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RESOLUTION NO.: 60—2024-25

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 the Outagamie County Employee Handbook has been submitted for
review.

Administrative Rule AR-2024-02 updates the Outagamie County Employee Handbook with
adjustments to:
e Life Insurance
o Outagamie County provides group life insurance for full-time employees, and
will be eligible the first of the month following one (1) month of continuous
employment.
e Long-Term Disability
o Coverage becomes effective the first of the month following one (1) full month
of continuous employment of eligibility.

Administrative Rule AR-2024-02 replaces Administrative Rule AR-2024-01.

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

BE IT RESOLVED, that the Outagamie County Board of Supervisors does hereby approve
Administrative Rule AR-2024-02 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 as pertains to Life Insurance and Long-Term Disability, and

BE IT FURTHER RESOLVED, that this rule shall be numbered AR-2024-02, shall replace AR-

2024-01, and will be on file in the manual entitled “Outagamie County Administrative Rules” in the

Outagamie County Clerk’s Office, and
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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 October 2024

Respectfully Submitted,
LEGISLATIVE/AUDIT & HUMAN RESOURCES
COMMITTEE

Cathy Spears Sara MacDonald

Ryan Ferguson John Kostelny

Sarah Weinberg

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-2024-02
Effective: 11/04/2024
Replaces: AR-2024-01

QOutagamie County Employee Handbook
Adopted: TBD

Introduction

This Administrative Rule updates the Outagamie County Employee Handbook with
adjustments to:

e Life Insurance
o Outagamie County provides group life insurance for full-time employees, and will
be eligible the first of the month following one (1) month of continuous employment.

e Long-Term Disability
o Coverage becomes effective the first of the month following one (1) full month of
continuous employment of 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. 2-52 — Rule 9 — Administrative Rule Review requires all
administrative rules to be submitted to the Legislative/Audit and Human Resources Committee
who 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.

Policy

The attached matrix details the specific language changes to the handbook which can be found in
the attached modified Employee Handbook.
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RESPONSIBILITY

It is the responsibility of each member of management to create an atmosphere free of
unacceptable behavior. Allmembers of management are responsible for preventing and/or
eliminating unacceptable behavior in their work areas. In addition, it is the responsibility of il
employees, contractors, vendors and visitors to respect the rights and feelings of other
individuals.

COMPLAINT PROCESS

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

a) notifying their department management staff who will then nofify the Human
Resources Department, or;
b) notifying the Human Resources Deputy Director or Director,

This report can be made verbally or by completing a Complaint Form found on
MyOC.org/Human Resources/Employee Relations. Complaints should 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 notified
immediately by calling 9-211. Human Resources should then be notified. Human Resources
and/or department management will take steps to minimize the potential for further viclence
or the fulfillment of any threafened viclence.

The county recognizes that false accusations can have serious effects on innocent individuals
and their families. Consequently, false accusations will resutt in appropriate disciplinary action
against the complaining party.

INVESTIGATION PROCESS

Allegations of protected class harassment will be investigated in a timely and thorough
manner by members of the Human Resources Department in conjunction with department
management staff.

Other ailegations of unacceptable conduct will be investigated in a timely and thorough
manner by department management staff or Human Resources staff in conjunclion with
department management staff if appropriate.

Where dllegations 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 that a weapon or evidence of violent behavior has
been concealed. Any employee failing to cooperate with such a search will be subject to
disciplinary action.

REMEDIAL ACTION

Revision Date: July 2024
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is defined as meeting or exceeding urine concentration levels of prohibited substances as
established by the DOT. Misuse is defined as exceeding the normal urine concentration
range for a drug as prescribed.

Employees will not be permitted to work it 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 that an employee is under the influence of alcohol or
drugs, the employee may be required to submit to testing specified by the employer.

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

Reasonable suspicion is defined as specific, contemporaneous, articulable observations
about the conduct, appearance, speech or 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 accepted as the
sole basis for reasonable suspicion.

Reasonable 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 at all possible, the Human Resources Department should
be consulted before proceeding. Human Resources will provide the manager with a list of
state certified testing facilities.

Where testing is indicated, a member of management must complete a Referral
Authorization Form and escort the employee to the designated tesling facility, present the
Referral Authorization Form, and remain with the employee at the test site throughout the
testing process. Under no circumstances should an employee, suspected of being under the
influence of alcohol or drugs, be permitted to drive themselves to the tesfing site.

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

Following testing, the escort will return the employee to the worksite. If during normal business
hours, the employee wil be brought to the Human Resources Department to await fest results.
If not during normal business hours, or if fest results are not immediately available,
arangements should be made for the employee to get home where the employee will await
return to work insfructions.

Test results will be reporfed to the Human Resources Department as elther positive or non-
positive as soon as they are available. An employee will not be permitted to work while
awaiting test results.

Revision Date: July 2024
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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 to discipline.

Where non-positive results are obtained from the BAT and Rapid Drug Screen, Human
Resources will clear the employee fo return to work immediately. Management should
investigale the circumstances that led to reasonable suspicion. The EAP may be consulted in
this regard.

CHALLENGING RESULTS

An employee may request a blood sample be drawn at the fime of the BAT if they wish to
ultimately challenge the results of the BAT. The blood sample may be analyzed at a lab of
the employee's choice. The results of the blood analysis will govern.

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

RETURN TO WORK FOLLOWING POSITIVE RESULTS: ALCOHOL

Employees testing 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
consen! agreement allowing the release of information regarding treatment
recommendations, cooperation, follow-through, and readiness to relum to work.

If discipline does not result in termination of employment, the date and fime of return fo work
will be determined by the Human Resources Department or the employee’s manager.

RETURN TO WORK FOLLOWING POSITIVE RESULTS: DRUGS

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

Positive results are forwarded to the Medical Review Officer [MRO) at the designated testing
facility who will review the results of the detailed analysis and contact the employee for
additional information. The employee may be required to present proof regarding the usage
of prescripfion medications. The MRO will then consult with the Human Resources
Department.

After the results are made known to the Human Resources Department, the employee festing
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 treatment recommendations. cooperation,
follow-through, and readiness to return fo work.

If discipline does not result in termination of employment, the employee may nof retumn fo
work without evidence of a non-positive test.

Testing for purposes of return to work may be completed at a state cerfified facility of the
employee's choice but must use threshold levels established by the employer.

Revision Date: July 2024
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Employees are also responsible for keeping the general lactation room clean for the next
user.

This responsibility extends to both designated milk expression areas, as well as other areas
where expressing milk will occur.

Milk Storage:

If milk is stored in @ common refrigerator, employees should label all milk 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 Staff Lactation Room Outlook Calendar or sign-up calendar
displayed on lactation room door to schedule milk expression times that are most convenient
or best meet their needs.

A Staff Lactation Room has been established on Level 3 of the Administration Building, on
Level 2 {Heritage Square) at Brewster Vilage and ground floor of the Justice Center. All
county employees are welcome fo schedule fime in these rooms. In other buildings where
fhere is not a dedicated lactation room, the employee must work with their management
staff fo establish appropriate accommodations. Temporary Lactation Rooms have been
identified at Highway Department, YFS, Solid Waste and the Sheriff's Department. If an
employee has comments, concerns, or questions, regarding this issue, they may contact
Human Resources.

EMPLOYER RESPONSIBILITIES

Milk Expression Breaks:

In accordance with the Fair Labor Standards Act (FLSA), Outagamie County will provide
nursing mathers 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 each employee based on her work schedule, If
possible, the lactation time is to run concurrently with any break time already provided.

Lactation time beyond the regular break time is unpaid and will be defermined between the
employee and the employee’s supervisor.

A Place 1o Express Milk:

In accordance with the Fair Labor Standards Act [FLSA), a private room (not a toilet stall or
restroom) shall be available for employees to breastfeed or express milk, The room will:

¢ Be private and sanitary

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

* Have an electrical outlet

e Bein close proximity fo the employee's work area

* Contain comfortable seating

Revision Date: July 2024
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The parties agree that they will comply with all federal and state regulations that pertain to
the commercial driver's licenses.

Any employee who receives a citation for any offense that has a potential penalty of the
suspension, revocation, or disqualification of their CDL shall notify their Department Head, or
their designee, by 7:.00 a.m. on the next business day. Failure to comply will make the
employee ineligible for this Section and subject fo discipline.

This opportunity shall be given to any employee only once during that employee's
employment with Outagamie County. A second major offense, or a series of serious traffic
violations resulting in CDL disqualification, shall result in termination.

The county will provide an unpaid leave of absence not to exceed thirteen (13) months fo a
maximum of two (2) employees at a time, who are disqualified from holding a CDL due to
circumstances arising outside of work. Furthermore, it is recognized that loss of a CDL due to
circumstances occuning 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 to the extent that the Department Head determines
that work is available. The employee may also be assigned to other work duties in other
departments for which the employee may be qualified, 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 assignment is into a higher
classification, the employee will be paid their normal rate.

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

The decision of the Depariment Head to offer, or not to 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 reinstated 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 discrefion to fill the employee's position on a temporary basis during
the leave of absence in any manner it deems appropriate. The county may also temporarily
fill the position infernally, and it shall not be subject to the posting process.

The employee will be required to use available vacation and floating holidays prior to an
unpadid leave of absence. Following the utilization of any paid leave, the leave of absence
shall be without pay or benefits. It is agreed that the employee shall nol file for
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 benefits accrued prior to the paid leave of absence but will not
accrue benefits while on the unpaid leave.

Revision Date: July 2024
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CRITERIA FOR APPROVAL

Closses 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 related to the employee's current job, be preparation for a
promotion to an existing county job for which the applicant would otherwise qualify, meet
the requirements for specialized training related to a current assignment; or be required as
part of a degree program that meets these qualifications.

Funds must be available in the department budget of the employee. If funds are notf
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 grants or any other form of payment are not eligible for
reimbursement under this program.

MAXIMUM AMOUNTS

Reimbursement is limited fo fuition and books. All other fees and expenses are the
responsibility of the employee.

Maximum  reimbursement  amounts, unless approved otherwise by the
Legislative/Audit/Human Resources Committee, Finance Committee and County Board,
include:

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 status from part-time to full-ime or ful-time to part-fime,
reimbursement maximums will be based on the status that the employee maintained for the
maijority of the length of the actual course.

Where an employee takes both 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 Tuition Reimbursement Request for Course Approval form. One
Application for Approval must be completed for each class. Forms are available on the
MyOC.org/Human Resources/Administrative Support webpage.

APPROVAL PROCESS

The completed Request for Course Approval form must be submitted to the employee's
Department management for review and approval. If approval is granted at the
department level, the department will then forward the form to the Human Resources who
wil review the application for completeness and approve or disapprove the application in

Revision Date: July 2024
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accordance with established approval criteria and annual maximums. A copy of the
Request for Course Approval will then be returned to the employee's supervisor with
indication that the course was either approved or disapproved. |If the course was not
approved, the reason will be clearly stated.

CRITERIA FOR REIMBURSEMENT

e Requests for reimbursement must be made within a sixty (60) day period following the
conclusion of class.

s Exceptions to this criferia require special approval from Human Resources and the
appropriate Department.

« Employee must be employed with Outagamie County at the fime of request for
reimbursement.

s A grade of "C" (or better) or "pass’ must be attained.

REIMBURSEMENT PROCESS

Employee must submit ta Human Resources, a completed Reimbursement Request Form with
appropriate signatures and account numbers and attach the following:

(a} Verification from the educational institution that payment covering or in excess of the
reimbursernent amount was made.

(b} Verification from the educational insfitution of the course, credit and grade received by
the employee.

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

EMPLOYMENT LONGEVITY

Employees that voluntarily terminate employment with the county prior fo the completion of
two (2) years of employment from the course End Date will be required to pay back a pro-
rated portion of their reimbursement amount. The pay back wil be 1/24th of the fotal
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
Request for Course Approval form.

Employees who are involuntarily terminated prior to the completion of two (2) years of
employment from the course End Date will be obligated 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 fwenty-four (24) months employment post course End Date. This amount may
be collected from the employee by the employer in the form of a deduction on the
employee's final paycheck, a cash or check payment from the employee, or referred to a
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 date of reimbursement will be considered the
end Date.

RECORDS

Revision Date: July 2024
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Information on the complaint process is available to each employee by contacting the Human
Resources Department,

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

The name and position of the grievant;

A clear and concise statement of the grievance;

The issue involved;

The relief scught;

The date the incident or dlleged violation took place;

The specific section of the policy or workplace safety rule alleged to have been
violated; and

7. The signature of the grievant and the date.

= ok R ) T

The term "days" means regular business days, Monday through Friday, other than weekends and
holidays, regardless of whether the employee or their classification is scheduled to work. The fime
within which an act is fo be done under this policy shall be computed by excluding the first day
and including the last day.

A “grievant" is an employee of Outagamie County and shall not include employees subject to a
collective bargaining agreement addressing employee discipline, termination and workplace
safety, statutorily appoeinted individuals identified specifically in statute as serving at the pleasure
of an appointed authority, elected officials, and independent centractors. Any grievant may
request a peer or oufside representative of their choice to attend meetings related to the
grievance. Any cost associated with external representation is the responsibilily 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
environment, the safe operation of workplace equipment and tools, provision of protective
equipment, training and waming requirements, workplace violence, and accident risk.

“Discipline” means oral reprimands (where a written record of the reprimand is placed in the
employee'’s file), written reprimands, suspension, performance improvement plans, and demotion.
Discipline does not include counseling, job coaching, paid administrative leave for pending
investigation, change in job assignment or location, performance reviews, work plans, or
corrective actions that do not include a reprimand or other adverse employment action.

“Termination” means discharge from employment. Layofis (reduction in force), voluntary
resignation, failure to refurn to work from a layoff, absences when not on an approved leave, job
abandonment (no call / no show) and loss of license or certification. Inability to perform due to
physical or mental condition are not considered terminations and are not subject to this process.

First Step

Within ten (10} days after the facts upon which the grievance is based or should have reasonably
become known, the employee shall present the written grievance to their immediate supervisor,
who will review the grievance with the department head. The department head shall give @

Revision Date: July 2024
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written answer within fen {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 Step

If the grievance is not satisfactorily resolved at Step 1, it may be submitted by the grievant fo the
Human Resources Director 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
representative of the Human Resources Director will meet with the grievant in an effort to resolve
the issue(s) raised by the grievance. Within ten [10) days after the meeting, the Human Resources
Director shall respond to the grievance in writing.

The Human Rescurces Director shall aiso 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 Human 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 adverse decision, the decision at the
second step may be appealed by a written statement forwarded to the Human Resources
Director, parficulary describing the reason for appeal. The grievance will be referred to an
Independent Hearing Officer (IHO], who will be designated by the County Executive. Any costs
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 request of the parties, and decide if a transcript is necessary. The IHO may require the
parties to submit grievance documents and witness lists in advance of the hearing to expedite
the hearing. The burden of proof shall be "a preponderance of the evidence”. In termination
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 matter presented in the inifial grievance filed by the employee.
The IHO shall have the power fo order only the following remedies: withdrawal of a verbal or
written reprimand, reduction of suspension, and transfer to original position from demoted
position, reinstatement with or without 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 at Step 3 1o the County Board, by filing written
nolice appedling the decision of the IHO in the Human Resources Director's office within ten (10)
days of the decision of the IHO. The County 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
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and New Year's Day fall on the weekend, the following Monday wilt be the observed holiday; and
it December 24th or 31st fall on the weekend, the preceding Friday will be the observed holiday.

To be eligible for holiday pay, employees must either work the actual/observed holiday itself, or
work the last regularly scheduled workday preceding the holiday and the first regularly scheduled
workday following the holiday, unless the employee is on approved paid time off. When a holiday
falls within a period of leave without pay, the employee will receive no holiday pay. When a
designated holiday falls on an employee's scheduled day off, an additional day off will be
substituted. A "regularly scheduled day" is based on the proration amount of the employee, with
a maximum of eight (8} hours per holiday.

Employees assigned to those departments that work a 24 hours, seven (7) day a week schedule
will follow the specific holiday practices and schedules currently in effect in those departments.

All regular full-time and benefit-eligible part-time employees shall receive their regular
compensation for county-observed holidays, based on their proration factor. Employees normally
scheduled to work more than their prorated hoeliday hours may use vacation, floating holiday, or
comp time 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 a holiday will receive overtime pay
of time and one half for all hours actually worked or given compensatory time off at a rate of time
and one half for anything worked over 40 hours in the week, in addition to holiday pay. As always
the use of compensatory time is to be scheduled at 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 exception, exempt employees who
are required fo work on a holiday will be eligible, based on the departments use of compensatory
time, to earn compensatory time for all hours worked over 40 {Grades 100-165) or 45 {Grades 170
and over) in the week. This time 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 earned.
Departments that do not use compensatory time have the option to allow the employee to flex
their schedule due to additional hours worked on the holiday, within the holiday week. Exempt
employees are not eligible for overfime for fime worked on holidays and not eligible for straight
pay for hours paid over 40 in that week. unless previously granted an exception. For shift pay
purposes, the holiday shail be defined to include those shifts which start on the actual holiday.

Floating holidays are paid leave not tied to any particular day (as are county observed holidays),
and are available for use at a time mutually agreeable between the employee and their
supervisor, and can be faken in increments no smaller than fifteen (15) minutes. Like county
observed holidays, full-ime employees receive credit for a full day's time. not fo exceed eight (8)
hours, and part-time benefit eligible employees will receive a pro-rated amount.

Floating holidays will be available for employee use upon hire and must 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 department, role or shift to another that has a different floating
holiday schedule, any floating holidays they are eligible tor will be based on the transfer date into
the new role or status.
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NEW EMPLOYEE IDENTIFICATION CARD PROCESS

New employees will fill out an Outagamie County Employee Identification Card Information Sheet
and will submit a headshot picture to be used for their badge. prior to their first day of hire.

Contract workers who are determined to need an individual identification card must fill out the
Contractor Identification Card form located on the HR website and have it filled out and signed
by a supervisor.

Badge information created for new employees is provided to the maintenance department, who
will then establish facility access for designated departments.

REPLACEMENT AND USE

If an employee forgets their identification card, they may obtain a temporary department
identification card tfo wear for that day. This should be obtained through the employee's
depariment.

If an employee misplaces their identification badge, they may use the department temporary
card for up to one week. The employee should immediately notify their supervisor or Maintenance
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 Human Resources.

Upon termination, all employees shall surrender their identification card io their supervisor or
Human Resources. All Supervisors shall collect Id badges as part of the lermination checklist
process. If an employee refuses to surrender the badge or does not have the badge the supervisor
shall immediately contact Maintenance so the badge can be disabled.

Any employee who is found to have used their identification card for purposes other than for
authorized Outagamie County business, or who allows another person to use their identfification
card for personal use, will be subject to the discipline process.

If an employee changes department or name, the supervisor or employee may confact the
Human Resources Department for a new identification card.

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

BADGING IN/OUT OF THE BUILDING

All visitors MUST use the Main Visitor Entrance 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 Visiter Entrance
whenever possible. If an employee forgets their access card, they shall be required to enter at
the visitor's entrance and go through security screening. Employees shall not let other empioyee
in through the employee entrances.

When using the Main Visitor Enfrance employees will be screened just like the general public

All employees MUST badge OUT of the building when exiting at the Employee Only Entrances
{do not need to badge out of exits with green stars on the map] Employees should listen for the
beep to ensure their badge was recorded. If a beep is not heard they should rescan their
badge.
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Military stipend, The applicable Union contfract, or Employee Handbook may provide for
additional pay for a short period of fime, 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 to Payroll in order to calculate any amount due.

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

If the employee retumns to work with an absence of fewer than thirty-one (31) days, the premium
amount paid for that COBRA continuation will be refunded to the employee. Also effective the
first of the following month, the employee is eligible to continue the long ferm disability insurance
coverage for up fo three (3) months and life insurance coverage for up to twelve {12) months 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 exists in an applicable collective bargaining agreement, the length of
fime the employee is on military leave of absence will be credited towards seniority as though the
employee was not absent.

During the period of uniformed services, the employee is considered on the employment status of
"leave of absence" and is not entitied to non-length of service-based benefits. Specifically,
Outagamie County non-length of service-based benefits include:

Holiday pay. Employees are required to be pdid a cerlain number of scheduled day(s) prior to
and following the fixed holiday(s) that are listed in the Employee Handbook in order to be paid
the holiday pay.

Floating holiday pay. Employees who are awarded cne (1) or more floating holiday(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 holiday(s) are not used prior to the end of a calendar year, they are
lost and will not be reinstated.

Vacation allotment. Earning vacation time is tied to satisfying the definition 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 that definition, they earn one-twelfth {1/1 2th) of
their allotment of vacation for use during the following anniversary year. Conversely, for those
months when an employee does not satisfy that definition, they do not earn any vacation time.
Any earned vacation hours not spent prior to or during an employee's military leave of absence
will be held in trust pending the reemployment of that employee.

Sick leave accrual. Sick leave accrual is tied to the employee satisfying the definition 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 that definition, they eam one (1)
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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%) hours or eight (8) hours and pari-fime status equaling a prorated amount compared to full
fime status. Any eamed sick leave not spent prior to an employee's military leave of absence will
be held in trust pending the reemployment of that employee.

wisconsin Retfirement System (WRS) contributions. WRS is a contributory defined benefit plan with
a vesting schedule as well as employer and employee required contributions. During a military
leave of absence, no WRS contributions will be made to the employee's account. Additionally,
no creditable service will be deemed unless a USERRA certification is completed. Adjustments may
be made following the employee's reemployment.

GENERAL ELIGIBILITY REQUIREMENTS FOR REEMPLOYMENT.

To be considered for reemployment following thelr military service, the employee must have met
all of the following conditions:

a) The employee must have given reasonable advance notice, most often at least thirty (30)
days, to the county of their intent to leave work for military service. That notice can be
either verbal or written, may be informal and is not required to follow a certain format.
[Note: Submission of specific documents is, however, required for Wisconsin Retirement
Systermn [WRS) purposes.] [n the event an employee is unable to provide advance notice
because of, for example, the classified nature of the service, Department of Defense
regulations allow an "appropriate officer” to give nofice on the employee's behalf. [Note:
Under Wisconsin law, an employee enlisted in the U S Armed Forces is not required to give
their employer advance notice of the need for leave.]

b) The employee has been absent from work for Outagamie County because of their military
service for a cumulative five (5) years or less in any combination of U § Armed Forces
service and / or National Guard Federal duty. In addition, other military leaves may also
not qualify in the five (5) year maximum (see USERRA 1002.103 for complete list). [Note:
National Guard members who serve under State orders are allowed a cumulafive
maximum absence of up to four (4) years.] Regardless, it is the employee’s responsibility
to provide documentation as to the exact length of the cumulative military leave of
absence, upon request of the county.

c) The employee retums to work or applies for reemployment, either verbally or in wrifing, in
a timely manner.

An employee returning from U § Armed Forces duty or Federal National Guard duty must report fo
work or submil a timely application for reemployment depending upon the 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 fitness examination. The employee must report to 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 transportation from the place of that service to the employee’s residence.
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b) Period of service more than thirty [30) days but less than one hundred and eighty one (181)
days. The employee must submit an application for reemployment, which can be written
or verbal, not later than fourteen (14) days ofter completing service.

c] Period of service more than one hundred and eighty (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 at the end of the period necessary for recovery
from the illness or injury. Absent extenuating circumstances, 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 conditions; 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 required fo provide documentation to prove the
condition(s) of the military separation.]

REEMPLOYMENT RIGHTS AND BENEFITS

Absent other circumstances and so long as the criteria listed in this policy have been met, the
employee has the right to prompt reemployment. As an example, "prompt reemployment” is
considered generally practicable by the next scheduled work day following National Guard duty;
and within two (2) weeks of the employee's application for reemployment following several years
of active duty in the U S Armed Services.

Generally speaking, the employee is entitled to reemployment in the position they would have
attained with reasonable 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,
qualifications, and disability {if any). The reemployment position may be either the escalator
position; the pre-service position; a position comparable to the escalator or pre-service position;
or the nearest approximation to ene of these positions, depending on the circumstances.

The employee may be required to take qudlifications tests, become relicensed or recerfified, or
be retrained in order to assume such position. The course of action will be determined by
Outagamie County on a case-by-case basis.

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

The wage rate paid to the employee on reemployment will take into account the escalator
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 to “credit" fime towards a step increase(s) and/or longevity
increase(s] that would have occurred with reasonable certainty if the employee had not been
away in military service.
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The time-in-grade toward any next step increase(s) and/or base salary increase(s) that 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 immediately
upon the employee's reemployment.

A reemployed employee who belongs to a Union with seniority rights will be granted seniority
credit equai 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 Family and
Medical Leave (FML) but for the military leave of absence, will be credited with the number of
hours of work they would have normally been scheduled to work during that military leave of
absence, toward their eligibility requirements for the FML.

Upon reemployment, the employee must make a choice regarding catch-up contributions to the
WRS. An employee can choose to make all, some or none of the employee required make-up
contributions. Contributions can be made within a timeframe beginning with the date of
reemployment and ending either three (3} fimes the period of military service or five (5) years,
whicheveris shortest. 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 make their own WRS
confribution. However, any vested amount already in the employee's WRS account will not be
affected by the decision whether to participate in making up the missed confribution(s}.

Reinstatement of health, dental, life and long term disability insurance coverage is not subject to
a waiting period, although service-related injuries or illnesses may create an exclusion of
coverage. If there has been a lapse in coverage, the employee must complefe enrcilment
applications within thirty (30} days of the date they retumed to work. Reemployed employees are
subject to the same insurance carrier(s) and plan(s) as those offered to all other Outagamie
County employees.

Any sick leave or vacation balance(s) will be available to the reemployed employee without o
waiting period, and future accruals will be subject to the satisfaction of the definition of “full month
of service” provisions of the Employee Handbook. If the employee's anniversary date passed
during their military leave of absence, they will be credited with one-twelfth (1/12th) of their
vacation allotment eamed prior to the beginning of the leave of absence for each of the months
they satisfied the definition of “full month of service”. Specific approval of o request(s) fo use
vacation time following reemployment is subject to the practices of the reemployed employee's
department and the Employee Handbook language in effect at the fime of the request.

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

a) between thirty-one (31) and one hundred and eighty (180} days, they must not be
terminated without cause during the first one hundred and eighty (180) days following
his/her date of reemployment; or

b) greater than one hundred and eight {180) days, they must not be terminated without
cause during the first one (1) year following his/ner date of reemployment.

DISCLAIMER

This information is published fo provide a general overview and encourage a basic understanding
of the interaction of the various military leave laws and the practices of Outagamie County. It is
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Regular part-time employees in the Sheriff's Office (in positions formerly a part of the OCJCA
employee group) will be eligible for step increases as long as their proration is 20 or more hours
per week after 12 months. Conversely, in the Sheriff's Office, full time employees who take a 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.

At twelve month infervals following the employee's date of hire, reclassification, or promotion;
both the employee and the employee's manager/supervisor will complete a comprehensive
evaluation of the employee’s performance for the previous twelve months and will establish goals
or areas of focus for the coming year. For all employees, the manager/supervisor will then finalize
the evaluation by determining approval, denial, or delay of step increases performance or other
wage schedule requirements.

The Step Program is dependent on budget 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 within the Depuly Sheriff's Association,
advancement in the pay grade is predicated on the employee meeting the key expectations of
their position and as defined by the job description, as well as the standard county evaluation
categories outlined in the evaluation form. Step increases shall occur at the beginning of the pay
period following the employee's date of hire or adjusted date of hire.

In cases of poor performance, the depariment head or County Executive may. after confering
with the Human Resources Director, withhold or delay 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 fypically 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
require approval from Human Resources before offering the position. Promotional or
reclassification increases of mare than 10% may only be given if needed io bring the employee
up to the Minimum Step of the employee’s new pay grade.

An employee who is promoted, demoted, or reclassified fo a position in a lower pay grade may
be paid at any step in their new pay grade as recommended by Human Resources and approved
by the County Executive. Allstep increases willbecome effective on the first pay period following
the anniversary date of that event.

Upon the recommendation of Human Resources, the County Executive may authorize specific
salary adjustments due to extraordinary circumstances. subject to availability of appropriated
funds. The Legislative Audit / Human Resources Committee will be notified of all such salary
adjustments.

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

In a situation where the assignment or scheduling of work requires an employee to performin a
higher level classification (higher pay grade or pay range), a femporary pay rate may be
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Non-Exempt: Non-exempt employees are paid on an hourly basis and are eligible to receive
overtime pay for overfime hours, based on criteria established by the Fair Labor Standard or
county policy.

Full-Time Regular Employee: Works a regular schedule of 37.5 or 40 hours per week or meets the
hours requirements of Section 7(k) of the Fair Labor Standards Act (FLSA).

Parf-Time Regular Employee: Works a regular schedule that is, on average, less than 37.5 hours
per week, with the exception of Section 7(k) for Sheriff Department employees. Part-time
employees, on a pro-rated basis, are entitled to the same benefits as full-time employees, with the
exceplion of Life Insurance and Long Term Disability Insurance, provided they are hired at or
averaged af least 20 hours per week for the 12 months preceding their anniversary date. Under
federal laws, part-time employees are treated the same as full-time employees under the Fair
Labor Standard Act concerning minimum wage and overtime pay.

Job Share Employee: Job sharing means that two (or more) workers share the duties of one full-
time job, each working part-time. Employees involved in a job share arangement must sign a
Job Share Agreement.

See the Job Share section of handbook for additional details.

Casval-Call Employee: One who s hired to satisfy or meet the needs of a department which are
cyclical and recurring in nature. They may have a regular/consistent, infrequent, or variable
schedule and may work as needed throughout the year but they may not work more than 960
hoursin a 12- month period. A department may hire casual call employees for approved positions
on their Table of Organization as their budget allows in order to meet the needs of the department.
If an employee is anticipated to work beyond 960 hours within a 12-month period, the supervisor
should speak with Human Resources to determine whether the status of the employee should be
changed.

Temporary Employee: A direct hire temporary employee is an hourly appointment used to fill g
classified job title in the county. A temporary employee is one who will be with the county for less
than a year and one who has a specific expirafion date. Temporary employees are eligible to
earn leave and are covered by Social Security and unemployment compensation but do not
receive any other fringe benefits.

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, at a trade or occupation in order to gain
practical work experience as part of an academic requirement, Internships will most often be
viewed as employment, unless described below, relating to other academic compensation.
Interns who qualify as employees typically must be paid at least the minimum wage and overtime
compensation for hours worked over 40 in a work week. There are some circumstances under
which individuals who participate in internships or training programs may do so without
compensation. This may apply to interns who receive training for their own educational benefit,
if the fraining meets certain criteria. The determination of whether an internship or training
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program meets this exclusion depends upon all of the facts and circumstances of each such
program.

Contract Warkers: 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. Coniract workers
may be contracted to perform work in o range of indusiries, such as system support, labor,
education, information technology, and healthcare. Some temporary jobs may lead to regular
employment where appropriate. More offen, however, departments procure contracted staff for
a specific business purpose while avoiding the cost of hiring regular employees.

Contract workers may work full or part-time but are not eligible for county benefits. Any benefifs
a worker may be eligible for would be provided by the contracting 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: Contract workers are not considered benefit eligible employees of Outagamie County and
would nof fall into the category of Employee as it pertains to this Employee Handbook.

Throughout one's employment with the county, an employee's status 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 status are quite straight forward, they will nof be discussed here. Instead,
following is an explanation of the usual types of changes that may occur.

Temporary to Regular Status: A temporary employee is one who occupies a tempaorary slot on
the Table of Organization, holds a position of limited duration for a specified period of time, or is
hired fo perform a specific project. A regular employee is one who occupies a regulor siot on the
Table of Organization and is expected to remain employed by Outagamie County so long as the
work is required and the individual performs in a satisfactory manner. Temporary and regular
employees may be either part-time or full-fime. A temporary employee who, through continuous
employment, obtains regular status in the same job classification in the same department, will
have their date of employment for the purpose of determining wage rate and date of hire,
vacation eligibility, and sick leave accrual established as of their date of employment as a
temporary employee.

Promotion: A promoted employee is one who accepts 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.

Demotion: A demoted employee is one who is assigned, either voluntarily or involuntarily, to a job
in a lower classification with a lower pay range. Whether the employee receives an immediate
decrease in salary is determined by the circumstances ot the time of the demotion and the spread
of the new salary range. Demotions may be made in lieu of layoff, may be used as a disciplinary
measure, or can be voluntary. Demotions must be approved in advance by the Human
Resources Director. Upon maving fo this new position, the employee will receive an adjusted datfe
of hire.
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Internal Department/Division Promotions or Transfers Only — Hiring Managers are allowed to fill
open paositions in their department without posting the job for the minimum five (5) day
requirement, if they fill it with an active employee from the same department and division.

To hire someone internally from within their department and division, the hiring manager must
complete a requisition request in NeoGov and the departmental employee must complete the
inter-department applicafion in NeoGov. Once the application has been completed the hiring
manager can then move the applicant to hire in NeoGov to begin the hiring process. While this
appreach 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 division wants to hire someone from another department or division, they must
post the job internally for five (5) days at minimum, following the procedures outlined 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 coordinated through and tracked by the Human Resources Department.
Advertising costs may be charged back to the department.

APPLICANT FLOW

In order to be considered for a position, an applicant must submit their application electronically
via the applicant tracking system. Only electronic applications will be accepted. Inquiries
received in other departments should be directed to apply via the Outagamie County
internet/intranet sites.

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

Human Resources will maintain applicant data and hire records within the applicant tracking
system.

SCREENING OF CANDIDATES

The HR Recruiter will work with the hifing 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.

Candidates will be evaluated based upon their qualifications for the job being filed without
regard fo gender, race, coler, religion, age, national origin, sexual orientation, gender identity,
genetic testing, and military service or on the basis on any other protected status.

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

+ In the case of county employees who are members of a bargaining unit and who may
have confractual rights related to the open position within that same bargaining
agreement, primary consideration will be given according to the contractual language.
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e In the case of non-union employees, selection of candidates for job openings will be
determined by the county from the available internal and external applications.

s« As a best practice, hiing managers should contact current managers of internal
applicants with questions related to overall performance. It is expected that all infernal
applicants be provided either a telephone or in-person conversation.

INTERVIEWING

The hiring manager will coordinate and conduct interviews of candidates. 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 utilize set interview questions for all applicants and keep
separate notes and comments on candidates interviewed. Notes and comments are not fo be
recorded on the original resume or application.

Employees are encouraged to discuss their interest in open positions with their supervisor.
However, supervisor approval is not required fo submit an application if the employee meets all
eligibility requirements. When an employee is selected fo be inferviewed for an opening, the
employee must notify their supervisor that they are being considered for a particular opening.
Such notification must take place before the interview. Non-exempt/hourly employees will not be
paid for the time they are interviewing or testing. They will be allowed to make up that fime or
take as some sort of leave time. Exempt employees should adjust their schedute accordingly.

Upon completion of interviewing, all accompanying notes and comments should be uploaded
to the applicant tracking system by the hiring manager or their designee.

TESTING

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

All testing will either be coordinated through the Human Resources Depariment or within their
respective depariment.

Test results will be shared with the hiring manager and become part of the candidate’s file.
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 and the HR Recruiter.

REFERENCE CHECKS

Whenever possible, a minimum of two (2] references should be secured prior o any offer of
employment being extended. References are to be obtained by the department designee.
Human Resources is available for assistance. Documentation of references should be maintained
in the employee's personnel file or uploaded into the applicant tracking system.
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OFFERS OF EMPLOYMENT

Starting wage rates will be determined by Human Resources in conjunction with the hiring
manager in accordance with established bargaining agreement and compensation
administration guidelines.

Start dates of all new hires coincide with the orientation calendar to ensure new hires are
beginning employment on an crientation day and complete the necessary steps to be placed
on the payroll. There may be exceptions allowed in this timing based on crifical business needs.
Any exceptions must be discussed with the HR Recruiter and approval obtained from the HR
Director or their designee.

Verbal offers of employment may be extended by the hirihg manager after consultation with the
appropriate department 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 letiers should be drafted by the HR Recruiter. Signed offer letters and applicable new
hire paperwork will be provided elecironically or in hard copy 1o the HR Recruiter who will then
attach these documents fo 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 employment are contingent on appropriate background check, POPEs (Post Offer Pre
Employment Screens), education records, required cerfifications, and/or driver's license
requirements,

Educationlevels will be verified for any position that requires a particular degree level. Verification
will consist of receipt of franscripts or direct contact with the educational institution. The Human
Resources Department is responsible to ensure that proper verification has been obtained.
Documentation regarding education level verification will be filed in the personnel files located in
the Human Resources Depariment.

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

With the exception of the Sheriff's department, Human Resources will review the report
information. Results of background investigations will be forwarded to the hiring manager as
applicable. In the case of negative results, a course of action will be determined with the hiring
manager and input from Corporation Counsel when appropriate.

Contingency documents will be stored in the employee's personnel file.
RELEASE OF INTERNAL CANDIDATES

It is the responsibility of the hiring manager and the selected employee's current manager to
mutually agree on the starting date for the new position. In general the new starting date should
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Tax and otheriegal implications. The employee must determine any tax orlegal implications under
IRS, state and local government laws, and/or restrictions of working out of a home-based office.
Responsibility for fulfilling all obligations in this area rests solely with the employee.

The employee understands that they are responsible for all equipment needs related to a home
workspace, with the exception of a county provided laptop/tablet. The County will provide
supplies related items such as: paper, ink, pens, etfc. The county will not provide laptops for the
purpose of working remotely. Only employees idenfified as having a need for a laptop when
working onsite will be provided a county laptop, which can then be used for remote 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 @ three-month trial
period will commence.

Evaluation of telecommuter performance during the trial period will include regular interaction,
by phone and e-mail between the employee and the manager, and weekly face-to-face
meetings fo discuss work progress and problems. Al the end of the trial pefied, the employee and
manager will evaluate the arrangement and make recommendations for continuance or
modifications.

EQUIPMENT

With the exception of a county issued laptop. the employee will be responsible for
providing/acquiring the appropriate equipment needs (including hardware, software, high speed
intemef, secure WIi-Fi, phone lines and other office equipment) for each telecommuting
arangement, af their own expense. The Human Resources and Information Technology
departments will serve as resources in this matter. Outagamie County reserves the right to make
detferminations as fo appropriate equipment, subject to change at any time, and in ensuring
proper security is in place o protect County related data.

Outagamie County will supply the employee with appropriate office supplies (pens, printer ink,
paper, efc.) as deemed necessary. Outagamie County will also reimburse the employee for
business-related expenses, such as phone calis and mailing costs that are reasonably incurred in
carrying out 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, cosls
associated with the sefup of the employee’s home office, such as remodeling, furniture or lighting,
nor for repairs or medifications to the home office space. Outagamie County Information
Technology Department will not pravide technical support for personal equipment, even when
co-mingled with county provided equipment. For liability reasons, Information Technology will also
nat remote info personal equipment and some technical issues for county equipment may need
to be addressed onsite.

SECURITY

Employees must adhere to all Federal State and local confidentiality laws including but not limited
to 45CFR160-164 Wis. Stat. §146.81 and .82 (HIPAA protected health information), Wis. Stat.
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INVOLUNTARY TERMINATION

Prior to termination, the Human Resources department will need to be contacied and a file review
will need to be completed. No involuntary terminations can take place without approval from
the Human Resources Director.

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 to discuss the details of the
termination. If there are any safety concemns regarding the employee's reaction or behavior after
noftification, nofify someone in the Sheriff's department in advance of the termination so a deputy
can be placed on standby.

Allinvoluntary terminations should be done with two persons present with the employee.

Prior fo or immediately after, make arrangements for Information Technology to discontinue
system access and to contact department IT resource to discontinue any department specific
access.

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

Inform the employee that benefits information will be mailed to them and encourage the
employee to contact the Employee Benefits Specialist for detailed benefits information. The
exiting 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 should indicate if the employee is eligible for any normal payourts.

VOLUNTARY TERMINATION

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

Employees must provide two weeks' nofice in order to be considered as Leaving in Good
Standing. Direct the employee fo the Leaving in Good Standing policy indicating what needs to
be done or can be done their last two weeks.

Human Resources will contact the employee regarding an exit interview.

For employees subject to annual audiogram requirements, the supervisor will contact an
appropriate medical provider to obtain an exit audiogram pricr to the employee's last day of
work. Contact the Risk Administrator for assistance.
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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 pro-rated schedule.

Vacation is determined by an anniversary year system, where on the anniversary date of hire, the
employee is granted a new alloiment of vacation benefit. The exact adllotment granted is
determined by the years of continuous service, the full-fime/part-time status, and the employee's
continuity of service.

Vacation benefits for full-time employees are accrued at the rate of one-twelfth {1/12th} of the
employee’s authorized vacation for each full menth of employment in the previous anniversary
year. A full month of employment is any month in which an employee received pay for at least
ten {10) times the employee's Factor (Full Time Factors: 8 and 7.5; Part Time Factors: As assigned
by Payroll or employee's department).

Part-time employees meeting the benefits-eligibility requirements of the county receive a pro-
rated portion of the vacation allotment, according to actual time worked in relation fo a full-time
employee with the same number of continuous years of service. Vacation hours are determined
on the employee's anniversary date of hire by Financial Services, faking info account the hours
paid during the twenty-six (26) pay periods immediately prior to the anniversary date.

Vacation granted upon hire within the first year of employment may be adjusted if an employee
takes a new position or posting. For example, if a part time employee takes a full fime posting
within the initial year of hire, his or her vacation balance will be increased based on the number
of months in the full-time paosition. Conversely, for example, if a full ime employee takes 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 part time position.

Vacation can be taken at times 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 fime to be used in as small as fifteen (15)
minute increments.

An employee who presents an acceptable medical excuse from their physician as proof of illness,
and which includes the dates of the iliness, may have that portion of their vacation leave
converted to ovailable sick leave.

Vacation allowances are not cumulative from year to year. However, on those occasions when
an employee has not used all their vacation alloiment prior fo reaching their anniversary date, a
maximum of five (5) days will be automatically cariied over into the employee's next anniversary
year. Any accumulated vacation over five (5) days will only be caried over with written approval
of the depariment head and Human Resources. Benefit eligible parl-fime employees vacation
carryover 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 unused vacation leave at the time of their leaving county
employ due in the current anniversary year plus a pro-rated amount of vacation allowance due
in the succeeding anniversary year, based on length of service subsequent fo the employee's
anniversary date. Leaving in good standing includes death and retirement and also voluntary
termination, where the employee gives notice thereof at least fourteen (14} calendar days prior
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Employees on worker's compensation are not eligible to participate in Voluntary Shared Leave as
a recipient.

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

Program participation is limited to 1,040 hours (prorated for part-time recipients), either
continuously or, if for the same condition, on a recurring basis. Additional verification from the
physician may be required. The number of hours of leave an employee can receive is equal to
the projected recovery or treatment 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 must exhaust all available vacation, sick leave, floating holiday, and compensatory
tfime {comp fime) before using any donated shared leave.

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

The establishment of a leave bank for use by unnamed employees is prohibited. Leave must be
donated on a one-to-one personal basis.

An employee may not directly or indirectly make any attempt to intimidate, threaten, or coerce
any other employee for the purpose of soliciting leave. Such action 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 donator. In the event the applicant wishes to divulge any information, medical or
otherwise, they may do so. However, there will be no release of information by Qutagamie
County, Human Resources, or Payroll, with the exception of a short announcement if the recipient
grants permission to 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 time when faced with a prolonged, life threatening
medical condition.

A prolonged, life-threatening medical condition is one which has already or is likely to require an
employee's absence from work for a prolonged period. A prolonged period is generally
considered to be at least twenty (20) consecutive work days.

An exemption fo the twenty (20) day requirement 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 requested: or if the employee has had a different but prolonged, life-threatening
medical condition within the past twelve (12) months.

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

Only those applicants who currently have a zero balance in all paid leave accounts, i.e. sick
leave, vacation, compensatory time, and floating holiday, will be considered.

The employee requesting the shared leave must provide a physician's statement describing the
specific nature of the medical condition, prognosis, 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 Certification that justified that leave, so long as the date of the Family and
Medical Leave Certification is within twelve weeks of the date of the Voluntary Shared 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 justifying the need for the confinued absence.

Human Resources will research the requesting employee's attendance history, provide
information as fo paid leave balances; and present the application form to the County Executive
or their designee who will approve or deny the request.

The employee requesting the shared leave will be informed by Human Resources as to the results
of the approval process.

DONATION PROCESS

Any eligible employee, i.e. one who currently has eamed vacation in their vacation account, can
donate vacation leave o another eligible employee. Attempts to donate sick leave,
compensatory time or floating holidays will not be approved.

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

An employee may not donate more than his/her available earned vacation amount.

The minimum allowable donation must be equal to the donator's full workday increments,
whether in eight (8) hour, seven and one-half (7.5) hour, or prorated (part-time) blocks.

A full-time employee's donated hours, whether eight (8) hour or seven and one-half {7'2) hour
blocks, will be received by the full-time applicant in that same increment. That is, if an employee
who normally works a seven and one-half (7%) hour day donates a day to an applicant who
normally works an eight (8) hour day, the donation will be credited as seven and one-half (7%}
hours. Likewise, if an eight (8) hour employee donates a day. it will be received by the seven and
one-half (7%) hour recipient as eight (8} hours. In the event a part-ime employee donates one
of their regular days, for example a four (4} hour day, to a full-time employee, that recipient will
receive four (4] hours. In the event a full-time employee donates an eight (8] hour day to a part-
fime employee, the part-time recipient will receive eight (8) hours. At no time 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.

Revision Date: July 2024



Resolution No. 60—2024-25 Page 84




Resolution No. 60—2024-25 Page 85

Page |81

Automobile Liability. The county's automobile liability insurance policy states that anyone
operating a county owned vehicle with the permission of the county, or their personal vehicle
while conducting county business, is an insured subject to policy terms, conditions and exclusions.
However, when using a personal vehicle, the county's automobile 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 insurance provider that there is
coverage for such use. The county does not provide any physical damage coverage for the
volunteer's personal vehicle.

For any volunteer that is likely to drive in the course of their service, the Department is required fo
obtain and maintain on file a Certificate of Insurance or Insurance Identification Card that verifies
automobile insurance coverage at least equal to the Wisconsin minimums. The Department will
also obtain evidence of continued coverage if the volunteer's insurance expires during the term
of service with the county. State minimums are listed on the Risk Administration website under the
"Insurance Info" tab.

Volunteer Accident Policy. The county provides accident insurance to all volunteers which covers
medical, dismemberment and death benefits to a maximum of $25,000 per occurrence along
with @ $1,000 dental benefit. These benefits are payabile for aninjury sustained while on the county
premises and parficipating in authorized volunteer work or while fraveling in connection with
volunteer activities while under direct 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 must report all incidents/accidents related fo their volunteer service to their
supervisor as soon as possible and complete a Volunteer Report of Injury or Accident (Addendum
3) which must be forwarded to the Risk Administrator within 48 hours. Verbal nofification to the
Risk Administrator should be made as soon as possible.

MINIMUM PROCEDURAL REQUIREMENTS

All volunteer candidates should be screened and interviewed based on interests and suitability
for the responsibilities of the assignment by the supervising department. References should be
obtained, documented and retained.

Basic information will be collected and maintained by the supervising department or agency for
alt individuals retained as volunteers prior to the provision of any services on behalf of the county.
The basic information will include: Name, Telephone Number, Address and Date of Application.

An Outagamie County Velunteer Information Form is attached (Addendum 1). Use of this
particular form is optional. Based on the nature of the volunteer assignment, additional
information may be required.

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

Motor Vehicle Operations Checks are required for all volunteers whose responsibilities will include
driving any vehicle {county or personal) in the fulfilment of their assignments. Any check that
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Effective Date: The date at the beginning of a payroll period on or following the eligibility date for
which a change in pay is to be implemented.

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

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

Emergency Appointment: An appeintment not fo exceed thirty calendar 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 part or whole through the
county payroll. This specifically excludes leased, employment agency and independent
contractors.

Employee Complaint: A formal employee complaint regarding alleged poor working conditions,
unjust 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 Rate: The rate at 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 Factors: 8 and
7.5; Part Time Factors: As assigned by Payroli or employee's department}; 10 is derived from 10
days of service in a month.

Immediate Family: Unless otherwise defined, includes spouse, domestic partner, child, parent,
brother, sister, mother-in-law, father-in-law, sister-in-law, brother-in-law, daughter-in-law, son-in-
law, grandparent, stepparent, stepchild, stepbrother, or stepsister.

Jurisdictional Committee: That committee established by the County Board to be the policy and
budget oversight committee for a particular department.

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 regulary scheduled work hours which has been approved
by proper authority.

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

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

Position: A grouping of duties and responsibilities fo be performed by an employee. A position
may be filled or vacant, full-time or part-time, regular or temporary.
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