of the uniform allowance, as they will receive just their initial
hiring allowance; whereas those not leaving in good standing during that disbursement pay
period will not receive the allowance. All uniformed Sheriff's Office staff, including part-time, shall
receive a clothing allowance on the above basis, excluding the Administrafive Supervisor, Systems
Analysts, Staff Accountant and Records Specialists.

All uniformed Sheriff's Office staff, including part-fime, shall receive a clothing allowance on the
above basis, excluding Operalions Assistanis, Process Servers, and Health Records Specialists.

Any guestions or complaints regarding the appropriateness of attire should be directed to your
department head or the Human Resources Department.

@

PET POLICY & SERVICE ANIMALS
Outagamie County prohibits employees from bringing a pel to work or having a pet in Outagamie
County confrolled buildings and premises, with the exception of service dogs for a person with
disabililies or in the case of cerlified therapy dogs/cals for specific departments or as part of the
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K-2 unit in the Sheriff's Department. Animals other than service dogs or cerfified therapy dogs/cats
are not allowed at work or in any Outagamie County controlled buildings.

SERVICE ANIMALS

According o the Americans with Disabilities Act {ADA), a service animal is defined as "any animal
individually frained to work or perform tasks for the benefil of an individual with a disabilily,
including, but not limited 1o, guiding individuals with impaired vision, alerting indivicuals 1o an
impending seizure or profecting individuals during one, and alerting individuals who are hearing
impaired to infruders, or pulling @ wheelchair and fetching dropped items."

A person with a disability uses a service animal as an auxiliary aid. In complionce with the ADA,
service animals are welcome in all buildings on company property and may attend any class,
meeting or other eveni. There may be an exception fo certain areos.

Employees requesting accommaodation for a disability that includes a service dog or service dog
in fraining, must contact the Human Resources [HR) Department end complete a Documenialion
of Disability form. All service dogs must be registered with the Risk Management Administrator.

REQUIREMENTS OF SERVICE DOGS OR CERTIFIED THERAPY DO GS/CATS AND THEIR OWNERS:

» Allanimals need to be immunized against rabies and other diseases common to that type
of animal. All vaccinalions must be current.

*  Animals must wear a rabies vaccination fag.

= Allservice dogs and cerlified therapy dogs/cals musl be licensed per state law.

= Service dogs and cerlified therapy dogs/cals muslt wear an owner identfilication fag
[which includes the name and phone number of the owner] at all times.

= Service dogs in fraining. must wear the designated service animal vesi throughoul their
fraining period.

*  Animals must be in good health.

* Dogs musl be on a leash, harness or other type of resiraint al all fimes, unless the
owner/pariner is unable fo relain an animal on leash due 1o a disability.

=  The owner must be in full control of the animal at all times. The care and supervision of the
animal is solely the responsibility of the owner/partner.

=  The owner/partner musi provide the HR depariment staff with information as 1o how the
service dog accommodates for the individual's disability.

Reasonable behavior is expecled from service dogs while on company properly. The owners of
disruptive and aggressive service dogs or cerlified therapy dogs/cats may be asked o remove
them from Outagamie Counly facilities. If the improper behavior happens repeatedly, the owner
may be fold not to bring fhe service/therapy animal into any facility until the owner fakes
significant steps to mitigate the behavior.

Cleanliness of the dog/cal is mandatory. Consideralion of others musl be taken info account
when providing maintenance and hygiene of animals. The owner/pariner is expecied to clean
and dispose of all animal wasle.

Animal owners are responsible for any injury, death or damage caused by their animal.

amwrn e
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POSITION CLASSIFICATION
Pasition classification is the process used to allocate a position’s defined dulies and responsibilities
to @ job standard. The paosition classification process involves the department, Human Resources,
and at fimes an external market analysis, reviewing the duties and responsibilities assigned to a
position and determining the appropriate classification for the position.

In order to determine eligibility for benefils and overtime siatus and fo ensure compliance with
federal and stafe lows and regulalions, Oulagamie County follows Fair Labor Standards and
classifies its employees as shown below. Outagamie Counly may review or change employee
classifications at any time.

Exempt: Exempt employees are paid on ¢ salaried basis and are not eligible to receive overlime
pay, based on criteria established by the Fair Labor Standards. Some exceptions may apply by
counly policy.

Non-Exempt: Non-exempi employeses are paid on an hourly basis and are eligible to receive
overlime pay for overlime hours, based on criteria established by the Fair Labor Slandard or
county policy.

Full-Time Regular Employee: Works a regular schedule of 37.5 or 40 hours per week or meels the
hours reguirements of Seclion 7(k]) of the Fair Labor Standards Acl [FLSA).

Part-Time Regular Employee: Works @ regular schedule thot is, on average, less than 37.5 hours
per week, with the exception of 3eclion 7(k) for Sheriff Depariment employees. Parl-time
employees, on a pro-rated basis. are entifled fo the same benefits as full-time employees, with the
exception of Life Insurance and Long Term Disability Insurance, provided they are hired of or
averaged of least 20 hours per week for the 12 months preceding their anniversary date. Under
federal laws, pari-time employees are treated the same as ful-time employees under the Fair
Labor Standard Act concerning minimum wage and overtime pay.

Job Share Employee: Job sharing means that two [or mare] workers share the duties of one full-
fime job, each waorking pari-time. Employses involved in a job share arrangement must sign a
Job Share Agreement.

See the Job Share section of handbook for aaditional details.

Casual-Call Employee: One who is hired to salisfy or meet the needs of a department which are
cyclical and recurring in nalure. They may have a regular/consisient, infrequent, or variable
schedule and may work as needed throughout the year bul they may not work more than 960
hours in a 12- month period. A departmeni may hire casual call employees for approved posilions
on their Table of Organizalion as their budgel allows in orger fo meet the needs of the deparlment.
If an employee is anticipated to work beyond 960 hours within @ 12-month period, the supervisor
should speak with Human Resources 1o determine whether the siatus of the employee should be
changed.

Temporary Employee: A direct hire temporary employee is an hourly appoiniment used to fill o
classified job title in the county. A temporary employee is one who will be with the counly for less
than a year and one who has a specific expiration date. Temporary employees are eligible to
earn leave and are covered by Social Securily and unemployment compensation but do not
receive any olher fringe benefits.
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Seasonal Employee: Any employee who works one hundred twenty days a year or less for the
county. These days need not be consecutive. The work being provided does not fulfill a classified
job fitle in the Table of Organization. For example, if an employee works for the months of January,
July, and October, then the employee is a seasonal employee.

Infern: A student who works, sometimes without pay, al a frade or occupation in order to gain
practical work experience as parl of an academic reguirement. Internships will mast often be
viewed as employmenl, unless described below, relaling fo other academic compensation.
Interns who qualify as employees lypically muslt be paid ol least the minimum wage ana overlime
compensalion for hours worked over 40 in o work week. There are some circumstances uncer
which indivicuals who parlicipate in inlernships or Iraining programs may do so withoul
compensation. This may apply to inferns who receive fraining for their own educational benefit,
if the lraining meels cerlain crileric. The dgelerminalion of whether an internship or Iraining
program meels this exclusion depends upon all of the focls and circumsiances of each such
program.

Contract Workers: Typically hired to cover for absent employees {such as those who are on
medical or disability leave) and temporary vacancies or to fill gaps in a county's workforce.
Contract workers are typically hired through a temporary staffing agency - in which case the
temp is on lease with the staffing county but not an employee of the county. Contract workers
may be contracted to perform work in @ range of industries, such as system support, labor,
education, information technology. and heclthcare. Some temporary jobs may lead to regular
employment where appropriate. More often, however, departments procure contracted staff for
a specific business purpose while avoiding the cost of hiring regular employees.

Contract workers may work full or pari-time but are not eligible for counly benefits. Any benefils
a worker may be eligible for would be provided by the coniracting agency, where applicable.
The maximum contract assignment for any temporary contract worker is twelve {12] calendar
months. Any assignment needed beyond twelve {12) months must be approved by Human
Resources.

Note: Confract workers are not considered benefit efigible employees of Outagamie County and
would not fall into the category of Employee as it pertains to this Empioyee Handbook.

Throughout one's employment with the county, an employee's sictus may change, whether by
voluntary or involuntary means. They may be granted a promotion, make a lateral transfer, get
laid off, ferminate the employment relationship, or become part or full-time. Since changes such
as address and marital stalus are quite straight forward, they will not be discussed here. Instead,
following is an explanation of the usual types of changes that may occur.

Temporary to Regular Stalus: A temporary employee is one who occupies a temporary slol on
the Table of Organization, holds a posilion of limited duralion for a specified period of lime, or is
hired to perform a specific project. Aregular employee is one who occupies a regular slot on the
Table of Organizalion and is expecled lo remain employed by Outagamie County so long as the
work is required and the individual performs in a safisfactory manner. Temporary and regular
employees may be either part-lime or full-lime. A temporary employee who, through continuous
employment, obtains regular status in the same job classification in the same department, will
have their dale of employment for the purpose of delermining wage rate and date of hire,
vacalion eligibility, and sick leave accrual esfablished as of their dale of employment as a
femporary employee.

Revision Dale: April 2023



Resolution No. 14—2023-24 Page 64

Page |58

Promotion: A promoted employee is one who accepis a job assignment in a higher classification
with a higher pay range. Upon moving to this new position, the employee will receive an adjusted
date of hire.

Demolion: A gemoled employee is one who is assigned, either voluntarily or involuntarily, o a job
in a lower classification with a lower pay range. Whether the employee receives an immediate
decrease in salary is delermined by the circumstances al the fime of the demotion and the spread
of the new salary range. Demolions may be made in lieu of layofl, may be used as a disciplinary
measure, or can be voluntary. Demolions must be approved in cdvance by the Human
Resources Director. Upon moving lo This new pasilion, the employee willreceive an adjusied datle
of hire.

Reclassification: Reclassification is the reassignment of a position from one class to another to
recognize ¢ change in the duties and responsibilities of a position or 1o comect a misclassification
in the original assignment. Reclassifications must be approved by the Legislative Audit / Human
Resources Committee and County Board. Upon moving to this new position, the employee will
receive an adjusted date of hire.

FulkTime / Part-Time: In response 1o changing business needs or priorily, the fime cllotted to @
pariicular job may change from pari-time fo full-fime, or vice versa. In those cases where a pari-
fime position is expanding to fill full-lime hours, or where a full-ime position is reducing 1o part-time.
the posting process is nol normally followed. Instead, the emplayee who has the parl-time or full-
time position expands or reduces his/her hours. Occasionally, when the situation warrants, job
sharing one full-time position may be allowed.

Lateral Transfer: When necessary, Outagemie Counly may change an employee or group of
employees from one job 1o another within the same pay grade. When an employee is transferred
lo a position in the same pay grade, they will not receive an adjusiment in pay nor an adjusted
date of hire.

An employee in good standing may also reguest to transfer 1o another comparable vacant
position for which they are gualified. Reguests for such voluntary transfer should be made to
Human Resources and reguires the approval of the employee's deportment head.

Terminalion: This is a lerm used to refer to the removal of an employee from the payroll for
voluntary or involuntary reasons incluging dismissal, resignation, retirement, or death.

Layoff: A layoff is the involuniary separalion of an employee due fo lack of work, lack of funds,
the abolishment of a posilion, or other reason. Layoff plans must be approved by the Human
Resources Direclor before they are implemented. No regulor employee will be laid off while there
are temporary workers serving in the same classification in the some department. Loyoffs are
based on job performance and seniority. Regular employees will receive af least ten (10) business
days' notice prior to layoff, and each loid-off employee will be noftified of all of their rights,
including reinstalemenit eligibility and benefits. Laig-off employees will be held in @ layoff pool for
a period of fime equal 1o their lenglh of service bul no longer than one year. Employees in the
layoff pool have a priority for reinstatement when a vacancy occurs for which they are qualified.
A laig-off employee loses their reinstatement rights if they do not return fo work within ten (10
calendar days after nolification. This coes nol apply 1o sunsel or grant positions.
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PROPERTY INSPECTION

The counly provides desks, filing cabinels, lockers and/or other storage devices, electronic or
otherwise, for employee's convenient safekeeping of work malterials and personal items. The
storage devices remain the property of the county, and the counly makes no assurance of an
expeclalion of privacy regarding the conlenls thereof. Further, the counly reserves the right 1o
inspect any and all such storage containers or devices at any lime and may inspeci personal
property on counly premises where reasonable suspicion exists that the container or device may
contain stolen items, firearms, drugs, alcohol, or other contraband. Further, county information in
or on personal containers or devices may be accessed, if necessary, by the county.

RECRUITMENT
The standard of the county is to recruit and select the most qualified persons for county positions.
Recruitment and selection is conducted in compliance with all applicable laws. Whenever
possible, vacancies are filled from current county employees, providing they meet gualification
sfandards ang are the most qualifiea condidate. The filing of Union positions is done in
accordance with the applicable bargaining agreement. Recruitment is the responsibility of the
Human Resources Department, who works in conjunction with the cepartment in need of staff.

This section sets forth general process guicelines to be used by Outagamie County management
personnel relative to the employment function. 1 is understood that adjusiments to this process
may be made as dictaled by special circumstances. The following process will be the recognized
process for employment functions al Oulagamie Counly.

JOB OPENING

Open positions are either identified by a vacancy created or upon approval for an aaditional
position by the County Executive and Board of Supervisors. Positions being requesied from the Not
Pasted list will require approval from the HR Director or their designee.

The hiring manager will complete a reqguisition reguest form in the applicant fracking system for
submission to Human Resources.

Human Resources will verify the opening agains! the Table of Crganization (TO].

The HR Recruiler, in conjunction with the hiring manager, will review the position job description
and update as reguired.

FPOSTING

Except as noted below for interncl department/division promotions or transfers, the position will be
posted for a minimum of five days [excluding holidays and weekends).
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» Human Resources will develop the posting using the duties and reguirements found in the
job description/class spec and review the posting with the hiring manager.

+ Postings will be on the Current Openings sections of the Outagamie County infranet site
and infernet sites. In addition to the official posting sites, Human Resources and the hiring
manager may identify other industry and recruitment sites where the position will be
posted.

+ Postings will remain on the official posting sites until the position has been filled or a suitable
amount of applications have been received.

» Once ¢ position has been posted, the hiring manager(s) can view applicant data within
the applicant fracking system and determine next steps within the system.

Internal Department/Division Promotions or Transfers Only — Hiring Managers are allowed o fill
open positions in their depariment without posling the job for the minimum five (5] day
requirement, if they fill it with an aclive employee from the same department and division.

To hire someone internally from within their department and civision, the hiring manager must
complete o reguisition request in NeoGov and the departmental employee must complete the
inter-department application in NeoGov. Once the application has been compleied the hiring
manager can then move the applicant to hire in NeaoGov to begin the hiring process. While this
approach may help departments fill vacancies more rapidly. hiring managers must still select the
best candidate for the job based on skills, education, and performance factors reflected in
satisfactory performance evaluations.

If a department or givision wants to hire someone from another department or division, they must
post the job internally for five (5) days al minimum, following the procedures oullined above.

RECRUITMENT/SOURCING

Methods and timing of external recruitment will be determined by Human Resources and the
hiring manager on a case-by-case basis.

Advertising should be coordinaled through and fracked by the Human Resources Department.
Adverlising cosis may be charged back o the depariment.

APPLICANT FLOW

In order to be considered for a position, an applicant must submit their application electronically
via the applicant fracking system. Only electronic applications will be accepted. Inguiries
received in other deparimenis should be directed 1o apply vie the Oulagamie County
internel/intranet sites.

Unsolicited applications will not be accepiled.
All applicants must apply separately for each posted opening.

Human Resources will maintain applican! data and hire recoras within the applicant iracking
system.

SCREENING OF CANDIDATES
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The HR Recruiter will work with the hiring manager to determine on a case-by-case basis the
process for screening applicants. Asrequested by the hiring manager, Human Resources will assist
in reviewing resumes and applications.

Candidales will be evaluated bosed upon their gualifications for the job being filed withoul
regard fo gender, race, color, religion, age, nalional origin, sexual orientation, gender identity,
genetic tesling, and military service or on the basis on any other prolecied slatus.

In general, consideralion will be given to applicants in the following order:

« Inthe case of county employees who cre members of a bargaining unit and who may
have confractual rights related to the open position within that same bargeining
agreement, primary consideration will be given according to the contractual language.

s In the case of non-union employees, selection of candidates for job openings will be
determined by the counily from the available internal and external applications.

« As a besl praciice. hiing managers should contact curreni managers of internal
applicants with guestions related to overall performance. Il is expected that all internal
applicants be provided either a telephone or in-person conversation.

INTERVIEWING

The hiring manager will coordinate and concuct interviews of candidales. The HR Recruiter will be
available for consultation or to participate in the interview process.

Human Resources should be involved in interviews involving managerial or critical positions.

Hiring managers should establish and ulilize set inferview questions for all applicants and keep
separale noles and commenls on candidales inlerviewed. Notes and comments are nol fo be
recorced on the original resume or application.

Employees are encourcged to discuss their interesi in open positions with their supervisor.
However, supervisor approval is not reguired to submit an application if the employee meets all
eligibility reguiremenis. When an employee is selected fo be interviewed for an opening, the
employee must nolify their supervisor that they are being considered for a particular opening.
Such nolification must 1cke place before the interview. Non-exempt/hourly employees will not be
paoid for the time they are inferviewing or festing. They will be allowed o make up that time or
take as some sort of leave time. Exempl employees should adjust their schedule accordingly.

Upon completion of inferviewing, all accompanying noles and commenis should be uplocded
lo the applicant fracking system by the hiring manager or their designes.

TESTING

The HR Recruiter, in conjunction with the hiring manager, will determine festing needs based on
requirements of the position and will determine the point in the inferviewing process where tesiing
will be administered.

All testing will either be coorcinaled through the Human Resources Deparlment or within their
raspective deparimeni.

Test results will be shared with the hiring manager and become part of the candidate’s file.
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Results of testing will remain valid for a period of six (6] months.
SELECTION

The hiring manager makes the hiring decision. Prior to acting on any employment decision, the
hiring manager should consult with the appropriate department head ana the HR Recruiter.

REFERENCE CHECKS

Whenever possible, a minimum of two (2) references should be secured prior o any offer of
employment being exlended. References are to be oblained by the depariment designee.
Human Resources is available for assistance. Documenialion of references should be maintained
in the employee's personnel file or uploaded into the applicant fracking system.

OFFERS OF EMPLOYMENT

Starling wage rates will be determined by Human Resources in conjunction wilh the hiring
manager in accordance with established bargaining ogreement and compensation
aaministration guidelines.

Starl dales of all new hires coincide wilth the orientalion calendar to ensure new hires are
beginning employmen! on an orientalion day and complele the necessary steps to be placed
on the payroll. There may be exceplions allowed in this liming based on crilical business neeas.
Any exceplions must be discusseg with the HR Recruiter and approval oblained from the HR
Direclor or their designee.

Verbal offers of employment may be exiended by the hiring manager after consuliation with the
appropriate departiment head and HR Recruiter. Hiring managers will complete the hire process
in the applicant tracking system in order to initiate the written offer letter.

Written offer lefiers should be drafied by the HR Recruiler. Signed offer letters and applicable new
hire paperwork will be provided elecironically or in hard copy 1o the HR Recruiter who will then
altach these documenis to the exam plan in the applicant fracking system.

New hire details will be provided to the HR Administrative team for entry into HR system.
CONTINGENT OFFERS OF EMPLOYMENT

Offers of employmen! are conlingenl on oppropriale background check, POPEs [Posl Offer Pre
Employment Screens), educalion records, required cerlifications, and/or driver's license
reguirements.

Education levels will be verified for any position that requires @ particular degree level. Verification
will consist of receipt of franscripts or direct contact with the educational institution. The Human
Resources Depoariment is responsible 1o ensure that proper verification has been oblained.
Documentation regarding education level verification will be filed in the personnel files located in
the Human Resources Department.

Human Resources will process the appropriate background request forms upon receipt of signed
release of informalion statements. Sheriff's department will perform investigations and agminister
appropriale background checks for their hires or those county employees working within the
Sheriff's deparimenl. Releases must be received and backgrounc checks run prior to the
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employee beginning employment. Exceptions to this wil be considered based on Human
Resources Director approval.

With the exceplion of the Sheriff's departmenl, Human Resources wil review the report
information. Resulls of background investigations will be forwarded to the hiring manager as
applicable. In the case of negalive results, o course of aclion will be determined with the hiring
manager and input from Corporation Counsel when appropriate.

Conlingency documenis will be slored in the employee's personnel file.
RELEASE OF INTERNAL CANDIDATES

It is the responsibility of the hiring manager and the selecled employee's current manager to
mulually agree on the starting date for the new position. In general ihe new starting dale should
be within 20 days [excluding holidays & weekends) of the accepled offer and should begin at
the beginning of a pay period.

NOTIFICATION OF UNSUCCESSFUL CANDIDATES

All internal candidates not selected will be nofified directly {in person, by phone or e-mail) by
either the hiring manager or Human Resources.

Nofification to external candidates interviewed but nol selecled, willbe communicated by either
telephone or using the nolificalion functionality within the applicant tracking system.

QO®
000

SAFETY AND ACCIDENT PREVENTION
Outagamie County has a long-standing philosophy of faking pride in its praciices to ensure the
safely, health and well-being of all its employees. This seclion serves lo provide guidance to all
employees on the standards the counly expecls ils employees 1o adhere lo.

Employees injured on the job must report the injury to their supervisor immediately. Allreports must
be filed within twenty-four [24) hours of the injury. Suggestions from all employees regarding safety
are welcome and encouraged. See Worker's Compensation section of this handbook for
aaditional details related to reporting an injury.

Employees who fransport county clients in their own personal vehicle [excluding motorcycles) and
whose vehicle suffers damage during that fransport may be eligible for partial reimbursement for
damages.

Additional information regarding vehicle usage and insurance coverage requirement can be
found on the Risk Administralion webpage.
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SEPARATION FROM EMPLOYMENT

Employment with Oulagomie County is governed by the common law doctrine of "at-will”
employment. An employee may be dismissed at any time at the oplion of the county. In such
case of involuntary separation, the employee's supervisor or department head will discuss the
proposed aclion with Human Resources prior to 1oking actlion. Employees involuniarily terminated
or who resign due to misconduct or poor job performance are nol eligible for rehire without
department head and Human Resources approval. An employee may quil employment with the
county at any time. The publishing of this Employee Handbook does not guarantee or make a
promise of employment nor does il create a confraciual employment relationship.

Employees are encouraged to provide a two-[2)-week writlen nolice of infent o terminate their
employment. The fwo weeks' notice begins the day affer they turn in their nofice. This allows the
county time to begin a search for the employee’s replacement and/or to realign the duties within
the gepartment. An employee is considered as having terminated in good standing if they gave
the fourteen-{14}-day nolice or if their employment was terminatea by the county for reasons
other than performance or misconduct, af the discretion of the HR Director. Furthermore, failure
to give proper notice will affect sick leave payout, earned and accrued vacation payouts, efc.
In addition to providing a two-(2)-week nofice, resigning employees must work on their last day of
employment, with the exception of those on an approved medical leave, in order to be
considered to have left in good standing. Other paid leave restrictions within the two-week notice
period may apply and could impact the employee's ability fo leave in good standing, as outlined
on the Retirement/Resignation Notice on the county infranet.

In most cases, Human Resources or a depariment representalive will collect all counly property
as appropriate and o discuss final pay. The exit interview is conducted by the Human Resources
Department with an employee who is separaling from employment with the county and is
infended fo gain insight into the effecliveness of county praclices, 1o defermine where personnel
guidelines and processes are in need of review or revision, and o delermine where supervisory or
managerial praclices need modification or improvemenl. Exit interviews will be provided
whenever possible, regardless of reason for leaving, position hela, or length of service.

Retum of county eguipment: Employees leaving county employment must return county
identification cards, cars, books, manuals, keys, tools, eguipment, and other county-owned items
on or before their last day of work. If applicable, information regerding benefits continuation
through the Consolidated Omnibus Budget Reconciliation Act [COBRA) will be sent to the
employee's home address.

0y

SHORT-TERM DISABILITY
Short-Term Disability pays the employee o portion of their income for a specified period of time,
as determined by the plan. The Short Term Disability plan provides coverage for injuries and
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illnesses that occur outside of work. Employees are eligible if they are an active full-time employee
who works at least 37.5 hours per week on a regularly-scheduled basis. Active part-time
amployees are eligible if their current pro-ration is at or above the threshold for benefit eligibility
(i.e.. health ana dental insurance).

Employees may purchase coverage that would pay a percentoge of the employee's weekly
eamings. The maximum Voluntary Shorl-Term Disability Insurance benefit is determined by the
plan.

Shori-term disabilily benefits run concurrently with the Family and Medical Leave Act and/or any
other leave where permilttec by state and federal low. Employees on Unpaid Medical Leave
while receiving Short-Term Disability payments are nol required 1o use sick leave or vacation leave
balances.

g
..f

SICK LEAVE
Every full-ime employee shall earn one (1) sick day [eight (8) hours or 7.5 hours) for each month
of full-time, regular service with the County, regardless of department. Pari-lime employees earn
one prorated day for each full month of service. A full month of service is any month in which an
employee received pay for af least ten {10) fimes the employee's factor [Full Time Factors: 8 and
7.5; Parl Time Factors: As assigned by Payroll or employee's department).

New employees that are eligible 1o earn sick leave can use it once it is available on the first of the
month following their hire dale. Any leave taken prior to having it available would be without
pay.

Unused sick leave may be accumulated to a total of one hundred and twenty {120) days. Part
time employees may accumulate up to 120 days times your factor.

Employees absent from work on legal holidays, during sick leave, vacation, for disability arising
from injuries susiained in the course of their employment. or for other authorized leaves of absence
with pay shall continue o accumulate sick leave al the regularly prescribed rate during such
absence as though they were preseni for duly.

An employee eligible for sick leave with pay may use such leave upon approval of the
manager/supervisor/department head for absence due to an employee's iliness, injury, exposure
to contagious disease, dental or medical appointments or due to iliness in the employee's
immediate family [i.e., the employee's spouse, or dependent children living in the employee's
household] hospitalization, illness or dental/mecical appointment requiring the employee's
personal altendance. An employee on sick leave shall inform their immediate supervisor of the
fact and reason therefore as soon as possible and failure to do so within reasonable fime may be
cause for denial of pay for the period of absence. The department head may request o doctor's
cerlificote before approving such leave with pay if three {3) or more consecutive workdays are
missed. If an employee is eligible for Family Medical Leave, that employee is required o complete
FML paperwork affer more than three (3) conseculive workdays are missed. Questions regarding
gualifications for FMLA should be direcled o the Employee Leave Aaministrator. The department
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head may also request a doctor's cerlificate, for any sick leave use, before approving such leave
with pay after four (4] instances of sick leave, without a doctor's certificate, are taken in a
calendar year.

In order 1o use sick leave for serious health conditions of family members nol in the immediate
family, it must be covered under FMLA. Sick Leave pay may only be used for baby bonding and
serious health conditions of family members nol in the immediale family under Family Medical
Leave.

In the evenl thal an employee becomes ill on the job, the time actlually spent off the job shall be
charged to sick leave.

Absences for a fraction or part of o day that are chargeable to sick leave in accordance with
these provisions may be charged in no less than fifteen {15) minule increments. Sick leave usage
of less than fifteen [15) minutes must still be reported as fifteen [15) minutes.

SICK LEAVE AND RETIREMENT - Employees hired prior 1o January 1, 2014 who are reliring under
Wisconsin Refirement will receive ¢ 100% payout of accumulated sick leave. Employees hired on
or after January 1, 2014 who are reliing under the Wisconsin Relirement Sysiem will receive a
groduated perceniage payout of up to 120 days of accumulated sick leave based on their lengih
of service with Outagamie County so that: afier ten (10) years of service the employee is eligible
for a fifty percent (50%) payoul of sick leave accumulation; after fifteen (15) yvears of service the
employee is eligible for a sevenly-five percenl [/5%) payout of sick leave accumulation; and ofter
twenly (20) years of service the employee is eligible for a one hundred percent (100%) payout of
sick leave accumulation. In the event of the deaih of an employee, the Counly will make the
same 100% payment lo the employee's esiale. If an employee does nol parficipaie in the life
insurance program, the employee may specily a beneficiary wilh the Human Resources
Depariment for the purpose of this Section.

SICK LEAVE AND RESIGNATION — Grandfathered and accreted employees hired prior to January
1, 2014 who terminate in good standing will receive a 50%-100% payout up to 120 days of
accumulated sick leave, based previously agreed to terms.

For all other employees, sick leave is cancelled upon resignatfion.

=

SOLICITATION & BULLETIN BOARDS
In orger fo protec! our employees ana visitors, solicitalion by employees is siriclly prohibited while
either the employee being solicited or the employee doing the soliciting is on "working fime.”
“Working fime" is defined as lime during which an employee is nol al a meal, on breck, or on the
premises immedialely before or after their shifl.

Employees are also prohibited from gistributing written materials, handbills, or any other type of
literature on working time and, ot all fimes, in "working areas," which includes all office areas.
“Working areas" do not include break rooms, parking lots, or common areas shared by employees
during non-working time.
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All required governmental postings are posted on the boards located in the break rooms of
county buildings. These boards may also contain general announcements. The county reserves
the right to refuse permission to post or to take down any announcement.

Visitors may not solicit or distribute materials anywhere on county property, al any fime.

TELECOMMUTING

Telecommuting allows employees fo work remotely for all or part of their workweek. Outagamie
County considers telecommuting to be a viable, flexible work option when both the employee
and the job are suited to such an arrangement. Telecommuting may be appropriate for some
employees and jobs but not for others. Telecommuting is not an entitlement, it is not a county wide
benefit, and it in no way changes the terms and conditions of employment with Outagamie
County. This guidance provides a general overview and does not attempt to address each uniaue
situation or technology need.

Telecommuting is not designed to be o replecement for appropriate child care. Although an
individual employee's schedule may be modified to accommodate chila care needs, the Tocus
of the arangement must remein on job performance and meeling business demands.
Prospective felecommulers are encouraged 1o discuss expeciations of telecommuting with family
members prior to eniering o irial period.

PROCEDURES

Telecommuting can be informal, such as working remotely for a short-term project or o formal set
schedule of working away from the office as gescribed below. Either an employee or manager
can suggest telecommulting as a possible work arrangement.

Any telecommuting arrangement made will be on a frial basis for the first three months and may
be discontinued at wil and al any time al the reguest of either the telecommuler or the
supervisor/county. Every efforl will be made to provide 30 days' nolice of such change to
accommodate commuting, child core and other issues that may arise from the terminalion of
felecommuling arrangement. There may be instances, however, when no nofice is possible.

ELIGIBILITY

Ingividuals requesting formal telecommuting arrangements must typically be employed in their
current role for a minimum of six {6) months of conlinuous, regular employment and must have a
salisfaciory performance record. Department Heads have the discretion to authorize remoie work
prior o the employee's first six months of employment, if applicable.

Before enlering into any lelecommuling agreemenl, the employee and manager, with the
assistance of the Human Resources and Information Technology departments, will evaluate the
suilability of such an arangement, reviewing the following areas:
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Employee suitability. The employee and manager will assess the needs and work habits of the
employee, compared to ftraits customarily recognized as appropriate for successful
telecommuters.

Job responsibilities. The employee and manager will discuss the job responsibilities anag determine
if the job is appropriate for a felecommuting arangement.

Equipment needs, workspace design considerations and scheduling issues. The employee and
manager wil review the physical workspace needs and the appropriate location for the lelework.
This can be done in person or virlually, as requested.

Tax and other legalimplications. The employee must determine any tax or legalimplications under
IRS, stale ana local government laws, and/or resfrictions of working out of a home-based office.
Responsibility for fulfiling oll obligations in this area rests solely with the employee.

The employee undersiands thal they are respaonsible for all eqguipment needs related to a home
workspace, with the exception of a counly provided loptop/tabletl. The Caounty will provide
supplies related ilems such as: paper, ink, pens, elc. The county will not provide laptops for the
purpose of working remolely. Only employees idenfilied as having a need for a lapiop when
warking onsite will be provided a couniy laptop. which can then be used for remoie work as
needed.

If the employee and manager agree, and the Human Resources department concurs, a draft
telecommuting agreement will be prepared and signed by all parties, and a three-month frial
period will commence.

Evalualion of felecommuter performance during the frial period will include regular interaction,
by phone and e-mail belween the employee and the manager, and weekly face-to-face
meelings lo discuss work progress and problems. Al the end of the Irial period, the employee and
manager wil evaluale the arrangemen! and maoke recommendctions for conlinuance or
maodifications.

EQUIPMENT

With the exceplion of a county issued laptop, the employee wil be responsible for
proviging/acquiring the appropriate eguipment needs (including hardware, software, high speed
internel, secure Wi-Fi, phone lines and other office equipment] for each telecommuting
arrangement, at their own expense. The Human Resources cnd Information Technology
depariments will serve as resourceas in this matter. Outagamie County reserves the right to make
delerminations as fo appropriate equipment, subject lo change af any lime, and in ensuring
proper security is in place to protect County related data.

Oulagamie County will supply the employee with appropriate office supplies (pens, printer ink,
paper, elc.] as deemed necessary. Oulagamie Counly will also reimburse the employee for
business-relaled expenses, such as phone calls and mailing costs thal are reasonably incurred in
carrying oul the employee’s job.

The employee will establish an appropriate work environment within their home for work purposes.
Outagamie County will not be responsible for support of personally owned equipment, costs
associated with the setup of the employee's hame office, such as remogeling, furniture or lighting,
nor for repairs or modifications to the home office spoce. Outagamie County Information
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Technology Department will not provide technical support for personal eguipment, even when
co-mingled with county provided eguipment. For liability reasons, Information Technology will also
not remote into personal equipment and some technical issues for county equipment may need
to be addaressed onsite.

SECURITY

Employees must adhere 1o all Federal Siate and local confidentiality laws including but not iimited
to 45CFR160-164 Wis. Stal. §146.81 and .82 [HIPAA protected heclth informalion), Wis. Stat.
Chapters 51, 54 and 55 (Menial Healith and Guargianship Information), and Wis. Stat. Chapters 48,
938, and 118 (Protecied Juvenile Information). Employees who choose to operate under this
agreemeni are responsible for ensuring that all confidential information deemed to be
confidential under these or any other applicable state, federal or local law remains confidential.
Maintaining confidentialily includes working in a location where third parties. including family
members, will not be able o overhear or see confidential information in any format, written, verbal
or electronic. Employees must also take steps to secure this information including the use of locked
file cabinets and gesks, reguler password maintenance, and any other measures appropriate for
the job and the environmeni.

SAFETY

Employees are expected to maintain their home workspace in @ safe manner, free from safety
hazards. Outagamie County will provide each telecommuter with a safety checklist that must be
completed at least twice per year. Injuries sustained by the employee in a home office location
and in conjunction with their regular work duties are normally covered by the company's workers'
compensation policy. Telecommuting employees are responsible for notifying the employer of
such injuries preferably by the end of the work shifl, or as outlined in a departmental policy. The
employee is liable for any injuries sustained by visitors to their home worksite.

Employee reguest forms and supervisor assessment forms can be found on the Human Resources
webpage localed on MyOC.

a3 -
TERMINATION
The Human Resources Depariment wanis ferminations 1o be conducled cccurately and

efficienlly for both the employee and Outagaomie County. Based on the type of termination.
cerfain information must be provided to Human Resources.

This section will define the steps reguired to process an employee's termination, whether it is an
involuntary termination, voluntary termination, or refirement.

Involuntary Terminalion: Determinalion by Ihe employer thal the employee's services are no
longer needed. Misconduct has occurred or the employee is unable to perform satisfoctorily.
Note: Does not include layoff which is considered a temporary arrangement with return to work
possible.
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Voluntary Termination: Determination by the employee where they desire to continue the
employment relationship with Outagamie County no longer exists.

Retlirement: Voluntary withdrawal from one's position with Outagamie Counly, similar to voluniary
termination, but receives a Wisconsin Retirement annuity.

INVOLUNTARY TERMINATION

Prior o termination, the Human Resources depariment willneed 1o be contacied and a file review
will need to be completed. No involuntary terminations can take place without approval from
the Human Resources Direcior.

In the case of involuntary termination, a meeting should be scheduled with the employee, the
employee's manager, and a member of the Human Resources team fo discuss the details of the
termination. If there are any safety concerns regarding the employee's reaction or behavior after
notification. notify someone in the Sheriff's department in advance of the termination so a deputy
can be ploced on standby.

All involuntary terminations should be done with two persons present with the employee.

Prior fo or immediately afler, make arangements for Information Technology to discontinue
system access and to contact gepartment IT resource 1o discontinue any department specific
Qcgess,

Meel with the employee in a neulral areq, such as a conference room. Inform the employee of
their last day and termination reason.

Inform the employee that benefils information will be mailed to them and encourage the
employee lo contacl the Employee Benefils Specialist for detailed benefils information. The
exiling employee should also be given a copy of the Termination Frequently Asked Questions
document.

Retrieve all keys, the ID badge, and any other county property before the exiting employee leaves
the building.

Complete a Personnel Action in HR System to notify HR, Payroll, IT, and Maintenance. The
Personnel Action shoula indicate if the employee is eligible for any normal payouts.

VOLUNTARY TERMINATION

Obtain a signed resignation from the employee indicaling the employee's last day of work and
complete o Personnel Action in HR System to nofify HR, Payroll. IT, and Maintenance. The
Personnel Action should indicate if the employee is eligible for any normal payouts.

Employees musl provide two weeks' nolice in order lo be considered as Leaving in Good
Standing. Direct the employee 1o the Leaving in Good Standing policy indicaling what needs fo
be done or can be done their last two weeks.

Human Resources will contact the employee regarding an exil interview.
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For employees subject to annual audiogram reqguirements, the supervisor will contact an
appropriate medical provider to obtain an exit audiogram prior to the employee's last day of
waork. Contact the Risk Administrator for assistance.

TIME REPORTING
Accuralely reporting ltime worked is the responsibility of every employee and lheir
supervisor/manager. Qulagamie Counly must keep an accurale record of fime worked o
calculate employee pay and benefits.

Accurate time reports showing all time actually worked or time to be paid are required. These
records are required by governmental regulations and are used fo calculate regular and overtime
pay. Al the end of each pay period, the employes and their supervisor musi submit the fime
record attesting 1o its accuracy, before final submission for processing.

Highway Employees: Time and eqguipment used must be prepared by the employee daily and
submitted to the foreman.

TOBACCO FREE WORKPLACE
A tobacco-free environment helps create a safe and healthy workplace. Outagamie County
recognizes the hazards caused by tobacco use and exposure o second-hand fobacco smoke.
Our goal is to provide a safe and healthy workplace environment for all employees ana visitors.

No use of fobacco products including, butl not limited 1o, cigareties, e-cigareites, and "spil
lobacco" will be allowed wilhin the facilities of Oulagamie Counly, and employees musi abide
by depariment vehicle policies i all limes.

Smoking or tobacco use shall be permitted only during break times and in designated smoking
areas located af least 20 feet outside of the building entrance.

All materials used for smoking in designaled smoking areas, including cigaretie buits and
matches, will be extinguished ond disposed of in appropriate containers.
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=

TRAVEL
Travel regulations as set forth herein are subject to approval by the Cutagomie County Board of
Supervisors. Included cre mieage reimbursement rales, porterage fips, moving expenses,
temporary lodging cllowances, meals and lodging rales and other employee travel related
expenses. All fravel paid or reimbursed to employees from county-administered funds must be
done in compliance with these regulations, regardless of the funding source. Anficipated fravel
expenses are fo be appropriated os port of the annual budget process.

Employees who fravel are expected fo exercise good judgment when incuming fravel costs. An
employee may be reimbursed for recsonable and necessary fravel expenses actually incurred in
the performance of official duties in cccordance with the provisions herein. Reimbursement is
generally imiled to the most reasonable cosi-effective transportation available.

A claimant shall nol seek reimbursemen! for goods or services provided free of charge, nol
personally paid for by the claimanl, reimbursed by another source, or which will be paid or
reimbursed from another source. Any reimbursement which is received by the employee from
another source for the same costs reimbursed by Outagamie County shall be deposited back to
the county funding source which was inifially charged.

Only travel expenses related to the conduct of Outagamie County business, including meetings,
conferences, and other appropriate departmental activities, may be reimbursed.

See the My OC webpage hilp://mvoc.ora/depariments/financial-services for additional deiails

related to this policy.

UNPAID LEAVES OF ABSENCE
The reason for Unpaid Leaves of Absence is for the counly to allow time off, flexibility for
employees, or reduce county expenses by providing an opportunity for employees to voluniarily
take time off without pay. Additionclly, Unpaid Leaves of Absence may be required if an
employee does not have any paid leave balances, as outlined below.

ELIGIBILITY

All full-time and parit-time employees of Outagamie County. This leave is not to be used in lieu of
Unpaid Medical Leave.

PROVISIONS

Typically, parficipation in the program is subject to approval of the employee's supervisor and/or
depariment head when an employee has exhausted their paid leave balances.
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Reguests to take unpaid time off will be reviewed on a case-by-case basis and may be granted
al the sole discretion of the county, department or division.

Leave may be granied as a continuous block of fime or in 7.5, 8, or pari-lime hour increments.
Less than eight-hour increments may be allowed at the discretion of the depariment head.

An employee's vacation, floating holiday and compensatory time balance [s) MUST be exhausted
before they can ulilize an unpaid leave of absence.

If an employee is il and does not have paid sick leave available, the employee will be required
to substitute and exhous! remaining vocation, floaling holiday, and/or compensatory time
balance(s) before becoming eligible for unpaid 1ime off.

If the leave is inifiafed by the depariment, the employee’s current benefils (i.e.: vacalion and sick
leave accrual, and counly sponsorship of the insurance programs for which the employee is @
current parlicipant) and stalus [full-lime or part-lime at a specific proration) will be maintained.

If unpaid leave is not initicted by the department, benefil eligible employees will be responsible
to ensure they are paid enough hours within @ month to maintain health and dental benefits or
will be responsible for the entire portion of the benefit contribution to maintain their benefits.
Unpaid Leave may also offect the proration of a part time employee as unpaid hours are not
counted info proration calculations. If the leave is two (2) weeks or longer and/or may affect the
employee's ability to have ten (10) times their Factor worth of pay on their timesheet in @ month,
the Unpaid Leave of Absence Request Form must be completed and sent to Human Resources.
The form may be found on the infranet.

If an observed holiday occurs during an employee's unpaid leave, or occurs either the normally
scheduled work day(s) prior to and / or normally scheduled work day(s) following an observed
holiday, the employee wil not receive his/her normal holiday pay for that holiday. The holiday
may be paid in the case of a depariment inilialed leave.

Employees who are receiving Shorl Term Disability (STD) paymenis from the voluniary SID
insurance plan must be on an Unpaid Medical Leave, if not already on FMLA, in conjunciion with
the STD. Similarly, employees are not eligible 1o be on another leave while on an unpaid leave of
absence.

The county reserves the right fo rescind or mogify the program with or without notice, and at ifs
sole discretion.

PROCESS

Employees requesting an unpaid leave of absence must notify their immediate supervisor of their
need for leave anc the day(s] requested. If the leave request is approved and this is the first ime
the employee is requesting an unpaid leave of absence, the supervisor must inform the payroll
depariment to aad this pay code o the employee's self-service limesheel.

If the absence is 2 weeks or longer an Unpaid Leave of Absence Form must be completed.
Instructions for completion are on the form.

The employee muslt record fime used as Unpaid Leave of Absence as parl of the lime reporting
process.
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UNPAID MEDICAL LEAVE

An employee who has exhausted or is not yet eligible for paid sick, vacation or compensatory
time ang who sfill is unable to work because of the employee’s non-work related illness or injury
may, upon prior writlen request may be granied an unpaid medical leave of absence not to
exceed six [6) months by the Human Resources Direclor {or their designee). Such leave may be
exlended up to an addilional six (6] months by the Human Resources Direclor (or their designee|
upon prior writlen request. Where it is impossible to make a prior writlen request, such request shall
be made as soon as possible.

Such requests shall be submitted to Human Resources and shall be accompanied by a doctor's
certificate substantiating the need for such medical leave of absence. An employee gronted
such medical leave under this provision shall be required, at the discretion of the Human Resources
Director [or their designee|. to furnish the county with a medical report from their doctor for each
six [6) weeks of leave.

An employee who is on an exlended medical leove of acbsence may be placed in a similar
position within one {1) year with a doclor's cerlificate. While the county may rely upon the
determination of the employee's doctor regarding the employee's reguest for a leave or any
extension, or for the employee's return to work, it shall have the right to obiain a second opinion
from another doctor, mutually agreed upon by the employee and the county, far any exlension
or refurn 1o work with which a final gelermination will be mage. If the counly reguires a second
opinion from another doctor, the counly will pay the cost of such opinion. In the event o second
doctor is nol mulually agreed upon, the employee and lthe counly shall each submil three (3]
doctors gualified in the arec of illness or injury involved. From those six (6] doctors, five [5) names
will be drawn. The parties shall then proceed to alternately strike names from that panel until o
doclor is selected. The siriking order shall be defermined by a coin foss.

Employees on an unpeid leave of absence because of such non-work related iliness or injury who
are enrolled in the group health and/or dental insurance program shall be permitied 1o continue
their participation in such programs while on such leave, under the applicable COBRA provisions.
The county shall pay the county's share of the premium for any month in which a full or part fime
employee received pay for al least ten [10] fimes their Factor in a month.

Employees on an unpaid leave of absence because of such non-work related illness or injury who
are enrolled in the life insurance plan can elect up to twelve [12) months of continuation by
paying the group rate premium io the County Treasurer by the twenty-fifth [25th) of the month for
the following month's coverage. However, for absence caused by such non-work related illness
or injury, the county shall pay the life insurance premiums during the elimination period for the
waiver of life premium. The cessatlion of this county spansorship for the life insurance plan shall be
iriggered by the end of the nine (?) month fime frame. employee's return to work. denial of the
waiver premium by the life insurance company, or death, whichever occurs first.

Employees on Unpaid Medical Leave while receiving Shori-Term Disability payments are nol able
lo use sick leave or vacation leave balances.
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VACATION
Outagamie Counly recognizes the importance of time off from work fo relax, spend fime with
family, and enjoy leisure activities. The county provides paid vacation time to full-time and benefit-
eligible part-time employees for this purpose, and employees are encouraged to take vacation
during the year. Part-time employees who are regularly scheduled to work 20 or more hours per
week will be eligible for paid vacation on a prorated schedule.

Vacalion is determined by an anniversary year system, where on the anniversary dale of hire, the
employee is granted a new callolment of vacalion benefil. The exacl alloimenl granted is
determined by the years of conlinuous service, the full-time/part-lime slatus, and the employee's
continuily of service.

Vacation benefits for ful-time employees are accrued at the rate of one-twelfth (1/12th) of the
employee's authorized vacation for each full month of employment in the pravious anniversary
year. A full month of employmeni is any month in which an employee received pay for at leas!
ten (10) times the employee's Factor [Full Time Factors: 8 and 7.5; Parl Time Factors: As assigned
by Payroll or employee's depariment).

Pari-time employees meeling the benefits-eligibility requirements of the county receive a pro-
rated portion of the vacation allotment, according o actual time worked in relation o a full-fime
employee with the same number of continuous years of service. Vacalion hours are determined
on the employee’'s anniversary date of hire by Financial Services, taking into account the hours
paid during the twenty-six {26) pay periods immediately prior to the anniversary date.

Vacalion granted upon hire within the first year of employment may be adjusied if an employee
takes o new position or posting. For example, if a part time employee takes a full time posting
within the initial year of hire, his or her vacation balonce will be increased based on the number
of months in the full-lime position. Conversely, for example, if a full time employee tokes a part
time position within the initial year of hire, his or her vacation will be reduced based on the number
of months in the parl time position.

Vacation can be taken ot fimes mutually agreed upon by the employee and their supervisor.
Employees are encouraged to take their vacation in half day, full day, or full week increments.
However, a department head may allow vacation time to be used in as small as fifteen (15)
minute increments.

An employee who presents an acceplable medical excuse from their physician as proof of illness,
and which includes the dales of the iliness, may have thal porlion of therr vacation leave
converted to available sick leave.

Vacation cllowances are not cumulative from year to year. However, on those occasions when
an employee has not used all their vacation allotment prior to reaching their anniversary date, a
maximum of five {5) days will be automatically carried over into the employee’s next anniversary
year. Any accumulated vacation over five (5] days will only be carried over with written approval
of the department head and Human Resources. Benefit eligible part-time employees vacation
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camyover will be prorated. This carry over vacation must be used prior to the employee's following
anniversary.

Upon leaving in good standing from county service and following one (1) year of employment,
an employee shall be paid for all unusea vacation leave al the time of their leaving county
employ due in the current anniversary year plus a pro-rated amount of vacation allowance dus
in the succeeding anniversary year, based on lenglh of service subseguent fo the employee's
anniversary dafe. Leaving in good slanding includes death and refirement and also voluniary
termination, where the employee gives nolice thereof al least fourleen {14) calendar days prior
thereto and remains in aclive employment during such fourleen {14) day period, ang lerminalion
caused by layoff, bul it does nol include discharge for disciplinary reasons. Such pro-rafed
amount will be computed on the employee's eligibility as of the lime of termination, during the
second year— pro-ration of two weeks, etc. In the evenl of ihe dealh of the employee, any wages
and vacalion paymenls due the employse will be made by a check issued 1o the employese’'s life
insurance beneficiary, or if none is designaled, to the eslale of the employee. If an employee
does nol participale in the life insurance program, the employee may specify a beneficiary with
the Human Resources Depariment for purposes of this Seciion.

Thase employees who terminate in good standing. following one year of service, will be paid for
earned but unused and/or accrued vacation allowance. However, if the employee terminated
employment prior to completing on anniversary year of continuous service, they are not eligible
for any vocation payoul. Employees safisfying the service criteria will receive payment for
accrued vacalion allowance on ¢ pro rata basis from the previous anniversary date fo the date
of termination (computed 1o the nearest one-guarter (1/4) month) and based on their eligibility
level as of the date of fermination and the provisions of the definition of "full month”, above.

Reliring employees may exiend their final dale of retirement up to 30 days, by using unused
vacation days, provided they satisfy the adequate fourteen (14) day notice provisions.

Employees who are leaving in good standing must have any vacation requests for fime off during
Iheir fourteen (14) day period of nolice re-approveca by their depariment head, and cannol have
vacalion as their last day of pay, unless the absence was pre-approved, due 1o medical leave,
or the resull of refirement.

Employees who are on Federal Family Medical Leave will be required to use their vacation
accumulation if they remain off work and have exhausted their sick leave accumulation following
their choice period, unless an short-term cisability.

A full-time employee's earned vacation fo be laken during their anniversary year is determined as
of the anniversary date of employment. Service shall be consirued as full-time regular service with
the county, regardless of department.

Each department head/manager/supervisor shall approve vacation in accordance with
operating reguiremenis, and insofar as possible, based upon a request of the employee.

Below is a table outlining the vacation schedule for all employees.
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Two Weeks Three Weeks Four Weeks Five Weeks

ALL EMPLOYEES
{excluding DSA)

VISION INSURANCE
The county offers single, employee plus one, employee plus children, and family voluntary vision
insurance for those that are benefit eligible. Vision Insurance is paid 100% by the employee.

Vision insurance coverage provides an aopportunily for employees to save money on routineg vision
exams, contacts, eyeglass frames, and lenses. Addilional details regarding this benefil can be
found on the Human Resources webpage.

-

VOLUNTARY SHARED LEAVE
The Oulagamie Counly Human Resources Depariment administers a Counly Execulive inilialive
callea Voluntary Shared Leave which cllows one employee o assisl another employee by
donaling earned vacalion in case of a prolonged, life-threatening mecdical condilion or accident
which exhausls the employee's available paid leave sources. i.e. sick leave, vacation, floating
holiday and compensatory lime, and forces the employee 1o be on a leave without pay.

Because Voluntary Shared Leave is a County Executive initiative, authorizations and approvals
under this program are at the sole discretion of the County Executive.

This section of the handbook describes the condilions under which an employes may be eligible
lo receive or donale leave, the process of application for receipl or donation of leave, and
proviges forms for those purposes.

Voluntary Shared Leave is intended o be used by employees with a prolonged, life threalening
medical condition and one that is likely to reguire an employee's absence from work for @
prolonged lime.

Voluntary shared leave does nol apply o incidental, normal, and/or shori-term medical
condilions or illnesses. This includes conditions such as short-term, sporadic recumrence of chronic
allergies or conditions; short-term or sporadic absences due to confagious disease: or short-term.
recurring medical or therapeutic treatments. These examples are illusiratfive only, and are not
infended to be all inclusive. Each case will be examined and decided based on its conformity
to policy intent.

Voluntary shared leave is not intended o circumvent the requirement of management 1o have
duties performea, or limit management'sright to deny a request for leave without pay.
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RESPONSIBILITY

Human Resources responsible for coordinaling this program and interacling belween the
employees involved, the County Executive or their designee, and Payroll staff.

GUIDELINES

Donaled hours can be used while an employee is on a Family and Medical Leave or unpaid
Medical Leave as described in the Employee Handbook, or Colleclive Bargaining Agreement.
When an employee is on unpaid Medical Leave and using shared leave, the income generated
by the shared leave will not disgualify the employee from eligibility for the unpaid Medical Leave.

Employees on worker's compensation are not eligible to participate in Voluniary Shared Leave as
a recipient.

Employees who are receiving Short Term Disability (STD) payments from the voluntary SID
insurance plan aveilable through Outagamie County are not eligible 1o participate in Voluntary
Shared Leave as a recipient.

Program parficipation is limited to 1,040 hours [prorated for pari-lime recipients), either
continuously or, if for the same condifion, on a recurring basis. Addilional verification from the
physician may be reguired. The number of hours of leave an employee can receive is equal to
Ihe projected recovery or freaiment period (up to a maximum of 1,040 hours|, less the employee's
combined vacation and sick leave balance as of the beginning absence, including Family and
Medical Leave.

The employee musi exhaust all available vacation, sick leave, lloating holiday, and compensatory
fime [comp lime) before using any donaled shared leave.

Shared lecve ends when the employee refurns to work, even for a part of the employee's regular
shiff. In the event that there is a balance of donated leave when the employee returns to work.
the donated leave will be returnec to the donator(s) in reverse order of the date the donation
was received in Human Resources.

The eslablishment of a leave bank for use by unnamed employees is prohibiled. Leave must be
donated on a one-lo-one personal basis.

An employee may not directly or indirectly make any attempt to intimidate, threaten, or coerce
any olher employee for the purpose of soliciting leave. Such aclion is considered a personal
conduct issue and subject to disciplinary action, including dismissal.

All information from the applicant and the donator will be kept strictly confidential, including the
identity of the gonator. In the event the applicant wishes to divulge any information, medical or
otherwise, they may do so. However, there wil be no release of information by Outagamie
Countly, Hurman Resources, or Payroll, with the exception of a shorl announcement if the recipient
grants permission fo disclose their information.

ELIGIBILITY

Any county employee who is eligible to accrue vacation may participate in this program and
may apply to receive leave donations at any fime when facec with a prolonged, life threatening
medical condition.
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A prolonged, life-threatening medical condition is one which has already or is likely fo require an
employee's absence from work for a prolonged period. A prolonged period is generally
considered 1o be at least twenty (20] consecutive work days.

An exemplion to the twenty (20] day reguiremeni may be made if the employee has had
previous, random, and excessive absences for the same condition as that for which shared leave
is currently being reguesiea; or if the employee has had a different bul prolonged, life-threatening
medical condition within the past twelve (12] months.

PROCESS

An eligible employee may apply to receive shared leave by submitting o completed Application
to Receive Voluntary Shared Leave form to the Human Resources Department.

Only those applicants who currently have a zero balance in all poid lecve accounls, i.e. sick
leave, vacalion, compensatory lime, and floaling holiday, will be considered.

The employee requesting the shared leave must provide a physician's statement gescribing the
specific nature of the medical condition, prognaosis, and the estimated recovery or freatment
time. To do this, the employee can either attach such certification to the application form, or, in
the event the employee is currently on Family and Medical Leave, they can choose to use the
Health Care Provider Cerlification that jusiifiec that leave, so long as the date of the Family and
Medical Leave Certification is within twelve weeks of the date of the Voluntary Sharec Leave
application. If an employee has used all of their Family and Medical Leave and is now applying
for or is currently receiving unpaid Medical Leave, they must once again provide a certification
from their physician juslifying the need for the conlinuec absence.

Human Resources will research the requesling employee's allendance history, provide
information as 1o paid leave balances; and present the applicalion form to the Counly Executive
or their designee who will approve or geny the request.

The employee requesling the shared leave will be informed by Human Resources as o the resulls
of the approval process.

DONATION PROCESS

Any eligible employee, i.e. one who currently has earned vacalion in their vacation account, can
donate vacalion leave fo another eligible employee. Allempls lo donale sick leave,
compensatory lime or floating holidays will not be approved.

An employee may donate shared leave by submitting o completea Voluntary Shared Leave
Donation form to the Human Resources Department.

An employee may nol donale more than his/her available earned vacation amount.

The minimum allowable donation musl be equal fo the donalor’s ull workday incremenls,
whether in eight (8) hour, seven and ane-half [7.5) hour, or proraled [part-lime) blocks.

A ful-time employee's donated hours, whether eight {8) hour or seven and one-half {7'4) hour
blocks, will be received by the full-time applicant in thal same increment. That is, if an employee
who normally works a seven and one-half {7'4) hour day donates a day to an applicant who
normally works an eighi (8) hour day, the donation will be credited as seven and one-half {7'4)
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hours. Likewise, if an eight (8] hour employee donates a day, it will be received by the seven and
one-half {7'4) hour recipient as eight (8) hours. In the event a pari-time employee donates one
of their regular days, for example a four {4) hour day, 1o a ful-fime employee, that recipient will
receive four (4] hours. In the event o full-ime employee donates an eight (8] hour day to a part-
time employee, the part-time recipient will receive eight {8) hours. Al no fime will a recipient be
paid for more than the number of hours they normally work. In all cases, donations will be credited
to the first day the recipient has been unpaid. For example, if the recipient had unpaid days
beginning June 2nd, and on July 10th they received a donation of one (1] day. that donation
would be paid out on the current check cycle but credited to June 2nd.

Human Resources will confirm thal an employee who wishes lo donate earned vacation aciually
has the vacation, will coordinate the donation wilth Payroll, and will inform the employee thot their
donation has been accepled or rejecled.

DISCLAIMER

The Voluntory Shared Leave Program is an initiative of the County Executive and may be
continued or giscontinued at any fime and without recourse by the parficipants in this Program.

The form lo request Voluniary Shared Leave can oblained from Human Resources.

VOLUNTEERS
Qulagamie Counly recognizes the value of the coniribulions made by volunteers lo the
communily and in support of county programs. However, volunleers clso expose the counly to
potenlial risk and liability. Proactive risk management! efforls can control and minimize liability
exposures and help ensure thal the use of volunieers is a positive experience for the voluniteers,
Outagamie Counly and ils residents.

This sectlion of the handbook sets forth minimum reguirements for the use of volunteers in support
of county objectives. Due 1o the nature of various volunieer programs throughout the county,
additional steps, fraining or safeguards may be prudent or required and are not limited by this
section.

A volunieer of Oulagamie Counly is defined as an individual recognized and aulhorized by
Outagamie Counly or one of ils officials, agenis or employees to perform services on behalf of
Outegamie County without receipt of salary or compensation other than expense reimbursement.

RESPONSIBILITY

It is the responsibility of the management slaff of each department ulilizing volunteers o ensure
the provisions of this section of the handbook are followed and thal any additional steps, training
or safeguards which would minimize exposure to liability are institutea.

The Human Resources Department, Risk Administrator, Corporafion Counsel and other
departments are available as needed to assist with evaluation of technicalissues associaled with
Ihe operation of the volunleer programs.
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INSURANCE COVERAGES

General Liability. The county's general liabilily insurance policy provides thal any expressly
authorized volunteer of the county, while acling within the scope of their volunieer service, is
covered by the policy, subject to its ferms, conditions and exclusions.

If o volunteer's actions cause physical injury or property damage to another and the injured party
files a claim against or sues the volunteer, the county or its insurer will defend the volunieer and
be responsible for any financial judgment incurred, provided thal the volunleer was acling within
the scope of their responsibililies, gives notlice of the claim to the county and cooperales in the
defense or litigation.

Automobile Liability. The county's cutomobile liability insurcnce policy states that anyone
operaling a county owned vehicle with the permission of the county, or their personal vehicle
while conducting counly business, is an insured subject to policy terms, conditions and exclusions.
However, when using a personal vehicle, the counly's cutomaobile liability coverage is secondary,
or excess, over any other insurance available to the volunteer. Volunteers who use their own
vehicle to conduct county business should confirm with their insurcnce provider that there is
coverage for such use. The county does not provide any physical damaoge coverage for the
volunteer's personal vehicle.

For any volunieer that is likely 1o drive in the course of their service, the Department is reguired 1o
obtain and maintain on file a Certificate of Insurance or Insurance Idenftification Card that verifies
automobile insurance coverage ot least equal to the Wisconsin minimums. The Department will
also oblain evidence of continued coverage il the volunieer's insurance expires during the term
of service wilh the county. State minimums are listed on the Risk Administrafion websile under the
"Insurance Info" tab.

Volunteer Accicgent Policy. The county provices accident insurance to all volunteers which covers
medical, dismemberment and death benefits to a maximum of $25,000 per occurrence along
with a $1,000 dental benefil. These benefils are payable for an injury sustained while on the county
premises ond participating in authorized volunteer work or while fraveling in connection with
volunteer aclivities while under direc! supervision of the county. The county does not provide any
coverage for loss of income. permanent disability or other non-monetary damages or injuries.

Reporting. Volunteers musi report all incidents/accidents related o their volunteer service to their
supervisor as soon as possible and complete a Volunteer Report of Injury or Accident [Addendum
3) which must be Tforwarded o the Risk Administraior within 48 hours. Verbal nolificalion to the
Risk Administrator should be made as soon as possible.

MINIMUM PROCEDURAL REQUIREMENTS

All volunieer candidates should be screened and interviewed based on interests and suitability
for the responsibilities of the assignment by the supervising departiment. References should be
obtained, documented and refained.

Basic information will be collected and meintained by the supervising department or agency for
allindividuals retained as voluniteers prior to the provision of any services on behalf of the county.
The basic information will include: Name, Telephone Number, Address and Dale of Application.
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An Outagamie County Volunteer Information Form is atlached [Addendum 1). Use of this
particular form is optional. Based on the nature of the volunteer assignment, additional
information may be required.

Criminal Backgrouna Investigalions will be required for volunteers who are assigned lasks in which
there will be unsupervised interaction with clients and/or where the handling of money or sensitive
information is involved. The Human Resources Depariment will pay for Criminal Background
Checks ang will assist with processing the checks as necessary. Any questionable information
obleained in a background check should be discussed with the Human Resources Departiment or
Risk Administrator.

Motor Vehicle Operations Checks are required for all volunteers whose responsibilities will include
driving any vehicle [county or personal] in the fulfillment of their assignmenis. Any check that
reveals an infraction within the pasi 3 years must be reviewed with the Risk Administrator. Deicils
for completing Motor Vehicle Operclions Checks can be found on the Risk Administration websile
under the "Insurance Info" fab.

The supervising department or agency will provide all volunieers with a written description of their
responsibilities and duties and should include at a minimum: volunteer title, supervisor or point of
contact, objective of the position, duties of the position, and requirements necessary to perform
the duties. The supervising department or agency will conlrol the lime and aclivilies of the
volunieer and mainiain records which will, at @ minimum, indicale the beginning and end of
volunteer service for each individual.

All volunieers should receive basic fraining on how to carry out their responsibililies. Based on the
complexily and responsibilily of the assignment, instruclion will vary from an informal orientalion
lo a formalized Iraining program. Training will include safely issues and incident reporling
information.

It will be the responsibility of the supervising department or agency to monitor the performance
of volunteers and ensure that volunteers are performing up fo standards and in the best inferesis
of the county. Those not performing up to expectations will be relieved of their responsibilities.

RECORDS RETENTION

Records of each volunteer's basic information, begin and end dates, and any other perfinent
information will be retcined by the supervising department or agency for o period of seven years.
In the event a juvenile is retained as a volunieer, those records will be kepl for a period of seven
years from the date the individual reaches the age of majority {18).

A copy of the Volunileer Form can be obtained from Human Resources.

WHISTLEBLOWER PROTECTIONS

A whislleblower as defined by this policy is an employee of Oulagamie Counly who reporis an
activity that they consicder to be illegal or dishonest to one or more of the parties specified in this
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Policy. The whistleblower is not responsible for investigating the activity or for determining fault or
correclive measures; appropriale management officials are charged with these responsibilities.

Examples of illegal or dishonest actlivilies include bul are not limited fo violations of feceral, slate
or local laws; billing for services nol performed or for goods not delivered; and other fraudulent
financial reporiing.

If an employee has knowledge of or a concemn of illegal or dishonest frauduleni activity, the
employee is to contacl the Human Resources Director or their designee. The employee musl
exercise sound judgment fo avoid baseless allegations. An employee who intentionally files o false
report of wrangdoing will be subject to discipline up to and including termination.

Whistleblower protections are provided in two important areas — confidenticlity, and anti-
retaliotion. Insofar as possible, the confidenticlity of the whistleblower will be maintained.
However, identily may have fo be disclosed fo conduci a thorough investigation, to comply with
the low and to provide accused individuals their legal rights of defense. Outagamie County will
not retalicte against a whistleblower. This includes, but is not limited to. protection from retaliction
in the form of an adverse employment action such as terminatlion. compensation decreases, or
poor work assignments and threats of physical harm. Any whistleblower who believes they are
being retaliated against must contact the Human Resources Director immediately. The right of a
whislleblower for profection against relaliation does not include immunily for any personal
wrongdoing that is alleged and investigated.

In the event that such a report requires disclosures of frade secrets, the DISA provides for immunity
lo the employee for cerlain disclosures of frade secrels.

Pursuant to 18USC1893({3) and Wis. Stal. § 134.90(1){c). the term "frade secret”" means all forms
and types of financial, business, scientific, technical, economic, or engineering information,
including patterns, plans. compilations, program devices, formulas, designs. protolypes, methods,
technigues, processes, procedures, programs, or codes, whether tangible or intangible, and
whether or how stored, compiled, or memorialized physically, elecironically, graphically,
photographically, or in writing if— (A]the owner thereof has taken reasonable measures o keep
such information secret; and [B)ihe information derives independent economic value, aclual or
potential, from not being generally known to, and not being readily ascertainable through proper
means by, another person who can obiain economic value from the disclosure or use of the
information.

Defend Trade Secrels Act [D1SA) Compliance: "Immunily from Liability for Confidential Disclosure
of a Trade Secrel 1o the Gavernment or in a Court Filing:

{1) Immunity—An individual shall not be held criminally or civilly liable under any federal or state
trade secret law for the disclosure of o trade secret that—(A) is made—[i} in confidence fo a
federal, state or local government official, either direcily or indirectly, or to an attorney; and [ii)
solely for the purpose of reporling or invesligating o suspecied violation of law; or (B is made ina
complaint or olher document filed in a lawsuil or other proceeding, if such filing is made under
seal.

(2] Use of Trade Secret Information in Anti-Retaliation Lawsuit—An individual who files a lawsuit for
retaliotion by an employer for reporting a suspected violation of law may disclose the frade secret
to the attorney of the individual and use the trade secret information in the courl proceeding, if
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the individual—{A| files any document containing the frade secret under seal; and (B) does not
disclose the frade secret, excepl pursuant fo court orger.”

Clrf

WISCONSIN RETIREMENT SYSTEM
Employees expected to waork 1200 hours and at least one year are eligible to participate in the
Wisconsin Refirement System [WRS) as administered by Employee Trust Fund (ETF). This State-
administered program covers employees from the first day in a qualifying position; however,
employees hired on or after July 1, 2011 will be subject fo a five (5] year vesting requirement.

The refirement plan consists of two parls: an employee-required portion and an employer-
required poriion. Oulagamie Counly pays the employer portion, and employees are responsible
for paying the employee-required porlion. However, Sherili's Deparimen! proteclive stalus
managemen! staff hired prior fo July 1, 2011 will have the same Wisconsin Relirement System
coniribution arangemenl as the Depuly Sherifl's Association. Contribulion rales are determined
by the Trust Funds Board and are subject to change.

A separation benefit from the Wisconsin Retirement Fund can be taken upon termination of
employment. The termination must occur any time prior 1o cge 55 for general category
employees, or if over 55, a separation benefit would be avcilable to participants who are not
vested. A separction benefit is a lump sum withdrawal of the employee contribution balance
which will include all employee confributions (whether deducted from the employee’s salary or
poid on the employee's behalf by the county] plus accumulated interest. The employerrequired
conftribufions are forfeited.

On refiremeni, employees vested in the Wisconsin Refirement System can apply for a lifetfime
monthly annuily based on the plan's available formula calculation or other oplions as allowed by
EIF. Employees severing therr employment stalus with the county should contact the Human
Resources Depariment fo obtain the applicable forms and information regarding their refirement
account. Reliring employees are encouraged o confact ETF at least six [6) months in advance
of their anticipaied refirement date.

WORK WEEK AND HOURS
Oulagamie County maintains work hours which are compalible with state law, deparimenial
functions, and the maintenance of effeclive work schedules. The counly reserves the right to
madify he normal schedule of hours.

Each payroll period is two weeks long, beginning on a Sunday and ending on a Saturday, and is
known as a bi-weekly payroll, with the exception of cerfain Highway employees who are on a
semi-monthly schedule. Payaay for most county employees is every olher Friday.
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With the exception of Section 7 (k) Sheriff Department employees, the normal work day for regular
full-time employees shall generally be 7.5 - 8 hours and a normal work week shall generally be 37.5
- 40 hours. Employesas on a 37.5 hour work week schedule shall be compensated at straight-time
pay for all hours workea between thirty-seven and one-half (37.5] and forty {40) hours per week.

Brewster Village: Fulklime regular Brewster Vilage employees shall work a normal day of eight (8]
hours and a normal work period of forly [40) hours or eighty [80) hours, depending on assignmeni.
Brewster Village nursing slaff will receive o shift differential as defined on the wage schedule. The
work schedule will be posied ol leasl Iwo (2] pay periods in advance and posted on the
respeclive neighborhoods. In the event of a layolf, the work schedule shall be made Iwo (2)
weeks in advance of the effeclive dale of the layoff and postea on the respectlive
neighborhoods. Any devialion from this schedule, if requesied by an employee, shall be the
respansibility of the employee o have someone to work in their ploce as long as il does nol involve
overlime pay. Exceplions may be made in cases of iliness, bereavement leave, or vacation.

Sheriff's Department: The normal work week for full-time employees classified as
Telecommunicator, Correctional Officer, and Joil Operations Assistant will typically be 5 on - 2 off,
5 on - 3 off, and the normal work day for such employees shall consist of an eight and one-third
[8.20) hour shift. Shifts for Communication Center Personnel and Jail Operations Assistants shall be
assigned as determined by the county. Other assignments to the various shifts may be made by

the county as needed.
e

WORKER'S COMPENSATION
It is the policy of the Outagamie County to provide o workers' compensalion program al no cost
to employees. This program covers any injury or iliness sustained in the course of employment.

Workers' compensation is a "no-faull” system thal provides compensation for reasonable medical
expenses and wage losses lo employees who are injured or who become ill because of
employment.

Outagamie County has self-funded workers' compensation insurance with a third-party claims
administrator. The insurance provides coverage for related medical and rehabilitotion expenses
and o portfion of lost wages to employees who sustain an injury on the job. Worker's Compensation
begins on the employee’s first day of work.

The County abides by all applicable state workers' compensation laws and regulations.

If an employee suslains a job-related injury or iliness, the employee is required to nolify the
Supervisor and/or Risk Adminisiration. The employee will complete and sign an Injury Report. The
Supervisor will also complete an injury repor! and return both the employee's and their form to the
Risk Administrator who will file the claim. In cases of true medical emergencies, the employee
should report to the nearest emergency room anga nolify his or her supervisor as soon as possible.

In the case of serious work-related injury which reguires the employee to leave work to seek
medical attention on the date of the injury, a full day's pay will be cllowed for the first day,
regardless of what time of day the injury was sustained after the official starting fime. Per Wisconsin
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statutes, Chapter 102, if an employee misses work due to a work injury {or work illness), workers'
compensafion will pay up to two-thirds of the employee’'s gross average weekly wage. A three-
day waiting period may apply. To receive any wage benefit, missed time must be authorized by
the employee's treating physician.

No employee will be allowed 1o take sick leave for an occupational injury except as ciled above,
as per ruling of the Wisconsin Division of Workers' Compensation. Compensation is always paid on
legal holidays falling on a work day, and when an employee is off work due to an injury over a
holiday, hey cannol receive holiday pay from the Counly. Compensalion is figured at six (6) days
per week.

If an employee refurns to work after an injury and they have to go back to their doclor for
treatment or checkup, such time can be charged fo sick leave. If any employee is off from work
at the close of the year becouse of occupational injury and still has unused vacation time. such
lime can be token in the following vear, wilh authorization from the Administrator.

During the fime cn employee is receiving temporary-total Worker's Compensation benefits, the
County will continue paying its share of the Health Insurance premium, for @ maximum of twelve
{12) months.

Worker's Compensafion Differentfial Pay for Correclional Officers, Telecommunicalors, Process
Servers, Operations Assistanis & Records Specialists {former OCJCA employee group): In the evenl
a full ime employee becomes entitled o and receives Worker's Compensation payments for
temporary-total or temporary-partial disability under Chapter 102 of Wisconsin Statutes, the
employee’s Worker's Compensation paymenis will be supplemenied so thol the employee will
receive eighly percenl [80%) of their full salary during scid period up to a maximum of twenty-six
(26) calendar weeks from lhe dale of the original injury or illness. This shall be accomplished by
the County paying the employee the difference between the employee's Worker's Compensation
check and the employee's normal salary for the period covered by said Worker's Compensafion
check. For purposes of this paragraph only, an employee shaoll be considered as entitled to
Worker's Compensalion paymenls for temporary-total or temporary-parlial disabilily during the
first three (3] cays of any iliness or injury, notwithstanding the provisions of Chapter 102 of Wisconsin
Statutes. Parl lime employees in these positions do nol qualify for this differential pay.

Workers' compensation benefits {paid or unpaid| will run concurrently with the Family and Medical
Leave Act, if applicable, and where permitted by state and federal law.

Information on how to reporl an injury can be found on the Risk Administralion webpage
http://myoc.ora/home/showpublisheddocument/4646/638047862218330000
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GLOSSARY OF TERMS

The folflowing definitions are in alphabetical order and are presented here as resources for your
use as you use the handbook.

Active Employment: Performing actucl work for the county for which the employee receives pay.
Adjusted Date of Hire: A dote used as a starting point to track such things as fime in grade.
Allocation: The assignment of a position 1o o class.

Anniversary Date: The cate an employee begins county employment. Also known as "Date of
Hire".

Board: The Outagamie County Board of Supervisors.

Class: One or more posilions which are sufficiently alike in duties ana responsibilities to warrant
using the same title, similar qualifications, seleclion processes and the same pay range.

Class Specification: A written description of @ class conlaining the class fitle, a general statement
of the duties and responsibilities, examples of typical duties performed, and minimum
gualifications required.

Class Title: The official designalion or name of the class as stated in the class specification. The
class fitle shall be used on all personnel records and other official persannel actions.

Classification Plan: The sum total of all job class specifications in the county service anad a system
showing salary and classification relationships.

Compensatory Time: The hours absent from duty granted to compensate for authorized overtime
worked.

Conlinuous Service: The tolal lenglh of employment wilh the county withoul break or inlerruplion.
Demaotion: The assignment of an employee from one class to onother class with a lower payraenge.

Department: A unil of government having a separate operafional budget, usually reporling
direcily fo the County Executive.
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Department Head: A county official with the responsibility for the operation of @ county
department and that department's budget.

Disciplinary Action: The action taken to giscipline an employee for cause which may include any
action from a verbal reprimand up fo and including discharge.

Effective Date: The date al the beginning of a payroll period on or following the eligibility date for
which a change in pay is 1o be implemented.

Eligible: A person cerfified as meeling the iraining, experience, and skill requirements and as
successfully completing all parts of the selection process when formal selection devices are used.

Eligibility Dale: The date an employee becomes eligible for benefits and/or change in salary.
Eligibility List: A list of persons eligible to fill positions in @ particular job class.

Emergency Appoiniment: An appointment nol 1o exceed thirty calencar days which may be
made in case of unforeseen emergency and when necessary to prevent impairment of county
service.

Employee: An individual who is employed by the county and is paid in parl or whole through the
counly payroll. This specifically excludes leased, employmenl agency and indepenaent
contractors.

Employee Complaint: A formal employee complaint regarding olleged poor waorking conditions,
unjus! application of discipline, or unfair application or violation of the personnel rules and
regulations of the county or the department for which the employee works.

Entrance Pay Rale: The rale al which an individual not currently on the payroll will normally be
paid upon joining the county service.

Full Month of Service: Minimum of ten [10) times an employee's Factor (Full Time Faciors: 8 and
7.5; Part Time Factors: As assigned by Payroll or employee’s department); 10 is derived from 10
days of service in @ month.

Immediate Family: Inclucdes spouse, child, parent. brother, sister, mother-in-law, father-in-law,
sister-in-law, brother-in-law, daughter-inlaw, son-in-low, grandparent, stepparent, stepchild,
stepbrother, or stepsister.

Jurisdictional Commiliee: Thal commiltee eslablished by the Counly Board 1o be the policy and
budget oversight commiltee for a parlicular depariment.

Layoff: The involuntary separation of an employee because of lack of work, lack of funds, or the
abolishment of a position.

Leave: An authorized absence from regularly scheduled work hours which has been approved
by proper authority.

Overtime: Time an employee is direcled and authorized to work in excess of forty (40) hours in one
work week, or other hours as determined by Federal or State law for applicable low enforcement
or Brewster Vilage staff.

Pay Plan: A schedule of pay ranges for all classes of positions in the county service.
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Pay Range: The minimum and maximum rates of pay established for each class of positions.

Pasition: A grouping of dufies and responsibilities to be performed by an employee. A position
may be filled or vacani, full-time or pari-time, regular or temporary.

Promotion: The assignment of an employee from one class to onother class with a higher pay
range.

Reclassification: The reassignmeni of a position from one class to another fo recognize a change
in the duties and responsibilities of a position or to correct an error in the original assignment.

Reinstatement: The aclion by which o former employee may be reinstated 1o a position with pay
and/or fringe benefits comparable o thal received at the lime of separalion or as may be
appropriaie at the time.

Reprimand: A written notice to an employee that the supervisor believes a deficiency exists in the
employee's work performance or conduct and improvement is needed, which is filea in the
employee's Human Resources Department personnel file.

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

Termination: The removal of an employee from the payroll for voluntary, or involuntary reasons,
including aismissal, resignation, refirement, or dealh.

Transfer: The assignment of an employee from one position to another in the same class or to a
class with the same pay range.

Vacancy: A duly created position which is not accupied and for which funds have been provided.

ADDITIONAL RESOURCES

Internal Cutagamie Counly Website (for employees only)
http://myec.or

External Qutagamie County Website
hitps://www.oulagamie.org/

Administrative Rules & County Executive Newsletter
http://myoc.org/departments/county-executive

Human Resources Webpage
hitp://myoc.org/departmenis/human-resources

Tyler-Munis Employee Self-Service
https://outagamie.munisselfservice.com/

Various Policies and Procedures
hitp://mvoc.org/applications/policies-procedures
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